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	British Secondary Section
HEAD OF DEPARTMENT – EXPRESSIVE ARTS



Job Purpose:  	To assist the Head of Secondary, British and IBDP Sections, in maintaining the ethos and achieving the aims of Modern English School Cairo by taking responsibility for the educational leadership and supervision for all curriculum sections of the Expressive Arts Department.

Job Summary:  	The HOD Expressive Arts will ensure that students are supervised in a safe learning environment and provided engaging, technology-rich instruction that meets or exceeds the standards set for Expressive Arts in the British and IB Diploma sections.  Achieving academic excellence requires that the Head of Department works collaboratively with the Secondary Senior Leadership Team (SSLT) to lead and nurture members of staff and to communicate effectively with parents and colleagues during staff development and meetings. Inherent in the position are the responsibilities within the department for planning, coordination, curriculum development, programme evaluation/audit, personnel management, purchasing and budgeting, and staff observations and feedback.   In addition to leading teaching and learning within the department, the HOD Expressive Arts oversees events associated with the Department such as Middle School Productions, Whole School Productions, The Art Exhibition and promote Expressive Arts around the school.
Qualifications:  	The HOD Expressive Arts will demonstrate knowledge of research findings and recent trends in Expressive Arts education of Secondary school-aged students. The HOD Expressive Arts will have excellent organisational skills and the ability to motivate others. They will foster cooperative and productive relationships within the Department teaching team, which in turn will ensure the sharing of ideas, pedagogy, and implementation of best practices.
Responsible for: Teachers of Expressive Arts in the Secondary Section as identified in the line management structure of the school
               Responsible to: Assigned Line Manager

                Key Accountabilities

1.  Oversee teaching and learning of Expressive Arts throughout the British and 
     IB Diploma sections
2. Contribute to the enrichment of the physical learning environment
3. To fulfill additional professional responsibilities as determined by Senior Leadership
4. To ensure the wellbeing and health and safety of our student

Key Tasks:
	1











	1.1
	To lead the development and implementation of appropriate syllabi, scope and sequence, and pacing guides that reflect national developments in the subject area and the teaching practice and methodology; advise Secondary Leadership of these pertinent issues

	
	1.2
	To draft, implement, review policies within the department which meet the curricular requirements of the various programmes offered at MES Cairo and the school’s health and safety regulations

	
	1.3
	To ensure high standards of student behaviour in art lessons and support colleagues with any disciplinary issues arising within the department

	
	1.4
	To ensure the regular assessment of students and ensure that all requirements for both internal and external examinations are completed correctly and by the required deadlines

	
	1.5
	To ensure the timely monitoring, recording and reporting of student progress in all Expressive Arts courses

	
	1.6
	To monitor that the work of teachers within the department is in line with school policy and lead and/or support in-service training as needed

	
	1.7
	To ensure that Departmental observations, both individual and peer take place in a timely manner to enable effective use of the PDP

	
	1.8
	To hold regular meetings with members of the department and maintain effective communications between the department and colleagues throughout the school

	
	1.9
	To ensure the safe and effective use of resources and to report any maintenance or repair requirements promptly

	
	1.10
	To ensure that work is available and assigned for any absent colleagues

	
	1.11
	To develop and enhance the teaching practice of others to ensure high standards of teaching where differentiation is evident

	
	1.12
	To plan, actively contribute to, and promote student and departmental staff involvement in After-School Activities, events, productions etc, and other experiential learning activities on and off campus which serve to enhance student learning

	
	1.13
	To manage the department’s budget, ordering resources and maintain a detailed inventory

	
	1.14
	To ensure the department is represented at meetings as identified in the school calendar

	
	1.15
	To ensure that Google Classroom and other use of technology is up-to-date, relevant and complementary to classroom learning experiences

	
	1.16
	To liaise with Primary colleagues responsible for the teaching of Expressive Arts to ensure curriculum alignment in preparation for Secondary

	
	1.17
	To reflect the aims and objectives of the Whole School Development Plan in departmental policies and practices

	
2
	2.1
	To ensure the regular updating of work displayed in the Expressive Arts Department and other assigned areas which celebrate the best of student achievement and enhances the physical environment and the school’s image

	3
	3.1
	To contribute to HOD forums in the capacity as Middle Manager, recognising loyalty to multiple teams

	
	3.2
	To communicate effectively with SSLT, particularly with regard to concerns relevant to the departmental colleagues who they line-manage

	
	3.3
	To ensure that the work of the department is regularly profiled in the MESsenger magazine, school website and other promotional media

	
	3.4
	To support and participate in activities organised by the House Coordinator, Heads of House, HRCF Coordinator, CAS/ASA Coordinator and to lead After-school Activities

	
	3.5
	To attend and contribute to staff meetings, parents’ meetings and special events as required by Senior Leadership

	
	3.6
	To conscientiously and punctually undertake supervision duties as allocated

	
	3.7
	To attend and supervise assembly and prepare and deliver assembly items as required

	
	3.8
	To promote the school’s reputation in and outside the school at all times

	
	3.9
	To undertake such duties as may be delegated by Senior Leadership
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	4.1
	To work within the requirements of the Safeguarding Policy and have a responsibility for promoting 
and safeguarding the welfare of students

	
	4.2
	To report all causes for concern to the Safeguarding team through the appropriate channels

	
	4.3
	To ensure the safety of all students in the MES Cairo learning environments

	
	4.4
	To follow the e-safety guidelines provided by the school and ensure students adhere to the Student 
Acceptable Use Policy for Technology
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