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Head of Religious Studies
Job Description

	Summary of the Role

Job Title:

Head of Religious Studies
Location:

Lichfield Cathedral School sites
Reporting Line:

Head of Humanities Faculty and Deputy Head
Salary:



Role Summary:         
To provide leadership and direction in the Religious Studies Department following best practice and developing innovative strategies bespoke to Lichfield Cathedral School.
Line Management Responsibility

· Teachers of Religious Studies

	

	Overview
The responsibilities outlined here are in addition to those that relate to every teacher.  The responsibilities described are the same as those which have defined head of department roles in this school over many years, though it must be expected that modification will be necessary in the future in the light of national thinking about subject leadership and our own desire to focus attention on the priorities of teaching and learning.

In particular, it is worth noting that the “National Standards for Subject Leaders” identify four key areas of subject leadership:

a) Strategic direction and development of the subject

b) Teaching and learning

c) Leading and managing staff

d) Efficient and effective deployment of staff and resources

         The Head of Department is expected to exercise effective leadership within the department.  Apart from the personal qualities that are brought to bear, clear policies embracing all aspects for the subject in the school are important and such policies should be translated into objectives within the framework of general school policy and direction.
Main Responsibilities and Duties of the Post
· To devise, implement, review and develop an inspiring programme of study and schemes of work which are bespoke to Lichfield Cathedral School.
· To work in partnership with other departments to ensure cross-curricular links are developed and maintained.
· To lead by example in the teaching of well planned, differentiated and exciting lessons which engage the children, accelerate their learning and, where appropriate and possible, support other areas of the curriculum.
· Be able to identify excellent classroom practice within the Department and lead in the sharing of good practice.
· To write Departmental Development Plans, provide analysis of results and create necessary policies in support of the School Development Plan.
· To be able to manage a budget, take audit of current resources and identify areas for updating resources.  Be judicious in the purchasing of materials, showing an ability to be able to prioritise.
· Keep abreast of recent documentation and legislation e.g. ISI and OFSTED, which may have legal implications; following up new initiatives in the teaching of Religious Studies, reporting to colleagues and Leadership as appropriate.
· To provide support and guidance for staff within the Department.
· To undertake such additional duties as may be required commensurate with the level of responsibility of this role.
   Teaching, Learning and Assessment Responsibilities

· To lead the Department through effective teaching, professional vision and knowledge; teaching to the highest standard, aiming to be the foremost exponent of the teaching of the subject within the department.
· To ensure that the provision of the subject remains current, relevant and of the highest quality, fostering a spirit of academic enquiry.
· To develop, maintain and review schemes of work appropriate to the needs of pupils and the requirements of the Examination Board(s), ensuring that members of the department are familiar with them and that they are appropriately followed.
· To monitor the quality of teaching and learning within the department through the observation of lessons, analysing the standards achieved by pupils and students in their work and in examinations, and the checking of individual teachers’ records, lesson planning and pupils’/students books and folders.
· To ensure, in conjunction with pastoral staff, that standards of behaviour in the classroom are at a level that is conducive to effective teaching and learning.
· To maintain achievement within the Department at a level well above the national benchmark by cultivating an ethos of continuous quality improvement.
· To work with the staff within the Department in the setting of academic targets for students.
· To promote improvement of academic standards throughout the School.

· To ensure that appropriate assignments and work are regularly set and marked in line with school and any departmental policy and that this work is accurately recorded by departmental staff.
Assessment Recording and Reporting Responsibilities

· To develop and monitor a departmental marking policy that fits within the school framework for marking.
· To maintain and monitor appropriate records of pupils’ learning and achievements.
· To guide the writing and quality of reports in the subject, the provision of subject information to parents, attendance by departmental members at Parents’ Evenings and response to subject-related parental enquiries.
· To monitor and report progress on achievement of target grades and take appropriate action to ensure that targets are met.
· To provide the Education Committee of the Board of Governors in the Michaelmas Term with a review of the preceding summer’s public examination results, with suggestion points for action as necessary.
· To ensure that departmental staff meet reporting deadlines and produce reports that offer constructive support, targets and guidance to enable pupils and students to achieve their potential.
Administrative Responsibilities

· To oversee production of the departmental handbook and ensure that it is thorough and up to date.
· To oversee external examination entries ensuring predicted grades are provided for all candidates.
· To oversee the setting of all internal examinations in the subject.
· To ensure that any and all deadlines set by the Head, Deputy Head and Head of Humanities Faculty are met.
· To keep records throughout the duration of being Head of Department which show test results, internal examination results and results achieved in mock and public examinations, and any other data important to the department.
· Ensure that work is set for absent colleagues.
· Keep appropriate records of staff for writing testimonials and references.
Team Management and Development Responsibilities

