	HERTFORDSHIRE COUNTY COUNCIL

	CHILDREN, SCHOOLS & FAMILIES

	MODEL JOB DESCRIPTION


JOB TITLE:

HEAD OF YEAR / LEARNING CO-ORDINATOR
REPORTS TO:
ASSISTANT HEAD (STUDENT PROGRESS)

SALARY RANGE:
TLR 2 (currently at £5,500)

1.
PURPOSE OF THE JOB
To be responsible for managing the educational development of  individual students  across a year group
2.
KEY RESPONSIBILITIES
· Monitor the progress of all students in the year group  through the   analysis of appropriate data, including achievement and attendance data
· Negotiate with teachers and others to develop appropriate teaching and learning strategies that will raise the educational achievement of individual students.

· Liaise, as appropriate, with external professionals, such as educational psychologists, in order to improve the educational outcomes of individual students.

· Provide support to teachers and other staff in managing the individual needs of students, particularly those who do not easily gain access  to the curriculum

· Liaise with parents and carers,as appropriate, in developing appropriate pastoral care  for individual students.

· Provide leadership to a team of form tutors to ensure , as far as is possible, that all students gain maximum benefit from their education

· Contribute significantly to the school’s planning of student support, with particular reference  to the 5 outcomes identified in Every Child Matters.

3.
JOB CONTEXT
Heads of year have prime responsibility for ensuring, as far as is possible, that all students in their year group get maximum benefit from the opportunities available at the school.  The focus of the work is on individual students, and the objectives are to secure: 

· High levels of school attendance

· Positive behaviour and attitudes to school

· Continual progress in educational achievement

4.
REVIEW OF DUTIES
The specific duties of a head of year are, within the framework of this job description, subject  to annual review and may, after discussion with the postholder, be changed.
