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Dear Applicant,  
 

We are a welcoming and inclusive 11-16 school that has, due to its popularity, grown 
rapidly in size to have c.750 students from September 2025. Our mission is ‘Creating 
and Achieving a Brighter Future’ and we live by our mantra ‘Be Kind, Aspire, Perse-
vere, Achieve’ by providing the very best education for our young people.  

 

We want our students to be equally supported and challenged during the five years 
they spend with us and for them to enjoy their time with us as we nurture them to 
become confident, happy and successful young adults. We are deeply ambitious for 
every individual and upon leaving us, we are determined they will be able to access 
the very best opportunities in further and higher education.  

 

As a school we want to become ever more outward-looking, broadening our links 
and partnerships to further develop Maidenhill School as a learning hub for the wid-
er community. The governors and I are clear that we want Maidenhill School to be 
the ‘school of choice’ for parents and young people.  

 

Most Recent Staff Survey – (completed anonymously by ALL staff): 

• 100% staff (teaching and non-teaching) state that they enjoy working at       
Maidenhill 

• 100% staff (teaching and non-teaching) state they would recommend Maidenhill 
as a place of work 

 

We are seeking to appoint a talented, committed and inspirational pastoral leader to lead a year 

group here at Maidenhill. The role is split into two equal parts which are that of championing each 

and every student’s academic progress and attainment, whilst simultaneously supporting their pas-

toral welfare, care and guidance. We are a school where we pride ourselves in knowing our stu-

dents really well and you will be working closely together as a team to support students across a 

year group. This is an opportunity for outstanding candidates from a range of backgrounds to have 

the opportunity to have a highly influential and impactful position within our pastoral care team. 

Previous and current holders of this role include former teachers, a former Learning Support Assis-

tant, even a former policeman. 
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The successful applicant will 

 Have experience and or knowledge of driving improvements in a school 

 Have a passion for working with children and adults 

 Have student achievement at the heart of everything they do 

 Be committed in the pursuit of removing barriers to progress  

 Have personal drive to see things through 

 Have the ability to take the initiative when making decisions 

 Have tenacity and resilience to continue when things get tough 

 Be an excellent communicator verbally on the telephone, in writing and in per-
son, when speaking to children and parents 

 Have knowledge and experience or the capability to learn and use school sys-
tems to gather and record information. 

 

This post would suit someone with experience of working with people and or some-
one who has experience of working in the pursuit of improvement. We have a ‘New 
Staff Induction Programme’ for all staff that join our school and support will be pro-
vided by the line manager and the wider team. 

 

If, having read the job description, person specification and information about our de-
partment you would like to speak to someone further about the post and/or come for 
a guided tour, please get in touch via my PA Nathaelle Bessiere on                              
nbessiere@maidenhill.gloucs.sch.uk . 

If you are interested in applying for this position, please complete the application 
form and submit it with a covering letter to vacancies@maidenhill.gloucs.sch.uk by 
9am Monday 29th September 2025.  The letter should be no more than two sides of 
A4 and no less than size 12 font.  If enough applications are received, it’s likely we 
may close for applications earlier than the stated date. 
 

We look forward to reading your application and meeting you at interview. 

Yours sincerely, 

 

Andy Hunter 
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Position: Head of Year 

 

Contract: Permanent 

 

Hours:  37Hrs per week 

8am—4pm with 30 minute break each day 

 

Salary:  Grade 8—£31, 994pa 

 

Start date: ASAP 

 

Deadline for applications: 9am  Monday 29th September 2025—Any applica-
tion made after this time will not be accepted 

 

Interview date: Friday 3rd October2025 
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Pastoral Team at Maidenhill School 
 

Out pastoral team is the largest team at the school. This is very deliberate to ensure 
that our students are supported to reach and exceed their potential. The team con-
sists of: 

5 x Head of  Year 

1 x Referral Room Manager 

1 x Refocus Room Manager 

1 x Attendance officer 

1 x Education Welfare Officer 

1 x Attendance Support Officer 

1 x Associate Assistant Headteacher  Student Welfare & Guidance 

1 x Assistant Headteacher (Student Welfare & Guidance) 

 

This role will involve working closely with the pastoral team and assuming responsi-
bility for a single year group. The team and the wider staff body of the school are ex-
tremely friendly and supportive, we have an active staff room and these social inter-
actions are welcomed. 

 

The role will potentially be challenging , however it will be incredibly rewarding. You 
will have the privilege of interacting with numerous children and families  on a daily 
basis as well as close liaison with numerous external agencies. The role will need 
someone with tenacity, empathy and perseverance to help ensure that children and 
families are supported . We have high expectations for our children and a Head of 
Year will need to be resilient to ensure these expectations are met, even when per-
haps families disagree.  

