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ROLE OF THE HEAD OF DEPARTMENT
The primary role of the Head of Department is to be responsible for the standard of teaching and the quality of learning that takes place within their subject area. Heads of Department are responsible for raising the achievement of all students and, as a result, they are pivotal to the overall success of the school. They are expected to lead their departments by demonstrating good practice and adopting a positive and enthusiastic approach.

Specific responsibilities (generic)

a) Learning and Teaching

1. To be responsible for raising and monitoring student achievement at all key stages.

2. To promote enthusiasm, openness to new ideas, commitment and a positive and harmonious approach throughout the team.
3. To review examination results in the light of prior attainment and provide a report on external examinations for the Governing Body.
4. To arrange for tests, assessments and examinations as required by school policy.
5. To work closely with the SENCO and learning support to ensure that all students have equal access to the curriculum.
6. To ensure appropriate challenge for the most able/high prior attainers (HPA).
7. To ensure that teachers utilise learning support assistants to the maximum benefit of students.
8. To promote high standards of behaviour and ensure that teachers follow the ‘Behaviour for Learning’ policy.
9. To create a department homework policy that meets school guidelines.
10. To ensure that the marking, monitoring and reporting of students’ work leads to an impact on their progress.

11. To develop the use of ICT within the department to improve students’ learning and ensure sustained academic progress.
b) Curriculum 
1. To work to ensure that the curriculum is meaningful, enjoyable and accessible.

2. To establish and review periodically, written aims, objectives, syllabuses and schemes of work for the department. Schemes of work should include guidelines on teaching method, as well as content.
3. To keep abreast of curriculum developments within the subject area, including changes to examination specifications.
c) Staffing and Professional Development

1. To assist with the selection of teaching staff for their departments.
2. To allocate staff to classes and pupils to appropriate teaching groups.
3. To ensure that all members of the department are working to high standards.
4. To hold weekly briefing meetings and formal department meetings with agendas and action minutes according to the calendar. Members of departments should be encouraged to add agenda items in order to promote collaboration.
5. To support the Headteacher in implementing Staff Appraisal.
6. To ensure that lesson observations are completed according to school guidelines and evaluate standards of Teaching and Learning.
7. To ensure that work scrutiny is completed effectively and provide support to colleagues where necessary.
8. To review strengths and areas of development with colleagues and identify training needs and opportunities so that teachers continue to improve their professional skills.
9. To disseminate INSET information and encourage the professional development of members of the department.
10. To devolve and delegate responsibilities.
11. To induct and mentor NQTs in the department according to established school policy.
12. To negotiate timetables for student teachers in conjunction with the Assistant Headteacher responsible for ITT and facilitate necessary supervision throughout their training.
d) Resources

1. To manage the allocated capitation to ensure that maximum pupil progress is attained.
2. To ensure that resources are suitable for purpose and accessible to students and members of the department.
3. To monitor all books, equipment and resources held by the department.
e) Other

1. To attend Heads of Department meetings and disseminate information to the department.
2. To create a department development plan/Action Plan each year. 
3. To keep the Headteacher/Line Manager fully informed of department developments.
4. To provide the Headteacher and Governors with reports as required concerning the planning, progress and achievements of the curriculum area.

5. To contribute to the formulation and implementation of whole school policies.

Please refer to appendix for additional subject specific responsibilities
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