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HEAD OF DEPARTMENT 

(Senior School)
Responsible to:
Head of Senior School

Responsible for:
Department of…………………..
Name ……………………………………………………………… Appointed ….. / ….. / ………… 
The Head of Department is expected to:

· be a role model for the students and staff within their department and throughout the school

· encourage high standards in all aspects of school life

· contribute to the effective and efficient pedagogical leadership and management of the School

· support and develop the IBO Learner Profile in his/her own work, amongst the teaching staff, students and whole school community (See Annex 1 for the Learner Profile for School Leaders and Annex 2 for the Learner Profile for Teachers)

· promote a school culture which is positive, purposeful and productive

· support and motivate students, teachers and other school employees

· encourage consultation and discussion

· communicate effectively with parents and carers and all other stakeholders
Heads of Department are responsible for: 

· supporting the work of subject teachers  

· ensuring that all members of the department participate effectively 
· encouraging and supporting the professional development of staff within the department  
· supporting and encouraging staff within the department to take an active role in the wider educational world by becoming GCSE/GCE/IBDP moderators, examiners and workshop leaders

· promoting a working atmosphere which encourages cooperation and values the contribution that individuals make to the work of the department
A. Overall Responsibilities
The Head of Department will:

· ensure that school policies are carried out consistently

· ensure that all curricula are planned and followed correctly in accordance with GCSE, GCE and IBO guidelines

· provide professional leadership and management for the subject in order to secure a high quality of teaching, effective use of resources and the highest standards of learning and achievement of all students

· play a major role in developing school policy

· through departmental meetings, support, guide and motivate teachers within the department

· understand the needs of their own subject and, of equal importance, appreciate the way that other subjects contribute to the overall education of the students

B. Responsibilities for Students
The Head of Department will:

· make sure that students have access to a first-class education and know how to maximise their potential in the subject(s) being studied

· recognise the achievements of students and set, and track, targets for future improvement

· use information about students' achievement from previous schools, and lower Key Stages, effectively 

· liaise with the Primary School regarding both curriculum and induction of new students in the curriculum specialism
· provide information and career advice, guide and support both students and parents in Year 9 and Year 11 in their choice of subjects for GCSE and post-16  

· evaluate students' and staff’s performance in internal and external examinations

· make sure that parents have clear and accurate information about their children’s progress

· liaise with other Heads of Department, Heads of Key Stage, the IBDP Coordinator and the Head of Senior School as appropriate
C. Responsibilities for Staff
The Head of Department will:

· devise a subject-based induction plan, in consultation with the school plan, to acquaint new staff of their roles and responsibilities as subject teachers and actively support them during this process

· support and monitor the work of all staff through observations and work samples and encourage an atmosphere of co-operation and mutual trust within the department

· actively promote staff development by delegating responsibilities within the department

· promote, assist and support the competency* and the acquisition of new ICT skills with all staff within mutually agreed time limits

· seek the support of the Head of Senior School & IBDP Co-ordinator in the provision of professional development in subject area(s)
· seek the support of the ICT Co-ordinator in the provision of professional development in ICT

· encourage staff to develop professionally by attending courses, offering INSET within (and outside) the department, taking distance learning programmes, etc.

· liaise with subject teachers, and Head of Senior School / IBDP Co-ordinator, regarding reports to parents in order to maintain consistent school and department approach

· support subject teachers in preparation of formal assessment, including external examinations, coursework and controlled/internal assessment

· coordinate moderation within the department of all school-based examinations as well as public-examination coursework and controlled/internal assessment
*Competent in this context is the ability to write reports, prepare materials, care for and use the hardware and software related to the specific subject appropriately in the delivery of the curriculum 

D. Responsibilities as Subject Leader

The Head of Department will:

· ensure curriculum coverage, continuity and progression in the subject for all students, including those with additional needs at either end of the spectrum

· ensure subject curricula are in line with all public examination current specifications / syllabi

· through joint planning and discussion, establish clear teaching objectives and framework especially in accordance with any external programmes followed
· encourage cross-curricular links with other departments

· ensure subject curricula plan for the IBO’s learner profile, TOK links, CAS links, EE links and international mindedness dimension

· keep up to date with changes within the subject curricula and, within that context, make recommendations about:

· new courses/workshops
· assessment requirements and guidelines

· new materials

· INSET needs

· lead professional development of subject staff through example and support and coordinate the provision of high quality professional development by methods such as coaching, drawing on other sources of expertise, visiting lessons, work samples, etc.