Maidenhill is committed to developing a team of staff, teaching and non-teaching, 
who constantly strive to improve their own practice to secure the best possible out-
comes for students. In our small school, there are many opportunities to work collab-
oratively with other staff, in addition to whole school CPD sessions that provide regu-
lar opportunities for staff to share good practice.  

 

Mr A Hara, 

Assistant Headteacher (student Welfare & Guidance) 
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Job Title:   Head of Year  

Salary Level: Support Staff, Grade 8 

Responsible to: Head Teacher, Assistant Head (Student Welfare and Guidance) 

 

JOB PURPOSE: To contribute to the raising of standards and achievement overall: 

• To provide clear and cohesive leadership of a year group. 

• To build and develop a team of tutors.  

• To contribute to the strategic development of the school by implementing new whole school 
initiatives, monitoring and reporting on key outcomes, to ensure the year group meets aca-
demic targets as well as meeting the needs of all students. 

• To take responsibility and be accountable for student attainment and achievement of stu-
dents within the year group, by tracking student progress and supporting individual stu-
dents’ learning needs 

• To model the highest possible professional practice 

 

MAIN DUTIES AND RESPONSIBILITIES 

Leadership: To support the SLT and Governing Body in achieving the overall aims of the school 
and specific targets identified in the School Development Plan: 

• To contribute to the overall strategic direction and delivery of the school’s aims and objec-
tives by providing advice, challenge, insights and experience that will be beneficial to staff 
and students. 

• To play a major role in the School’s middle leadership and management structure, assisting 
the Head Teacher in creating a vision, sense of purpose and pride about the year group and 
school 

• To create a culture and environment that is conducive to success through innovation, en-
gagement and enthusiastic delivery of vision and through guiding and supporting members 
of staff and students by offering leadership, guidance and support. 

• To be an excellent role model to all, maintaining and modelling professional standards in re-
lation to dress, conduct with colleagues, students and parents, attendance, punctuality and 
meeting deadlines 

• To champion best practice in this area, demonstrating skills and leadership qualities neces-
sary to command respect, and encourage commitment to raising standards. 

• To monitor the performance and effectiveness of the team in delivering the School’s aims and objec-
tives and ensure school policy is implemented 

• To contribute to the School’s Self-Evaluation Form and ensure the team contributes towards the 
setting of targets and works towards achieving them. 

• To implement a positive ethos within the year group to promote high expectations regarding attitude 
and approach to learning, behaviour and high ambition. 

• To proactively devise and implement year group rules, routines and procedures within relevant 
school policies. 
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• To lead, direct and develop tutors for the continuous improvements in the quality of tutoring and use 
of tutor time by motivating and enabling colleagues to share best practice across the team. 

• To maintain discipline in the head of year and in the school as a whole, ensuring behaviour manage-
ment strategies are in place, including supporting staff during lessons when appropriate. 

• To keep a high profile around school, taking command of areas at change of lessons and being visible 
and active during non-structured time. 

• To support the Designated or Deputy Safeguarding Leads (DSL or DDSL) with safeguarding issues spe-
cific to the students within the head of year. 

• To develop and maintain effective methods of communication with the Head Teacher, SLT, other 
staff, students, parents, governors, external agencies and the wider community (including business 
and industry), etc. 

• To identify and applaud areas of success for individual students and tutors.  

• To help create an effective team by promoting collective approaches to problem-solving.  

• To chair and produce the agenda for effective team meetings and to ensure minutes are taken, kept 
secure and circulated as appropriate. 

• To make effective use of attendance, punctuality, behaviour and progress data to monitor and evalu-
ate the achievement and attainment of all students in the head of year taking into account vulnera-
ble groups, and to plan and implement appropriate actions to lead further improvements in out-
comes. 

• To develop strategies to remove barriers to learning working with students, parents, staff and exter-
nal agencies. 

• To implement interventions to improve student progress and evaluate effectiveness of interventions. 

• To work to raise self-esteem of all students and in particular the most vulnerable.  

• To initiate/maintain and encourage the provision of extra-curricular activities. 

Management: 

• To play an active part in leading the school forward by consistently supporting the standards of the 
school and challenging students who are not meeting expectations, taking action or making referrals 
as appropriate. 

• To contribute to the Year Group Development Plan, its implementation and the part it plays in the 
whole school development. 

• To develop systems and processes to allow tutors to access student data to inform their support and 
intervention. 

