
 
Job Description - Head of Key Stage 

 
Reporting to: Head of Secondary School 
 
Line manager of: Relevant Form Tutors  
 
Overview: 
The Head of Key Stage will work with the Key Stage tutor team to ensure that the 
well being of students is monitored and supported. This process of support and care 
will begin when the students who are transitioning into that key stage in the coming 
academic year. The post holder will liaise and work with a range of colleagues such 
as the Heads of Faculty, and the Head of Secondary to ensure that the students are 
continually monitored and supported in order to ensure they make continual 
progress.  
 
Responsibilities 

●​ To manage the Form Tutors in their section and ensure that they are working 
positively and enthusiastically with their tutees. 

●​ To chair regular pastoral meetings with the tutor team.  
●​ To manage and direct communication between form tutors and parents.  
●​ To implement a framework of activities for Form Tutors to use throughout the 

week, encouraging systems and routines to be embedded in the use of tutor 
time.  

●​ To create a dynamic BEAM programme to be delivered by Form Tutors on 
Friday mornings, and where appropriate plan and lead assemblies to inspire 
and engage students. 

●​ To monitor student attendance and work with Form Tutors and the Student 
Information Centre to address any issues or concerns regarding attendance 
and punctuality.  

●​ Work with the admissions team to share and effectively disseminate valuable 
information about new students joining the year group.  

●​ To attend school events as a member of the middle management team.  
●​ To plan and support the leaders of the Challenge Week Trips.  



●​ To work alongside the Heads to Faculty and Head of Secondary to consider 
subject classes and blocks.  

●​ To organise regular opportunities for parents to be informed of student 
progress through events, workshops, email, social media and face to face 
meetings.  

 
Monitoring Academic Progress and Well Being of Students 
 

●​ To track and monitor the effort, attainment and progress of students, liaising 
with the Heads of Faculty and Head of Secondary.  

●​ To plan and implement interventions and strategies that are designed to 
support students to make the desired level of progress within the school. 

●​ To liaise with all relevant colleagues to ensure all students are fully supported.  
●​ To use data such as CEM data to better understand the students in the year 

group.  
●​ To actively reward and celebrate the achievements of students.  

 
 
 

 
 
 
 