· co-ordinate the departmental budget and order stock

· ensure appropriate cover work is set/provided in the case of a department member's absence

· negotiate and monitor the department's aims and objectives

· act as a focal point for information on the subject and the students who take that subject

· liaise with the Learning Support and EAL departments as required

· liaise with the Chief Examination Officer and/or the IBDP Coordinator regarding external examinations, assessment procedures and dates

· liaise with the Head of Senior School regarding course outlines for curriculum booklets and presentations to parents
E. General 
· To liaise with the Head of Senior School, and if necessary the IBDP Coordinator, to manage specific tasks related to the day to day administration and organisation of their subject area
· To undertake any additional responsibilities which might from time to time be determined in consultation with the Principal and the Head of Senior School
F. Review
· To liaise with the Principal on a date for the review

· To evaluate this job description and liaise with the Principal and the Head of Senior School regarding appropriate amendments  

Please also refer to guidance in:

· Current EDEXCEL/Pearson GCSE/GCE Specifications

· Current IBO Diploma Programme Syllabi

· IBO  (January 2014)  Programme standards and practices   Cardiff : International Baccalaureate

· IBO (April 2009)  The Diploma Programme: From principles into practice  Cardiff : International Baccalaureate

· IBO (March 2011)  The Diploma Programme: General regulations: Diploma Programme For students and their legal guardians  Cardiff : International Baccalaureate

· IBO (January 2005)  Rules and policy for use of IB intellectual property  Cardiff : International Baccalaureate

· IBO (August 2014)  Handbook of Procedures 2015  Cardiff : International Baccalaureate

· IBO (September 2008)  Towards a continuum of international education  Cardiff : International Baccalaureate
Signature ……………………………………………………………….
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Review Date ...... / ..... / ...........

ANNEX 1: IBO Learner Profile for School Leaders

	IB Learner Profile Attribute
	Responsibilities
	Indicators

	Inquirers
	Pedagogical leadership

Demonstrate lifelong learning
	Passionate about research into 

effective schooling, teaching 

and learning, management of 

change

Constantly evaluating with a 

view to improving practice

	Knowledgeable
	Understand IB principles and practices

Understand cultural and local 

contexts
	Understands local context as 

well as being globally aware and concerned

	Thinkers
	Enhance the collective 

intelligence of the organisation
	Backs up decisions with clear, 

reasoned evidence of how 

conclusions were reached

Thinks creatively

	Communicators
	Transparency

Collaboration
	All agendas are open

Decision‑making is collaborative

Communicates in several 

languages

	Principled
	Accept responsibility for their 

actions and do not blame others
	Decisions are based on ethical 

Grounds

Leadership is based on 

integrity, honesty, fairness and 

compassion

	Open-minded
	Value the perspectives of others that might be different from their own
	Encourages an open, critical 

debate of issues

Reacts positively to criticism 

from others

	Caring
	Sensitive to school climate

Compassionate behaviour

Support staff development
	Good of the school comes 

before self‑interest

Models ethical behaviour

Supportive of staff as well as 

students

	Risk-takers
	Visionary leadership

Prepared to delegate leadership to others

Courageous
	Open to new and different ideas 

to improve the quality of the 

programme and the learning 

environment

	Balanced
	Development of the whole child 

emphasised

Support Diploma Programme 

core
	Looks for evidence of growth 

and development in all areas of 

school life

	Reflective
	Constructively self‑critical

Striving to improve
	Encourages and facilitates 

evaluative feedback from the 

whole school community 

(students, teachers, as well as 

board)


Source:

IBO (April 2009)  The Diploma Programme: From principles into practice  Cardiff : International Baccalaureate  Pgs 32 & 33

ANNEX 2: IBO Learner Profile for IBDP Teachers

	IB Learner Profile Attribute
	Responsibilities
	Indicators

	Inquirers
	Demonstrate lifelong learning

Encourage student‑led inquiry

Seek professional development 

opportunities
	Listen and encourage students 

to speak up

Share practice with colleagues

	Knowledgeable
	Understand Diploma 

Programme principles and 

Practices

Understand cultural and local 

contexts
	Excellent subject knowledge 

and knowledge of Diploma 

Programme curriculum and 

assessment practices

	Thinkers
	Model excellent thinking 

practice
	Thinks creatively

Explains to students how 

they reached answers and 

conclusions

	Communicators
	Listen and encourage students 

to speak up

Share practice with colleagues
	Allows students a role in 

decision‑making

Communicates in several 

languages

	Principled
	Fair and consistent dealings with 

Students

Accept responsibility for actions
	Students are respected

Ethically‑based discipline is 

applied

Honest with students and others

	Open-minded
	Value the perspectives of others 

that might be different from their own
	Encourages an open, critical 

debate of issues

Reacts positively to constructive 

criticism from others, including 

students

	Caring
	Sensitive to school climate

Demonstrate compassionate 

behaviour

Supportive of colleagues
	Good of the school comes 

before self‑interest

Models ethical behaviour

Interested in student welfare

	Risk-takers
	Visionary leadership

Prepared to delegate leadership 

to others

Courageous
	Open to new and different ideas 

to improve the quality of the 

programme and the learning 

environment

	Balanced
	Considers role to be a teacher 

of the whole child not just the 

subject
	Supportive of CAS, TOK 

and other holistic school 

programmes

	Reflective
	Constructively self‑critical

Always striving to improve
	Encourages and facilitates 

evaluative feedback from 

students as well as other 

teachers and administrators


Source:

IBO (April 2009)  The Diploma Programme: From principles into practice  Cardiff : International Baccalaureate  Pgs 33 & 34

 Job Description