• To monitor and evaluate the work of the tutor team; take the initiative in identifying strategies to 
support consistency of practice, collaboration and reflection. 

• To develop strategies for the students’ spiritual, moral, social and cultural development, including 
citizenship, through a well-structured tutor programme, weekly assemblies, and extra-curricular ac-
tivities that reflect the aims and vision of the school. 

• To develop strategies and procedures (using national and school guidelines) to support the learning 
for students with special educational needs. 

• To work with the SENDCO and SEN Leaders to ensure IEPs are used to set specific targets and match 
curricular materials and approaches to student needs. 

• To identify and support the cohort of be more able (HAP) students in the year group by developing 
strategies to meet their needs, sharing good practice, tracking student progress and setting specific 
targets for the group. 

Jo
b

 D
e

sc
ri

p
ti

o
n

  

JOB DESCRIPTION 



8 

 

• To ensure that the team supports the School’s implementation of all current statutory re-
quirements, e.g. Disability Discrimination Act, Access to Work, SEND, Equal Opportunities, 
Child Protection. 

• To maintain accurate and up-to-date student records on school’s management systems 
and own student files 

• To maximise attendance at parents’ evenings and to analyse student and parent question-
naires. 

• To monitor planners regularly to ensure the appropriate use of the planner, and the regu-
larity of homework being completed using ClassCharts. 

Liaison/Communication 

• To communicate regularly with year group team members, making positive and construc-
tive comments about work and student progress and keeping up to date with personal in-
formation, wider aspects of the school agenda, recreation opportunities and enjoyment 
and professional development. 

• To keep parents / carers informed of issues relating to attendance, behaviour, personal de-
velopment and well-being and work.  

• To initiate contact where appropriate with external agencies on behalf of the school and to 
represent the school, when requested, at external professional meetings. 

• To work closely with the SLT to promote the successful image of the school in the communi-
ty. 

• To act as the initial person for others to contact regarding all issues relating to the students 
in the year group. 

• To liaise with colleagues to support transition from primary school and to post-16 providers, 
trainers or employers.  

• To liaise with subject leaders in relation to intervention and necessary actions  

• To liaise with other Heads of Year in order to develop integrated approaches to whole school 
initiatives e.g. Numeracy, Literacy, SEN and Citizenship through an effective and well-
structured tutor programme. 

• To inform and liaise with staff about mobile students and manage the provision of infor-
mation to parent/carers and other staff about curricular choices, and choice of teaching 
groups for individual students and groups of students. 

• To develop constructive relationships with key members of the school and community and 
provide helpful and accurate responses to parent/carer enquiries. 

• To develop constructive and effective partnerships with other schools, colleges and agencies 

• To articulate and support the school policy in matters such as dress code and behaviour with 
all students and parents/ carers. 

• To organise and oversee parents’ evenings and support parents’ information evenings. 

• To take the lead on the completion of Personal Education Plans (PEP) for students within the 
year group and attend any associated meetings. 
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Health and Safety 

• To undergo First Aid training and update courses. 

• To be aware of the responsibility for personal Health, Safety and Welfare and that of others 
who may be affected by your actions or inactions. 

• Cooperate with the employer on all issues to do with health, safety and welfare including the 
reporting to the line manager or SLT of any dangerous situations in the workplace, or any 
perceived shortcomings in health and safety arrangements.  

• To work with the Safeguarding Officer in all matters relating to child protection and safe-
guarding 

 

Continuing Professional Development - Personal 

• In conjunction with the line manager, to take responsibility for personal professional devel-
opment, keeping up to date with research and developments in understanding and working 
with young people 

• To undertake any necessary professional development as identified in the School Improve-
ment Plan taking full advantage of any relevant training and development available. 

• To maintain a professional learning log and portfolio of evidence to support the Performance 
Management process - evaluating and improving own practice. 

 

Continuing Professional Development - Staff 

• To contribute to, and take a leading role in, the provision of high-quality professional devel-
opment making use of, where appropriate, other sources of expertise, e.g. LA, outside train-
ing agencies, etc. 

• To consider the expectations and needs of other members of staff, and in particular ensure 
that trainees and ECTs are appropriately monitored and supported.  

• To assist the Head Teacher, by providing relevant evidence as requested, in assessing staff 
for Threshold and beyond. 

• To meet regularly with colleagues to discuss, review and monitor student progress.  
• To work with other staff to develop practice by: 

• undertaking professional development activities. 

• establishing a professional dialogue with colleagues to ensure staff feel confident to improve 
their skills. 

• acting as consultant to staff to develop strategies to support students experiencing difficul-
ties. 

