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JOB DESCRIPTION 

Head of English


NAME:	
POST:				Head of English
TEACHING AND LEARNING 
RESPONSIBILITY: 	                      TLR 1b 	 
ACCOUNTABLILITY: 	All staff work under the reasonable direction of the Headteacher and Leadership Group with delegated responsibility. 
   
Purpose of Post: 
Under the direction of the Assistant Headteacher, to support, hold accountable, develop and lead the English department to ensure high standards of teaching and learning and the well being of staff and students.

PART ONE

Generic Responsibilities “for which he/she is accountable”

You are required to carry out the duties of a School teacher as set out in the  Educational (School Teachers' Pay and Conditions of Employment) Order 2015 and as subsequently modified.  In particular:

A.	Within the subject area

(i) to teach high quality lessons across the age and ability range under the direction and guidance of the Assistant Headteacher and Headteacher.

(ii) 	to teach designated classes within an agreed framework of syllabus and procedure including:
	a) 	preparing lessons thoroughly and keeping accurate and current records of work (including Independent Learning) set
b)	correcting students' work promptly, thoroughly, carefully and in line with school policy
	c)	keeping adequate records of students' progress and completing reports to parents/carers within agreed time scales and according to departmental/school policy
	d)	have high expectations of children and young people including a commitment to ensuring that they can achieve their full educational potential and to establishing fair, respectful, trusting, supportive and constructive relationships with them.

(iii)	to keep the teaching base, its facilities, resources and equipment in good order promoting an atmosphere conducive to learning

(iv)	to undertake reasonable and specific responsibilities within the organisation/administration of the department.  These to be dependent on 	the post and interest/experience and to be agreed with the Headteacher

(v)	to give other such assistance as the Assistant Headteacher, Headteacher and Leadership Team might reasonably require from time to time 

(vi)      to foster close, collaborative and co-operative contacts with colleagues within the department and with colleagues engaged in cross curricular activities

B.	Within the School

i)	to be an efficient and effective Form Tutor (if required) under the guidance and direction of the appropriate Pupil Guidance Leader

ii)	to be a member of a duty team, when assigned, and carry out such duties punctually and efficiently
                  
iii)	to teach aspects of the personal and social development programme under the guidance of the PSD Co-ordinator

iv)	to uphold school discipline and regulations as appropriate within all aspects of school life and to foster and promote equal opportunities in practice

v)	to attend staff/parents' meetings as the Headteacher may reasonably require within the total directed time limit of 1265 hours per annum

vi)  	to participate in the performance management process as laid down in the policy issued by the school which may involve being a Team Leader

vii) 	as a Middle Leader, to fully support the Leadership Team in and around school 

viii) 	hold positive values and attitudes and adopt high standards of behaviour in their professional role









PART TWO

Specific Responsibilities “for which he/she is accountable”

[bookmark: _GoBack]
i. To provide professional leadership for the teaching and learning of English throughout the school in order to secure high quality teaching and learning for all our learners
ii. Plan for progression across the age and ability range they teach, designing effective learning sequences within lessons and across series of lessons informed by secure subject/curriculum knowledge and changes within the educational landscape
iii. To lead, manage and support the team of teachers who deliver English curriculum at KS3, KS4 & KS5 as well as monitor underperformance
iv. To design and develop schemes of work and resources to support the teaching and learning of English throughout the school
v. To be responsible for the organisation and administration of the department
vi. To develop, implement and co-ordinate all examination courses and schemes of work
vii. To create a climate of high expectations of achievement and behaviour 
viii. To develop a Departmental Improvement Plan (DIP) that contributes positively to the achievement of the school improvement plan and actively involves all subject teachers in its development and implementation. 
ix. To monitor and evaluate continuity and progression, through Schemes of Work and teaching and learning across all Key Stages, to ensure all learners are supported and challenged. 
x. To agree and support the pupil progress targets to make a measurable contribution to whole school targets
xi. To analyse data from national and school examinations and assessments to discover patterns of achievement, including value added, that will support student learning and teaching
xii. To assist the Assistant Headteacher in the annual review of the standards of leadership, teaching and learning in the subject, consistent with the procedures in the school self evaluation policy
xiii. To oversee and manage the subject budget allocation and to ensure the appropriate maintenance of records so that it is spent in line with school teaching and learning priorities, financial policy and best value principles
xiv. To support and assist staff in their understanding and active implementation of the school’s behaviour and equal opportunities policy
xv. To advise the Assistant Headteacher and other interested parties on all matters pertaining to the subject 
xvi. To co-ordinate the work of the department, lead meetings, oversee the DIP, the schemes of work, school into departmental policy, rewards and sanctions and the department handbook
xvii. To attend relevant meetings inside and outside school
xviii. To support and encourage staff in their professional development and enable them to further enhance their skills, knowledge and understanding in the teaching of the subject 
xix. To communicate when appropriate, with parents/carers, external agencies, other educationalists, governors, industry and business. 

General

To perform any other related duty the Headteacher may from time to time allocate within a reasonable work schedule.

To adhere to school policies & procedures


All jobs are subject to change. This job description to be reviewed annually or at any other mutually convenient time


Signed:_______________________	Head of English


Signed:_______________________	Janette Smith, Headteacher


Date:	  _______________________
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