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Hampshire Collegiate School




	JOB DESCRIPTION


	Job Title:  
	Head of English

	Reporting to:

	Deputy Head

	Job Summary:
	To lead the teaching of English; 

To be committed to high academic standards 

To communicate to young people an enthusiasm for the subject


In support of the Headmaster he/she will promote the HCS and United Learning vision, ethos and policy statements. 

Main Purpose
· To monitor, evaluate and improve the quality of teaching and learning in English through effective leadership and management.

· To be accountable for assessing the standards of teaching of English and addressing any deficiencies in teaching.

· To be accountable for standards of learning in English lessons and activities. To be accountable for all public examination results in English.

· To write and develop schemes of work for English for lessons and tutorials. 

· To keep fully informed on changes to the English curriculum at national level and DfE changes to policy.

· To lead, manage and organise the work of English teaching staff.

· To review, monitor and evaluate all Health and Safety policies and procedures in the English department. 

· Implement all procedures relating to United Learning and HCS policies.

Roles & Responsibilities
· Co-ordinate the production of suitable schemes of work.

· Produce and regularly update a department handbook and departmental development plan to support the quality of teaching and learning.

· Assess and review course content, schemes of work and teaching methods and modify where necessary.

· Evaluate, monitor and set targets for the overall progress of the English department.

· Guide and advise individual teachers delivering the English curriculum, including the induction of new and supply staff.

· Meet with staff teaching English to discuss their personal professional development, progress and in-service training needs.

· Report to Leadership Team on the work and progress of students, and staff teaching English.

· Observe colleagues at work and encourage the evaluation and sharing of good practice. Make regular lesson observations and keep records of feedback using lesson observation forms.

· Regularly inspect and discuss students’ work with English teachers and tutors.

· Organise departmental meetings and INSET activities at which the quality of learning and teaching is the Headmaster focus. 

· Establish and maintain effective and positive working relationships with parents. Communicate with parents about sensitive issues, when appropriate.

· Evolve, hold and manage the departmental budget. Resource the English department in accordance with the budget and needs of the students. Evaluate new resources and introduce as appropriate.

· Ensure that reporting to parents conforms to the school policy

· Ensure the implementation of school policy at departmental level, including the school’s Health and Safety policy.

· Promote good behaviour, a positive ethos and give a clear lead on discipline and effective use of rewards and sanctions within the department and within school guidelines.

· Produce a departmental review at the end of each academic year.

· To ensure all Risk Assessments and Health and Safety procedures are in place for all English lessons and activities.

· Contribute to the pastoral system and supervision duties in school.

· Contribute to the co-curriculum programme and activities.

Pastoral:

· To liaise with Form Tutors when problems with individuals arise.

· To contribute to the pastoral system and supervision duties as necessary
· To liaise with the Heads of Year and or Pastoral Leader as appropriate on pastoral matters. 
· To record pastoral concerns as directed.
Other Responsibilities:

· To work as part of the whole school team.

· To contribute to the co-curriculum programme and activities
· To undertake supervision (lunchtime/break time) duties as required.

· Any other duties as deemed appropriate by the Headmaster.
Professional Development

· To actively seek out opportunities for continuing professional development and training. 

· To develop ICT skills in line with wider developments within the school and participate in training schemes run by United Learning to keep abreast of research in the field of education and up‑to‑date with appropriate publications. 

· All employees of United Learning take part in an annual performance management and appraisal system
It is the nature of the work of Hampshire Collegiate School that tasks and responsibilities are, in many circumstances, unpredictable and varied.  All staff are therefore expected to work in a flexible way when the occasion arises and undertake tasks that are not specifically covered in the job description. 
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