• networking with professionals at other / similar / feeder schools to enhance learning oppor-
tunities for staff. 

• supporting school initiatives. 
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GENERAL RESPONSIBILITIES 

• To be aware of and work in accordance with the school’s safeguarding policies and procedures 
and to raise any concerns relating to such procedures. 

• To be aware of and adhere to applicable rules, guidelines, regulations, legislation, policies, pro-
cedures and working practices of Maidenhill School 

• To contribute to school improvement work ensuring that student learning is central to all activ-
ities. 

• To attend staff /department meetings, training and school events as required. 

• To maintain confidentiality of information acquired in the course of undertaking duties. 

• Communicate regularly staff and students, making positive and constructive comments about 
work and student progress and keeping up to date with personal information, wider aspects of the 
school agenda, recreation opportunities, enjoyment and professional development. 

• To be responsible for your own continuing self-development and engage constructively with 
the performance management process, including any relevant training to further develop 
knowledge and skills to enhance own performance and support the school improvement agenda. 

• To contribute to the training and development of the workforce 

• To keep up to date with Child Protection / Safeguarding Procedures and notify the DSL or dep-
uties of any concerns about a child. 

• To obtain a nationally recognised First Aid certificate and attend suitable refresher courses in 
order to keep qualifications up to date. 

• To undertake any duties appropriate to the grading of this post as required, under the direc-
tion of the Head Teacher 

 

This job description will be reviewed annually and may be subject to amendment or modification 
at any time after consultation with the post holder.  It is not a comprehensive statement of proce-
dures and tasks but sets out the main expectations of the School in relation to the post holder’s 
professional responsibilities and duties. 

 

Elements of this job description and changes to it may be negotiated at the request of either the 
Headteacher or the incumbent of the post. 
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PERSON SPECIFICATION 

Criteria Essential Desirable Evidence 

Qualifications 

and training 

• A‘  level  or equivalent Level 3 
in a relevant area 

• Sound knowledge of educa-
tional policy and practice 

• Record of effective training in 

related areas  

 

• Qualification in youth work, 
mentoring or other similar 
qualification 

• First Aid qualification (or 
willingness to be trained) 

• Minibus driving qualifica-

tion  

AF 

Experience • Experience of at least two years’ 
working with young people in a 
professional, educational or 
voluntary capacity 

• Experience of working in a busy 
and demanding environment 

• Experience of working inde-
pendently and as part of a team 

• Experience of liaising with other 

professionals, parents and 

agencies  

• Experience of working in a 
school environment 

• Experience in behaviour 
management strategies 

• Experience of working with 
safeguarding cases 

AF 

I 

L 

Skills and Un-

derstanding 

• Excellent communication / in-
terpersonal skills with students, 
staff, parents , Senior Leaders 
and other agencies 

• Understanding of child protec-
tion legislation and responsibili-
ties 

• Understanding the complexities 
of young people’s emotional 
and educational needs  

• Ability  to communicate, moti-
vate, support and inspire young 
people to aim high 

• Willingness to take on responsi-
bilities and seek out solutions 

• Ability to assess students’ needs 
and work to remove barriers to 
learning 

• Ability to plan and deliver pro-
grammes of support to enable 
students to achieve well at 
school 

 

• Experience of using SIMs or 
other data software 

R 

L 

I 
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Head of Year 

 

AF  Application form  

L Letter of application  

R Reference  

I  Interview  
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Criteria Essential Desirable Evidence 

Skills and Under-

standing 

• Ability to manage challenging 
situations, multi task and com-
municate effectively with a 
range of adults and agencies 

• Ability to understand SEN and 
school policy and practices 

• Ability to work effectively as part 
of a team and develop good 
working practices collaboratively 

• Ability to build constructive rela-
tionships with parents/ carers/ 
outside agencies 

• Excellent organisation / resource 
management 

• Excellent ICT skills for communi-
cation, data analysis and presen-
tation 

• Ability to keep appropriate rec-
ords and effectively share re-
quired information 

• Ability to gather information and 
produce reports re impact 

• Ability to inspire and motivate 
others  

  

Attitudes 
• Excellent record of attendance 

and punctuality 
• Understanding the need for a 

reflective approach  
• Understanding the importance 

of monitoring and evaluation 
• Understanding the need to be 

an excellent role model to staff 
and students 

• Positive and energetic with an 
enthusiasm for learning 

• Sense of humour and fun 
• Flexible and adaptable, able to 

work occasional evenings / 
weekends 

• Team player  

 AF 

L 

R 

I 

PERSON SPECIFICATION 


