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Head of Digital Learning and Technological Innovation
Job Description and Person Specification

Bishopsgate School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  


Title of Post:		Head of Digital Learning and Technological Innovation

Purpose of Post: 	This is a key role providing a strategic and comprehensive oversight of all digital learning with a capacity necessitating that confidentiality is paramount. The Head of Digital Learning and Technological Innovation will have the following five key areas of responsibility: 

· pupil and staff training relating to technology
· digital safety
· working with academic colleagues to promote the use of technology in teaching and learning
· Assist the IT steering group (chaired by Deputy Headmaster Teaching & Learning) in future planning for hardware and software needs
· Head of Department / Class Teacher


Status of Post:		This is a permanent appointment, commencing 7th January 2019.

Responsible to: 	The role will report to the Headmaster via the Deputy Headmaster (Teaching and Learning) and work closely with the Network Manager.

The remainder of this job description is in addition to the standard Teaching and Head of Department job descriptions.

The Technical Environment

Working in an organisation of approximately 80 staff users and 370 pupil users we run a PC/Laptop environment using Google Suite and some Microsoft Office for staff and pupil communication. Pupils from year 6 upwards are each allocated a Chromebook. We support a Bring Your Own Device service with regard primarily to smartphones.  The school has recently switched to SIMs independent as its MIS.  There is a designated member of staff who manages this database.  These duties should be carried out in a professional manner and understanding of the need for confidentiality.


Tasks:

Strategic Planning:
· Lead digital strategy across the School under the direction of the Deputy Head (Teaching & Learning)
· Create and maintain an annual Computing Department Improvement Plan and manage the IT budget accordingly
· Under the guidance of the Compliance Officer, devise and implement relevant School Policies and Protocols, and take responsibility for reviewing those policies
· Under the guidance of the Compliance Officer, ensure compliance with all IT-related legislation including matters related to data protection, information assurance and the use of software licences
· Work with the Compliance Officer to ensure that all policies relating to device use in the classroom are up to date and accurate
· Work closely with the Registrar and the Marketing Officer to support the marketing of the School through digital means
· Attend the IT steering group, chaired by the Deputy Head (Teaching & Learning)
· Lead on digital research

Teaching and Learning:
· Work with the Deputy Head (Pastoral) to ensure the Digital Health strategy is implemented
· Organise Digital ambassadors on the staff and pupil body to help inform future plans, and to support our digital health work

Recording and assessment:
· Assist Director of Studies in the technical aspects of the delivery of School Reports

Promoting and Developing the Department:
· In liaison with the Head of PSHE to ensure the school has a coherent, vigilant and up to date approach to E-safety throughout the school which educates the children, parents and adults. This also involves teaching E-safety as part of the curriculum
· Ensure that staff and pupils understand the Staff Acceptable Use of ICT Policy and the Pupil Acceptable Use of ICT Policy respectively 
· Assist the Compliance Officer and the Director of Studies with the management information system (SIMS) in meeting the needs of all sections of the community and supporting effective data analysis and reporting 
· Maintain a booking system which encourages the use of the IT suite
· Provide formal and informal training and support of all members of staff: specifically, to identify needs and respond to them
· Lead on training all staff in the use of Microsoft Office, Google Suite and mobile devices
· Manage Google users
· Stay abreast of developments within other schools and in the technology sector

School Productions

[bookmark: _GoBack]The successful applicant will also be expected to provide technical support for assemblies, school productions and events including: Sound; AV; Lighting; and Special Effects.
Person Specification:

Skills and qualifications-
· Graduate and qualified teacher
· Experienced and able classroom practitioner
· Evidence of CPD
· Commitment shown in other areas e.g. games, drama, music
· Good communication skills 
· Strong organisational skills
· Proven knowledge of maintaining and developing IT infrastructure
· Experience of managing an IT support team
· An innovator with sufficient skills to engage the sceptic and mobilise and stretch the enthusiast

Characteristics-
· Capacity to think strategically
· Ability to work in a team 
· Proven leader able to communicate well with all colleagues
· Ability to prioritise effectively and balance competing pressures
· Ability to see task through to completion
· Ability to delegate
· Innovative teacher with the ability to inspire both pupils and colleagues
· Management potential
· Positive mindset, willing to help teachers to find ways to use technology effectively

General:

· To adhere to and promote school policies, including those on safeguarding, equal opportunities and race equality.

· To comply with school policies and procedures with regard to conduct and dress.

· To participate in the evaluation of job performance through the Performance Management/Staff Appraisal scheme. 

· To undertake such additional duties as may be consistent with the purpose of the post as defined in this job description 

· To undertake training appropriate to the role and keep up to date with new methods 


Safeguarding and Child Protection:

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times. If in the course of carrying out the duties of the post, the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the school, s/he must report any concerns to the School’s Child Protection Officer or to the Headmaster. All Bishopsgate staff must have an enhanced DBS disclosure. All staff are expected to read and abide by the requirements of the staff handbook (copies are available to all new staff and a permanent copy is kept in the staff room and on the school network).

Health and Safety:

All employees must be aware of the responsibilities placed upon them under the Health & Safety Act 1974, to ensure that the agreed safety procedures are carried out to maintain a safe working environment for pupils, visitors and staff.

Data Protection:

Bishopsgate School processes information about its current, past or prospective employees, applicants, current, past and prospective pupils; and their parents, carers or guardians and others who are defined as data subjects under the General Data Protection Regulations and the Data Protection Act 2018.

Anyone who works for, or acts on behalf of, the school (including staff, volunteers, governors and service providers) should also be aware of and comply with the school's Data Protection Policy, which also provides information about how personal data about those individuals will be used.
The School takes the protection of all personal information extremely seriously and is committed to a policy of protecting the rights and freedoms of individuals with respect to the processing of their personal information.

Review of Job Description:

This job description is intended to provide guidance on the range of duties associated with the post. It is not intended to provide a full and exclusive definition of the post. Due to the ever changing nature of the sector, this job description is fluid and should be expected to alter as our digital strategy evolves and technology advances.
The post holder may be required to undertake additional duties, as required, by the Headmaster.  

This job description will be reviewed at least once each year in the autumn term. 

Person Responsible: Deputy Head (Teaching & Learning)
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