[image: image1.jpg]THE

HOLLYFIELD

SCHOOL





Job Title:


Head of Chemistry

Line Manager:

              Director of Science
TLR:                                                2/2: £4,386 per annum
Main Responsibility:



To ensure all students in the Chemistry department make expected levels of progress.
1.  Teaching and Learning
· Support and develop staff in the teaching and learning of Chemistry in KS4 and KS5.
· Quality assure the standards of teaching and learning in Chemistry across KS4 and KS5 by carrying out learning walks, learning conversations with students, work scrutinies and lesson observations.
· Enhance the development of teaching and learning of Chemistry by regularly sharing good practise in department meetings and training sessions.
· Contribute to the CPD of the Chemistry department.
· Oversee all data input in the Chemistry department to ensure robust projections of GCSE and ALevel grades.
· To mentor GTP/School Direct, NQT’s and/or PGCE students in the Chemistry department.
· Oversee the standard of cover work supplied by absent staff and intervene as required.
2. Intervention

· Responsible for using relevant data to track the progress of students in Chemistry at KS4 and KS5
· Alert the Head of Science about students identified as not making progress and the impact of the intervention that has been put in place to ensure improved outcomes.
· Oversee a programme of intervention for students identified as not making the required levels of progress including GCSE ISA clinics as per the school calendar.
· Co-ordinate the delivery of tailored revision sessions and arrange regular Pre Public examinations throughout the year.
· Work with other heads of subject in the science department to co-ordinate intervention of key students.
· Work with other postholders in the science department to ensure effective behaviour for learning, including scheduling restorative student and parental meetings as required.
· Work with other postholder to oversee students on departmental report and run departmental detentions as required.
3. Exam Entries

· Responsible for Chemistry exam entries for KS4 and KS5 including Public and Pre public examinations and being present at the start of all Chemistry public and pre public exams.
· Responsible for liaising with exams officer
4. Coursework

· Responsible for organising the delivery, setting of deadlines, delegating the marking of and moderation of A Level tasks and GCSE coursework.

· Responsible for delivering relevant inset for ISA/Coursework delivery at KS4 and KS5 during department meetings and training sessions.
· Ensuring all coursework at KS4 and KS5 is completed in a timely manner for moderation dates set by exam board.
5. Schemes of Learning and Resources

· Responsible for keeping up to date with curriculum changes, organising and updating the schemes of learning and making them accessible to all staff
· Responsible for arranging teaching timetables at the start of each year and issue to Chemistry teaching staff
· To write/update Student handbooks, assessment trackers, PLC’s and question bank booklets for the Chemistry department
· Responsible for the ordering, issue and recollection of all A Level Chemistry textbooks

· Liaise with Chemistry technician regarding  stock take and ordering of new equipment
· Responsible for checking the equipment required for practical work, particularly coursework and ordering new resources.
· Responsible for contributing to the DIP, Exam results review and other key documents throughout the year.
6. Marketing the Chemistry department
· Responsible for coordinating the practical activities required at Open evening

· To oversee the Chemistry room during Open Evening

· To update the website and contribute to the writing of accounts of Chemistry trips/clubs/events for the Science microsite.

· To write/update subject descriptors for Chemistry for 6th form Open evening

· Required to attend 6th form open evening and coordinate other staff that are required on the evening

· Responsible for the display of resources at 6th form open evening

· Responsible for liaising with the Head of 6th form/6th form team to market and promote student uptake of Chemistry in the 6th form
7. Health and Safety

· Responsible for auditing competency in terms of health and safety of other teaching staff in the delivery of practical work
8. Liaising with other staff    
· To ensure regular communication between Chemistry teaching staff 
· Responsible for liaising with the Head of Science as issues arise and attend postholders meetings.
· Responsible for liaising with the Head of 6th form/6th form team regarding 6th form subject matters
· Responsible for liaising with the CEIAG coordinator for careers and pathway information.
· To oversee the writing of Chemistry UCAS references for all students
· To check KS4 and KS5 Chemistry full report comments for all classes as per the school calendar.
· To contribute to key calendar events.
9. Appraisals

· 
Responsible for carrying out the appraisal for the Chemistry technician
· 
Responsible for carrying out appraisals of Chemistry specialist teaching staff
Carry out any other reasonable tasks as directed by the Headteacher
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