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	Job Description: 
Head of Department
	

	Post title:
	Head of Department

	Grade:
	Teachers Pay Scale + TLR

	Directly responsible to:
	Headteacher

	Hours of Duty:
	Ref: Teacher’s Pay and Conditions document


	Post Purpose
	To take responsibility for leading maths, lead a team of staff and develop your own department.  

Ensure students achieve their full potential in all courses through high standards of teaching and learning. 

Take whole school responsibility for developing maths across the curriculum.  

	Responsible for
	The Mathematics Department, provision of a full learning experience and support for students.

	Liaising with
	Headteacher, Senior Leadership Team, teachers and support staff, LA representatives, external agencies and Parents/Guardians.

	Working time
	Full time

	Disclosure Level
	Full Enhanced Disclosure and Barring Service Check (DBS Check)


	MAIN (CORE) DUTIES
	· Lead the pedagogy and methodology of teaching and learning in  maths to ensure that learning meets the needs of all learners.
· Provide advice and strategic direction to the Senior Leadership Team in order to develop strategies to embed literacy across the curriculum.

· Lead a team of professional staff, including teachers and teaching assistants to ensure that they collaborate effectively and deliver teaching and learning of a high quality.

· Provide motivation and drive to ensure students are engaged in and enjoying their learning and that their learning needs are met through effective target setting, differentiation, challenge and support, including the able, gifted and talented and those identified as having SEND.

· Ensure that the department contributes to the development of learning to learn/transferable skills/competences as identified in the Learning Strategy.

· Provide opportunities for learning outside school through regular setting and assessment of homework and in enabling access to learning through the school virtual learning environment.

· Contribute to the development of effective behaviour for learning strategies and to lead the implementation of these within the Department.

Performance Management:
· Contribute to effective performance management systems in the school and ensure that the Department supports these through development planning.

· Contribute to the school ethos of sharing best practice and developing open and collaborative working within the team.

· Ensure standards are properly monitored and evaluated through the school’s agreed processes of self-evaluation, lesson observation, monitoring teacher planning and student work and setting and reviewing objectives.

· Use comparative data to aid analysis of performance of students.

· Ensure effective Continuing Professional Development is provided to reflect school, departmental and individual objectives.

· Contribute to the selection, deployment and organisation of staff

· Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.

· Ensure child protection and safeguarding responsibilities are met.
· Undertake the duties of teachers as outlined in the School Teachers Pay and Conditions Document.

	Operational/strategic planning
	School Level:
· Support school ethos and policies in planning and delivery of courses.

· Represent the Department at regular school meetings involving leaders and with external agencies and ensure effective communication of the outcomes to members of the team.

· Attend and report to stakeholders, including the Governing Body and parents, regarding departmental and pupil performance.

· Ensure numeracy  within school is reviewed biannually and lead monitoring of current practice across the curriculum.

	Curriculum provision
	 Student Outcomes:
· Progress of all students in -------- courses towards agreed targets including any external examinations.

· Students attitudes to and engagement in learning within the curriculum area.

	Staffing
	· To take part in the school staff development programmes, by participating in arranged training for professional development.

· To continue personal development in the relevant areas, including subject knowledge and teaching methods.

· To engage in the Performance Management Review process.

· To ensure the effective and efficient deployment of classroom support.

· To work as a member of a designated team and to contribute positively to effective working relationships within the school.

· Line manage a number of team members.
· Have oversight of the quality of performance. 

· Set challenging targets and objectives for staff.
· Oversee the development of individual staff – to reflect school, departmental and individual needs/aspirations.
· Inform SLT regarding any issues of Appraisal and Capability.
· Participate in the selection of new maths departmental staff.

· Delegate roles of responsibility with the department.

· Ensure clear channels of communication with stakeholders. 

· Support, guide and motivate team members. 

· Heighten common purpose/shared vision. 

· Develop team work as the core practice. 

· Chair department meetings.
· Mentor and coach staff.
· Oversee the work of support staff.
· Advise on threshold, upper pay spine, references, promotion, induction, ITT.

