
[image: image2.png]Parrenthorn High School
Respect Aspire Believe Achieve





HEAD OF DEPARTMENT (MFL)
JOB DESCRIPTION
Job Title:

Head of Subject (MFL)
Responsible to:

Headteacher

Responsible for:
Subject Teachers

Pay Grade:

TLR 2c
Job Purpose

To drive school improvement strategies, to achieve continuous success and embed an achievement culture.
The head of department provides professional leadership, management and development of the department and is accountable for securing high standards across the subject, high quality teaching and effective learning in a culture focused on achievement and the personal and social development of the students.
Main Duties
Head of Subject

1. To be accountable for operational and strategic planning:

· To lead the development of appropriate syllabuses, resources, schemes of work, marking policies, assessment and teaching and learning strategies in the department.

· The day-to-day management, control and operation of course provision with the department, including effective deployment of staff and physical resources.

· To monitor and follow up student progress.

· To implement school policies and procedures.

· To formulate aims, objectives and strategic plans for the department which have coherence and relevance to the needs of students and to the aims, objectives and strategic priorities of the school 

2. To ensure effective curriculum provision and development:

· To be accountable for the development and delivery of MFL throughout school.
· To lead curriculum development for subject.

· To keep up to date with national developments in the subject area and teaching practice and methodology.

· To actively monitor and respond to curriculum development and initiatives at national, regional and local and school level.

· To liaise with the Exams Officer to maintain accreditation with the relevant examination and validating bodies, including entry of EAL pupils for relevant examinations.
· To identify staff development needs and design appropriate programmes to meet training needs.

· To make appropriate arrangements for classes when staff are absent, ensuring appropriate cover within the department liaising with the Cover Manager/relevant staff.

· To promote teamwork and to motivate staff to ensure effective working relations.

· To participate in the school’s training programmes as appropriate.

3. To ensure the effective operation of quality control systems:

· To establish common standards of practice within the department and develop effectiveness of teaching and learning styles in all subject areas within the department.
· To contribute to the school’s procedures for lesson observation.

· To seek/implement modification and improvement where required.

· To ensure that the department’s quality procedures meet the requirements of Self Evaluation data and the Improvement Plan.

4. To ensure effective data management:

· To ensure the maintenance of accurate and up to date information concerning the department as required by the school.

· To make use of analysis and evaluate performance data provided.

· To identify and take appropriate action on issues arising from data, systems and reports; setting deadlines where necessary and reviewing progress on the action taken.

· To monitor the department closely within the quality assurance cycle for the department using the Leadership Handbook.

· To produce reports on examination performance, including progress and attainment.

· To manage the department’s data collection.

· To provide relevant information about the department’s performance and development.

5. To ensure effective communications for the department:

· To ensure effective communication/consultation as appropriate with parents.

· To liaise with examination boards, awarding bodies and other relevant external bodies.

· To positively represent the views and interests of the department.

6. To ensure effective management of departmental resources:

· To manage space, money and equipment within the limits, guidelines and procedures.

· To act as a budget holder, requisitioning, organising and maintaining equipment and stock, and keeping appropriate records.
· To ensure that the department’s teaching commitments are effectively and efficiently timetable and roomed.

Teaching

1. To undertake teaching in accordance with the appropriate professional standards.

2. To teach students according to the educational needs, including the setting and marking of all class work and coursework carried out by students in the school and elsewhere.

3. To assess, record and report on the attendance, progress, development and attainment of students and to keep such records as are required.

4. To provide, or contribute to, oral and written assessments, reports and references relating to individual students and groups of students.

5. To undertake a designated programme of teaching.

6. To ensure a high quality learning experience for students that meet internal and external quality standards.

7. To prepare and update subject materials.

8. To use a variety of delivery methods that will stimulate learning appropriate to student needs and demands of the syllabus.

9. To maintain discipline in accordance with school procedures, and to encourage good practice with regard to punctuality, behaviour, standards of work and homework.

10. To undertake assessment of students as requested by external examination bodies, curriculum areas and school procedures.

11. To mark, grade and give written/verbal and diagnostic feedback as required.

12.  To liaise with Headteacher, SLT and SENCO over student’s with special educational needs and to modify teaching accordingly.

Pastoral System

1. In conjunction with the Pastoral team, to monitor and support the overall progress and development of students WITHIN THE DEPARTMENT.

2. To monitor student attendance together with students’ progress and performance in relation to targets set for each individual; ensuring that follow-up procedures are adhered to and that appropriate action is taken where necessary.

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

4. To ensure the school’s behaviour management systems are implemented in the area so that effective learning can take place.

5. To be familiar with the school’s Child Protection Policy and to report concerns to the Designated Safeguarding Officer.

School Duties

1. To undertake duties before school and at break, on a rota basis.

2. To set cover work when on leave of absence.

3. To play a full part in the life of the school community, to support its ethos and encourage and ensure staff and students follow this example.

Line Management

1. To line manage the team including recruitment; induction; training and development; 1-1 meetings, performance appraisals; absence management; performance and conduct.

2. To communicate relevant school procedures to team and ensure that they are adhered to.

Health and Safety

1. To ensure a safe and healthy environment is maintained within the departmental area, referring any areas of concern to the School Business Manager and Site Staff.

2. To complete risk assessments and any other necessary health and safety documentation for the department and team and ensure necessary information is communicated effectively within the team.

General

1. To attend required meetings and training sessions

2. To participate in the appraisal process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.

3. To ensure that all duties and services provided are in accordance with the school’s Equal Opportunities Policy.

4. To undertake any other duties commensurate with the post, as directed by Line Manager.

Other Clauses

1. The above responsibilities are subject to the general duties and responsibilities contained in the Teachers Pay and Conditions.

2. The job description is not necessarily a comprehensive definition of the post.  It will be reviewed at least once a year and it may be subject to modification or amendment at any time after consultation with the holder of the post.

3. This job description may be varied to meet the changing demands of the school at the reasonable discretion of the Headteacher.

Safeguarding 

We are committed to safeguarding and protecting the welfare of children and expect all staff and volunteers to share this commitment.  A Disclosure and Barring Service Certificate will be required for all posts.  This post will be subject to enhanced checks as part of our Prevent Duty.
   
Equality Diversity and Inclusion:
Parrenthorn High School is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

Health and Safety:
The post holder is responsible for Employees Duties as specified with the Schools Health and Safety Policies.
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