· To arrange the deployment of teaching staff, in consultation with the Head of Humanities Faculty, and within and the constraints of the timetable.
· To promote professional development and training opportunities for all members of the department, ensuring that all members of the department receive appropriate opportunities for INSET and career development.
· To guide and play a central role in the induction of Newly Qualified Teachers and teachers new to the School, making sure that they undertake a visit prior to taking up their post and guiding them through the induction process in conjunction with HR.
· To act as subject tutor/mentor for NQTs in the department.
· To play an appropriate part in the School’s Teacher Review programme both as a reviewer and a teacher under review.
· To assist the Head in the selection and appointment of staff to work in the department who will be fully supportive of the ethos and culture of the School.
· To encourage and take an interest in the work of each member of the Department (including any technical and support staff), especially any new appointees.
· To refer to the Head, or to a senior colleague, any matters which give cause for particular concern regarding a member of the department; or to acquaint them, in confidence if necessary, with any circumstances which might place teachers under undue stress or otherwise affect them adversely in the performance of their duties.
· To balance the strength which each member of the department might have in teaching a particular ability group with the necessity of avoiding staleness, complacency and inflexibility.
· Foster a sense of collegiality, both as a member of the team and as a member of the school community as a whole.
· To work with training establishments where the school has taken on trainee/student teachers and prepare reports and references as required.
Managerial Responsibilities
· Work with the departmental team to write and review the Annual Departmental Development Plan within the context of the school’s Strategic Development Plan.  
· To conduct regular departmental meetings to discuss pupils’/students’ progress, any common challenges or other departmental issues and to share good practice.  To ensure that such meetings have an agenda and are (briefly) noted/minuted with attached action points, and that such notes/minutes are forwarded to the Head of Humanities, Head or Deputy Head.
· Act as a source of information for departmental members on school policies and see that they are implemented with the department.
Liaison, Marketing and Communication Responsibilities 

· To attend meetings of the Curriculum Group and other such meetings as required.
· To liaise with Form Tutors and Heads of Year over matters of individual pupil progress and behaviour.
· To organise and promote enrichment and extra-curricular activities related to the subject, including day or residential trips.
· To ensure effective discussion and dissemination to departmental members of relevant school or departmental issues and policies. To encourage the sharing of good practice both within and outside the department.
· To ensure that the display work and the presentation of the department is current and of a high standard.
· To develop links with universities to keep in touch with developments in Higher Education and with entrance procedures/requirements for particular courses.

· Ensure that accurate and up to date information is provided for pupils, students and parents on departmental aims, methods and courses through the school website, prospectuses, general marketing literature and also in GCSE & A level guides.

· When appropriate, bring in outside speakers.

· Deal with concerns from home about subject teachers/teaching in conjunction with the Head of Deputy Head.
· Encourage links with the local branch of the subject association.

· Ensure deadlines are met when dealing with out of school agencies and ensure that all contact is carried out in a professional manner.
Meeting Pupils’ and Students’ Needs Responsibilities
· To promote and safeguard the welfare of children.
· Ensure that pupils’ and students’ efforts are properly rewarded.
· To develop programmes within the Department which meet the needs of a diverse range of learners and to ensure inclusiveness and equality of opportunity.
· To contribute to the work of the Learning Support Department and the School’s Gifted and Talented Policy, through ensuring good differentiation is used by departmental staff to enhance the curriculum delivery and support a range of learning styles in order to maintain and raise standards.
· Initiating individual intervention strategies, as appropriate, to meet targets and raise standards.
· Advise pupils/students and their families at the time of options choices, with a mind to supporting realistic ambition.
· To act as a UCAS advisor for those pupils applying for University places in the departmental subject area, or in a related subject.
Facilities and Resources Responsibilities
· To ensure that, within the limits of provision, the department is properly equipped in terms of books, materials and apparatus.
· To produce a bid for and manage the departmental budget to ensure cost-effective use of resources and maximum impact on the quality of teaching and learning.
· To ensure that resources are stored securely and keep an accurate and up to date inventory.
· To ensure that an annual stock check and inventory of equipment is carried out, to maintain the quality of resources and to ensure that valuable items are security marked.
· To control the provision of text books and equipment in the possession of the Department and, within the limits of the budget, to ensure that they are replaced when necessary and submit charges to the Bursary where relevant for loss or damage as a consequence of pupil/student behaviour.
· To ensure that Health and Safety issues are clearly understood and that procedures are followed effectively and consistently.
· To have due regard to the development and communication of the Departmental Risk Assessment, to the provision of the Health and Safety at Work legislation and to comply with the Management of the Health and Safety at Work Regulations.
· To monitor the quality of the teaching environment and to liaise with Bursar and Facilities Manager as necessary.
· To ensure efficient and effective utilisation of facilities and resources in line with the current economic climate.
· To manage an agreed staffing and consumables budget to ensure that financial targets are adhered to and that all activities represent value for money.
Responsibilities Common to All Teaching Staff