	Quality Assurance
	Student outcomes: 

· Have oversight and responsibility for performance at all Key Stages 3, 4, 5.
· Have oversight and responsibility for performance in all -------- examinations/accreditation.
Resources:
· Develop a learning environment that engages learners and enable learning and high performance. 

· Manage the departmental budget and identify suitable resources. 

· Ensure ‘best value’ in effective deployment of resources.
· Seek and secure additional funding through bids.
· Ensure a safe learning environment.
· Carry out Health and Safety Risk Assessments and report concerns to the School Business Manager

	Management Information
	· Use comparative data to improve performance. 
· Maintain up to date knowledge – subject, national, pedagogic, classroom management, research/inspection findings.
· Ensure statutory requirements are met.
· Ensure ICT is integrated into the departments teaching. 

	Communication and Liaison
	· To communicate effectively with the parents/guardians of students as appropriate.
· Where appropriate, to communicate and cooperate with persons or bodies outside the school.

· To follow agreed policies for communication in the school

· To take part in parents’ evenings

· To contribute to the development of effective subject links with external agencies.

	Management of Resources
	· To contribute to the process of the ordering and allocation of equipment and materials.

· To assist the department to identify resource needs, and to contribute to the efficient/effective use of physical resources.

· To cooperate with other staff to ensure a sharing and effective usage of resources to the benefit of departments and students. 

	Pastoral System
	· To be a Form Teacher to an assigned group of students.

· To promote the general progress and wellbeing of individual students.

· To liaise with the ECM Team/Head of House to ensure the implementation of the school’s pastoral system.

· To register students, accompany them to assemblies, encourage their full attendance at all lessons, and their participation in other aspects of school life.

· To evaluate and monitor the progress of students and keep up-to-date student records as may be required.

· To contribute to the preparation of action plans and progress files, and other reports.

· To alert the appropriate staff of issues/concerns/problems concerning students and to make recommendations as to how these may be resolved.

· To communicate as appropriate, with the parents/guardians of students, and with persons/bodies outside the school concerned with the welfare of individual students, after consultation with the appropriate staff.

· To contribute to PSHE and citizenship, and enterprise according to school policy.

· To apply the Behaviour for Learning Policy so that effective learning can take place.

· To ensure that appropriate safeguarding procedures are in place and applied.

	School Ethos and Other
	School Level:
· contribute to development of School policy 
· liaise with external agencies 

· represent team views, concerns and interests 

· support school ethos and policies 

· oversee the strategic direction and development of the department 

· inform governors of progress when requested 

· liaise with and inform parents 

· Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

· Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition
· To play a full part in the life of the school community, to support its distinctive mission and ethos, and to encourage staff and students to follow this example.

· To ensure that appropriate safeguarding procedures are in place. 

· To participate in the school extra-curricular programme.

· To promote actively the school’s corporate policies.

· To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate.

· To undertake reasonable additional duties as directed by the Headteacher.

	Review arrangements


	The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs may change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the school will expect to revise this job description from time to time and will consult with the post holder at the appropriate time.

	Safeguarding 


	The post holder must be aware of child protection issues and the need for confidentiality and to identify to the named child protection colleague in school, concerns in respect of individual children.  

The postholder must carry out their duties with full regard to the City Council’s Equal Opportunities, Health and Safety and Community Strategy policies.

To contribute and demonstrate a commitment to the City Council’s Crime and Disorder Reduction Strategy.

This job description is current at the date shown, but in consultation with 
you, may be changed by the Headteacher to reflect or anticipate changes to to the job commensurate with the grade and job title.

	

	Signatures:

The school will endeavour to make any necessary adjustments to the job description and the working environment to 
enable access to employment opportunities for disabled job applicants, or continued employment for any employee who develops a disabling condition.

This job description is current at the date below, but will be reviewed on an annual basis, and following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title 

and grade in line with the school’s changing needs.
Teacher Signature:………………………………………………………. Date:………………………………………………. 

Headteacher Signature:……………………………………………….  Date:……………………………………………….



