
St Leonard’s Catholic School 
 

Job Description 
 
 
Post Title: Head of Year 12/13 
Purpose: 
 

 To raise standards of student achievement within the whole year group. 
 

 To be accountable for students’ progress through Years 12 and 13 
 

 To instill in students a responsible and committed approach to studies. 
 

 To inform, advise and guide students (and parents) on university applications and career 
progression. 

 

 To ensure the provision of an appropriate PSHCE programme for all students in the year 
group. 

 

 To effectively monitor the work of tutors. 
 

Reporting to: Acting Head of Sixth Form 
 

Responsible for: The full development of all students in the year group in line with the 
School Mission Statement. 
 

Liaising with: Head/Deputies, other Heads of Year, Heads of Department, Student 
Support Services, teachers, relevant non-teaching support staff, CEIAG 
Co-ordinator, LA representatives, Universities, external agencies and 
parents. 
 

Working Time: Full-time. 
 

Salary/Grade: TLR 1b 
 

Disclosure Level: Enhanced. 
 

 
MAIN DUTIES 
 

1. To be responsible for the welfare and attitudes to study and of a year group. 
 

2. To set and maintain high standards of discipline, behaviour, attendance, appearance and 
uniform. 

 
3. To provide information, advice and guidance to students in Years 11, 12 and 13. 

 
4. To take a lead key role in the transition/induction process from Year 11 to Year 12 for St 

Leonard’s students and for those from other schools who apply to our Sixth Form. 
 

5. To lead all students in a year group through the application for university, college, 
apprenticeship or work. 

 
6. To actively monitor and follow-up student progress. 

 
7. To establish and maintain appropriate, effective systems to support all students with their 

independent study. 



8. To lead the spiritual, moral, social and cultural development of the year group. 
 

9. To promote activities which support social, spiritual and moral development e.g. retreats, 
liturgies, charity work, school productions, concerts, competitions, sporting activities. 

 
10. To monitor and evaluate the work of students in the year group for the purpose of self-

evaluation and school development. 
 

11. To ensure effective communication/consultation with the parents of students. 
 

12. To oversee the student report process for the year group. 
 

13. To organise and participate in pupil reviews and progress meetings. 
 

14. To provide professional, high quality student references supporting applications to 
university, college, apprenticeships and employment. 

 
15. To take a lead in the organisation and presentation of school events e.g. Presentation 

Evening, Sixth Form Open Evening, UCAS information evening, Year 12 and 13 Parents’ 
Evenings. 

 
16. To take an active part in work done collaboratively by Heads of Year. 

 
17. To liaise with the SENCO, CEIAG Co-ordinator, EWO, Social Services and other external 

agencies. 
 
 
Other Specific Duties: 
 
 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each 
individual task undertaken may not be identified. 
 
Employees will be expected to comply with any reasonable request from a manager to undertake 
work of a similar level that is not specified in this job description. 
 
This job description is current at the date shown, but, in consultation with you, may be changed by 
the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job 
title. 
 
 

 


