
 

 
 
 
 

CO-OP ACADEMY NORTH MANCHESTER 
HEAD OF YEAR 

 
(Conditions of service as defined for the Teachers pay scale in the current 

School teachers’ Pay and Conditions Document) 
 
The Head of Year is a key middle leader position within the academy, responsible for the personal 
development and welfare of all pupils within their year group to ensure that every child can leave the 
academy equipped to lead a happy and successful life. 
 
As Head of Year you will be a highly successful and experienced teacher in your subject specialism, 
who is able to enthuse, motivate and inspire children, generating a love for learning.  The successful 
candidate will possess excellent leadership, management and communication and will demonstrate 
an ability to secure high quality outcomes for all pupils through excellent attitudes to learning. They 
will also be committed to ensuring that all pupils are given the best opportunities to succeed and 
use strategies that will ignite within each learner a strong desire to achieve their very best. 
 
Each year group has a Head of Year (Teacher), an Associate Head of Year (Non-teacher) and a 
group of form tutors.  There is an attendance officer and safeguarding officer who also support the 
year team. 
 
Co-op Academy North Manchester offers high quality CPD for its staff alongside a Co-op benefits 
package.  It is expected that the successful candidate will be committed to their own continuing 
professional development and also take opportunities to continue to develop others. 
 
The academy is part of the Co-op Academies Trust and it is therefore expected that the successful 
candidate will be committed to both the vision and values of the school and the demonstrating these 
within their role. 
 
Shaping the Future 
 
The Head of Year will work with the Pastoral Team and members of the leadership team to create 
and deliver a shared vision for the personal development, attitude and safeguarding for all members 
of the Academy community. 
  

 Developing the strategic vision and direction for the Academy, based on analysis of local and 
national need. 

 Ensuring that the Pastoral offer reflects the Academy’s vision and values and those of our Trust. 

 Playing an active role in raising the aspirations and ambitions of our pupils, their families and 
carers and the local community. 

 
Specific Areas of Responsibility 
 

 Lead a team of Form Tutors and the Assistant Head of Year, to ensure the highest standards of 
attendance, attitudes to learning and outcomes for all pupils in the year group, ensuring every 
pupil achieves the best possible outcomes. 

 Oversee the monitoring and tracking of progress, attendance, punctuality and attitudes to 
learning for all pupils in their year group. 

 Track and monitor attendance and punctuality for the year group, ensuring that all pupils have a 
strong focus on this area so that they can achieve. 



 Work collaboratively with the attendance team to ensure the attendance policies and procedures 
are followed and consistently applied across the year team 

 Organise and take part in targeted intervention programs to raise standards of attendance for 
individual and groups of pupils across a number of key areas. 

 To be a visible, proactive presence around the academy, promoting positive attitudes to learning 
from all pupils. 

 To model for all staff exemplary practice in terms of managing difficult and challenging 
behaviour from pupils. 

 Ensure that any child who is absent from the academy day for any reason, is supported to catch 
up and reintegrate successfully back into the academy. 

 Work within the school community to ensure that there are strong and effective relationships 
across all areas of the academy. 

 Support the academy’s professional development all staff within the areas of behaviour, 
attitudes and personal development. 

 Support and advise all members of Academy staff to ensure high standards of behaviour and 
attitudes to learning are secured throughout the Academy environment, ensuring that there is a 
calm and orderly environment which enables pupils to both learn and thrive. 

 Contribute to the personal development, safeguarding and PSHE curriculum in order that all 
pupils develop within this area. 

 Oversee the implementation and development of the rewards and sanctions programmes in line 
with academy policy to ensure the academy’s vision and values are achieved and that the 
academy continues to have positive and reflective culture. 

 Track and monitor standards of behaviour and behaviour data for the year group, ensuring that 
the relevant policies are consistently applied and that excellent attitudes to learning and 
behaviours permeate throughout the year group. 

 Ensure consistent application of the Academy Behaviour Policy and involvement in activities 
linked to the application of that policy including internal and external exclusions. 

 Improve standards of behaviour both for individual pupils and the year group as a whole. 

 Organise and take part in targeted intervention programs for individuals and groups of pupils 
within the year group. 

 Make contact with parents to review pupil behaviour patterns and identify actions needed to 
improve standards of behaviour/ attitudes to learning and progress and in turn build strong 
relationships with parents and carers. 

 Ensure that any pupils who have particular needs whereby their behaviour and attendance falls 
below the academy’s high expectations, demonstrate improvement with necessary support and 
guidance. 

 Arrange and promote reward activities within the year group. 

 Ensure form groups have appropriate areas for display of information and that these are kept up 
to date. 

 Liaise with other relevant support agencies both inside and outside of school to ensure all pupils 
can achieve to the best of their abilities and feel safe.  

 Communicate key issues regarding individual pupils to relevant members of staff. 

 Have oversight of the educational provision and outcomes for any pupil educated off site within 
their year group.



 

 Take steps to prevent bullying ensuring that there is an environment where pupils feel safe and 
that bullying and discrimination is not accepted.  Should this occur, ensure that the academy 
policies are adhered to and that this is dealt with quickly, consistently and effectively. 

 Take relevant actions to ensure all pupils in the designated year group are effectively 
safeguarded making relevant referrals where appropriate and working with multi agencies where 
necessary. 

 Work closely with the DSL to ensure effective safeguarding practices are in place across the 
year group. 

 Deliver meaningful assemblies as part of the academy programme to support pupils to better 
understand the academy’s vision and values and those of the Trust. 

 Ensure that there is a well developed extra-curricular offer for the Year group and that each child 
takes up this opportunity. 

 Ensure that regular student voice informs the development of the year group and academy as a 
whole. 

 Organise and take part in parent/carer meetings and events including the parent/carer forum to 
ensure that parents/carers are fully involved in their child’s development. 

 Work collaboratively with Middle and Senior leadership to improve academic outcomes for 
pupils. 

 Contributing to student voice and student leadership programmes, ensuring that these are both 
offered and developed and that uptake is high. 

 Work in partnership with other Middle Leaders to ensure key areas of the academy development 
plan are achieved consistently. 

 Ensure that pupil’s work is of a high quality to enable them to achieve their best. 

 Ensure that all pupils are committed to their learning and are supported to develop skills so that 
they know how to study effectively, are resilient to setbacks, and take pride in their 
achievements and their work. 

 Hold regular year group and pastoral meetings and ensure that opportunities to share good 
practice, e.g. through lesson study or IRIS take place. 

 Support the development and maintenance of Academy policies and practices and ensure 
consistent application. 

 Sustain effective, positive relationships with all staff, pupils, parents/carers, Governors and the 
local community and be an excellent ambassador for the academy. 

 Manage budget(s) in line with areas of responsibility. 

 Contribute to support programmes for pupils and staff that may, on occasion, include weekends 
and holiday periods. 

 Attend and contribute to middle leader meetings, supporting others as required. 

 Any other reasonable duties as requested by the Principal. 
 
Key Events Responsibilities 

 Student/parent/carer events relevant to the year group, including curriculum information and 
parents/carer evenings. 
 

Key Documents Responsibility: 

 Relevant contributions to the Academy SEF. 

 Relevant contributions to the Academy Improvement Plan. 

 Relevant policy and practice contributions for the Staff Handbook. 

 Relevant reports to Governors, including Principal’s report to Governors.  