1. Knowledge and Understanding

· To maintain a thorough and up-to-date knowledge of the teaching of their subject(s).
· To take account of wider curriculum developments where relevant.
2. Teaching and Assessment

· To plan lessons and sequences of lessons to meet pupils’ and students’ individual learning needs and in accordance with school and departmental aims.

· To use a range of appropriate strategies for teaching and classroom management.

· To use information about prior attainment to set well-grounded expectations for pupils and monitor progress to give clear and constructive feedback. To assess, record and report on the development, progress and attainment of students according to school and departmental policy. 

· To participate in Curriculum reviews and other initiatives for Quality Assurance. Use the School Information System to keep accurate attendance and assessment data, and a record of rewards and sanctions and to ensure all data necessary to the efficient and effective work of their department is also maintained.

· To be aware of changes in national initiatives that may affect their subject(s) and department(s).

· To set, mark and record all work and homework in accordance with school policy.

· To provide assessment reports to monitor pupils’/students’ progress as part of the reporting cycle.

· To maintain good order in lessons, using praise and disciplinary sanctions in accordance with the school’s Behaviour, Discipline, Rewards and Sanctions Policy.
· To seek to inspire trust and confidence in students.

· To build team commitment in groups taught.

· To engage and motivate students in their own independent learning.

· To develop pupils’/students’ analytical thinking.

· To take positive action to improve the quality of pupils’/students’ learning.

· To create a safe and secure learning environment and support the school’s responsibility for safeguarding pupils.
· To maintain a log of student attendance on a lesson-by-lesson basis.

· To maintain appropriate contact with parents when required and in accordance with school policy.

· To ensure compliance with requirements for exam entries, coursework/controlled assessment and exam arrangements as necessary in their role.

· To consider and propose as appropriate improvements for School policies, systems and procedures to ensure good practice is followed in school.

· To maintain all records in accordance with the Data Protection Act 1988.

3. Pupil Progress

· To ensure that all pupils/students achieve well relative to their prior attainment and potential, making progress as good as or better than similar pupils nationally.  Where this is not occurring, to ensure that their concerns are raised with the appropriate line manager.
· To undertake, where required, the responsibilities of a form tutor, in accordance with school policy, and to seek to create a strong corporate spirit within the tutor group.

· To liaise with parents as appropriate in supporting pupils’/students’ progress.

4. Wider Professional Effectiveness

· To take responsibility for securing appropriate professional development and use the outcomes to improve teaching and pupils’/students’ learning.

· To make an active contribution to the policies and aspirations of the School.

· To work towards and support the School’s vision and objectives.

· To attend and contribute to meetings as required, including, for example Staff Meetings, Parents’ Evenings, Departmental Preparation Meetings and Pastoral Preparation Meetings.  This is not an exhaustive list.
· To contribute to the School’s annual framework for performance review. 

5. Professional Characteristics

· Inspires trust amongst colleagues, pupils, students and parents.

· Is well organised.

· Is an adept and adaptable communicator.

· Shows a high degree of flexibility and innovation.

· Is capable of working well within a team or on individual tasks with a high degree of self motivation and the ability to motivate others.

· Understands the highest priority is the wellbeing and safeguarding of all the pupils and students at the School and that this is their first responsibility.

6. Other Duties and Responsibilities

· Carry out an appropriate share of the collective staff responsibility to cover for absent colleagues on any school site and will remain on site until the end of the teaching day should you be required to provide cover.

· Use the School Information System to keep accurate attendance and assessment data, and a record of rewards and sanctions.

· Participate in the School performance management.  This means being prepared to observe and to be observed.

· To seek to care for and develop the teaching and learning environment, paying due regard to the display of students’ work and to other forms of display.

· To attend such meetings as are required as part of the proper functioning of their department; these may include, for example, Curriculum Committee meetings, departmental meetings, meetings if appropriate with external examination boards and attend and contribute to departmental, tutor and staff meetings.

· Contribute to the Extra Curricular Activities programme and other aspects of enrichment within the School, including after school clubs and events, which may be held at weekends and occasional holiday dates.

· To carry out a share of supervisory duties in accordance with a published programme.

