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JOB DESCRIPTION
NAME

JOB TITLE:
Director of 6th Form
Salary Point
TLR 1.1

RESPONSIBLE TO:
P Stucken (AHT)
The ethos of the school is one of shared responsibility, to which teachers are expected to make a significant contribution.  The expectation is that staff will present themselves professionally, be positive and contribute constructively to the life and work of the school, inspiring trust and confidence among all stakeholders.
	Principal Responsibilities:
	A
	Strategic Direction and Evaluation of the Curriculum Area

	
	B
	Teaching and Learning

	
	C
	Leading Staff and Managing Staff and Systems (including attendance) including Pastoral Work and Attendance.

	
	D
E 
	Managing Resources
Recruitment and Retention


	Specific Duties:
	
	Head of Sixth Form
A: Meet with AHT for KS5 on a weekly basis to develop tactical and strategic plans for KS5
Responsibility for accurate completion of the 6th form census.
Keep abreast of changes in national picture affecting post 16 education.
Developing the ethos of 6th form alongside a vision for the future growth and success of the Abbey School VI form.
Deputise for the AHT with responsibility for KS5 where appropriate.

Fulfilment of duty and other commitments as part of the Extended Leadership team 

Responsible for the  Sixth Form Improvement/Development Plan Responsible for the Sixth Form SEF linked to Ofsted criteria
Track and monitor the progress of all groups of KS5 students using the available data
Producing an Annual Exam Analysis for Key Stage 
Having a detailed knowledge of the curriculum including course pathways, group sizes and relative performance of subject areas at KS5
Line manage the KS5 Academic Mentor (s) 
B:Oversight of the overall quality of academic provision across all subjects taught in key stage 5

METAL within the sixth form area – to include observations and effective quality control across departments.

Reviewing, disseminating and acting upon 6th form data to raise academic standards including Input into Teaching and Learning Meetings to ensure practice meets the expectations set out in the vision, checking that the quality of teaching is sufficiently engaging.
Deliver whole key stage assemblies and oversee daily briefing in the canteen.

Possible – dependent on skill set and circumstance of the successful candidate: Overseeing and development of enrichment activities and Extended Curriculum (Core learning) to include:

Oversight of and overall responsibility for the delivery of the key components – Finance, Careers, PSHE

Leading termly meetings of the Core Curriculum Sixth form teachers.

Responsible for Schemes of Learning (work) in Core Curriculum

Overall responsibility for monitoring the quality of delivery within Core Curriculum.

Liaise with Head of PSHE to counting qualification to be taught in Core time.

C:Manage the day-to-day behaviour of students in KS5

Manage the dress code policy and adherence to such by all students

Manage the attendance for KS5, including:

Develop and maintain systems to monitor progress towards National attendance targets (This will include working with the Attendance officer.)
Track students of concern, initially with then escalate to meeting with parents/carers and relevant student – lead on application of 6th form behaviour policy, meeting with students and parents as necessary.

Manage Form tutors in KS5 and set expectations in the delivery of Form time

Line manage support staff in KS5 and, meeting with each on a weekly basis to ensure consistency of strategic approach in KS5

Produce Attendance Reports at key points in the academic year split by whole cohorts and selected groups. Ensure 6th form meets attendance targets set by the school and take necessary remedial action as needed

Have face-to-face meetings and phone calls with parents as appropriate

Oversee the Planning and delivery of  Prom to budget by the Sixth form Assistants (Pastoral and admin)
Working with SLT to select the 6th for Leadership Team 
Managing and Directing  the work of the Pastoral Assistant in Destinations and Careers
D:Plan and deliver KS5 Parents Evening

Plan and deliver Year 11 “Sixth Form Taster Day”
Yearly reviewing and updating of 6th form policies

Creation and on going updates of 6th form Handbook

Reviewing and updating the 6th form area of the school website – liaising with IT Support Department

E:Overseeing the recruitment of new 6th formers including, supporting in the creation of the study programme and timetable, creating the prospectus, promotional assemblies, taster sessions, processing of applications for new year 12
Support in the preparation and delivery of the KS5 Open Evening

Plan and deliver 6th Form Induction for upcoming Year 12s
Develop and embed a new  rewards system for 6th form 

The post-holder will be expected to perform any reasonable duties as assigned by the Headteacher or Line Managers as requested. To teach as requested by the Headteacher



This job description should be read in conjunction with the ‘Teacher’ job description

In addition to the above you will be expected to comply with all of those terms connected with the job of your status as referred to in the School Teachers Pay and Conditions of Service Document (latest published version) published by the DfE.

This job description may be subject to change at any time in consultation with the postholder, and will be reviewed at least annually.

Signed: ____________________________________

Date: ____________________

The Abbey School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. An enhanced Disclosure & Barring Services Check is required for all posts within the school.