· Attend all School functions relating to their teaching Year groups or other Year groups as part of the whole school programme.

· To promote the School and all whole or part-school, i.e. Divisional, activities including participation in internal and external marketing initiatives.

· Keep up to date with educational theory, initiatives and practices through professional development.

· Participate in any school safeguarding requirements and duties relating to boarding responsibilities and duties in support of the boarders and boarding staff.

· Follow and implement school policies and procedures and meet appropriate deadlines for school reports and other communication to parents.

· Conduct themselves in a professional manner and to not bring the School’s name into any form of disrepute, inside school or as an employee of the school, and to promote the School’s ethos and values.

· To refer to a senior colleague, any matters which give cause for particular concern regarding a member of the department; or to acquaint them, in confidence if necessary, with any circumstances which might place teachers under undue stress or otherwise affect them adversely in the performance of their duties.

· To prepare or provide support in the annual department development plans consistent with the School’s Strategic Development Plan.  

· To undertake writing of reports, provision of subject/Year information for the Leadership Team and parents as required. 
· To ensure marking of work is up to date, recorded and in line with the school policies.

· To support colleagues in maintaining sound discipline within the School’s agreed procedures.
· Assist with examination invigilation of internal, external and school assessment work as appropriate.

· Attend any school in-service training or training specific to your role which may occur in the day, evening or on occasions at a weekend, participating in INSET opportunities, both as a participant and leader of in-house INSET sessions as required.
· Attend Chapel, assemblies and whole school events that support the School’s Christian ethos.

· Work cooperatively with the Leadership Team.

· Undertake any reasonable request from the Headmaster in line with your professional role and level of responsibility to ensure the efficient and effective operation of the School.
· Work within the School’s policies to promote equality of opportunity for all students and staff, both current and prospective.

· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with pupils, students, parents and colleagues.

· Work within the School’s Health and Safety Policy to ensure a safe working environment for staff, pupils, students and visitors.

· Adhere to School’s policies and procedures as set out in the staff handbook or other documentation available to all staff.

   Signature of Employee:
Print Name:

Signature of Line Manager or Head:
Print Name of Line Manager or Head:
Date of Signature / Agreement:
Date of review:
This job description should be seen as enabling rather than restrictive and will be subject to regular review.



Person Specification

Job Title:

Head of Religious Studies
Responsible to:

Head of Humanities Faculty and Deputy Head
	
	Essential
	Desirable

	Skills and Abilities
	· Experience of planning and delivering in the classroom.
· A proven track record as an outstanding classroom teacher. 
· First-class planning, assessment and record-keeping.
· Highly organised having the ability to work in a self-directed manner.
· A proven record of raising standards and of initiating, delivering and maintaining innovative ideas, with a clear vision for success.
· The ability to demonstrate self-confidence and bring out confidence in others. 

· Excellent problem-solving skills.
· Excellent ICT skills.
· A commitment to the review and development process in managing the curriculum.
	· A commitment to celebrating students’ achievements, skills and talents, as well as an ability to tackle problems effectively.
· Good presentation skills.

· Willingness to Chair meetings.

· Experience of working with the wider school community.

· Evidence of good Extra Curricular planning and organisation.



	Knowledge and Experience
	· Excellent subject knowledge.
· A detailed understanding of all current educational initiatives which apply to their subject.
· Recent teaching experience with Secondary age students.
· Experience of managing a team.
· Ability to innovate and to manage change.
	· An understanding of Health and Safety issues within an educational setting.
· A knowledge and understanding of working within a Cathedral School.
· Knowledge of curriculum provision at Key Stage 1 & 2 level.

· Experience of analysing and evaluating data.

· Knowledge of managing pupil progress.



	General Attributes
	· Excellent written and oral communication skills.
· Good interpersonal 
skills, with an ability to develop and maintain positive relationships with pupils, students, colleagues and parents.
· An ability to work effectively under pressure.
· A commitment to extra-curricular activities and to the school’s involvement in the wider community.
	· A good sense of humour.
· A flexible approach to tasks.
· A willingness to contribute to whole-school initiatives.
· A commitment to networking and the sharing of best practice.

	Professional Qualifications and Training
	· An undergraduate degree relevant to their teaching post, preferably at First Class or Upper Second Class level.
· A DfE recognised teaching qualification.
· A commitment to continuing professional development.
	· A higher degree, potentially in a related discipline, or a commitment to further professional development at post-graduate level.
· Evidence of relevant prior continuing professional development.

	Other
	· A commitment to Equal Opportunities.
· A commitment to safeguard children and young people.

· An ability to empathise with pupils, parents and colleagues.
	· Experience of working in a coeducational environment.




