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Head of Mathematics

Outline of Professional Duties

The following duties shall be deemed to be included in the professional duties which the Teacher may be required to perform:

1. Teaching

a) Planning and preparing courses and lessons;

b) Teaching classes and pupils, differentiating where appropriate according to their needs, setting and marking pupils’ work in keeping with policy;
c) Assessing, recording and reporting on the development, progress and attainment of pupils;
d) Participating in arrangements for further training and professional development as a teacher.
2. Leadership & Management of the Department

a) Identify strengths and weaknesses in the department, formulating a development plan to improve the outcomes for children in the subject across the School. The development plan should link to the full school development plan as appropriate;

b) Monitor the implementation of the departmental development plan, reacting proactively to findings on an on-going basis;

c) Monitor the teaching of maths across the school, supporting staff to improve their practice and ensuring that any CPD needs are met;

d) Liaising with the Director of Teaching and Learning and Deputy Head to ensure the effective induction and assessment of new and probationary teachers;

e) Ensure that the department has an agreed and coherent scheme of work for the full age range, preparing children for the various exams they may face at the top of the school;

f) Ensure that information about the teaching of maths at Moor Park is distributed to the relevant staff;

g) Liaise with the Head of Pre-Prep, Director of Teaching and Learning and Deputy Head to ensure continuity between departments and relevant whole school policies;
h) Participating in administrative and organisational tasks related to such duties as described above, including the management or supervision of persons providing support for the teachers in the school and the ordering and allocations of equipment and materials.

3. Other Activities

a) Promoting the general progress and well being of individual pupils and of any class or group of pupils assigned to him/her;

b) Providing guidance and advice to pupils on educational and social matters; making relevant records and reports;
c) Making records of and reports on the personal and social needs of pupils;

d) Communicating and consulting with the parents of pupils;

e) Communicating and co-operating with persons or bodies outside the school;

f) Participating in meetings arranged for any of the purposes described above;
g) Planning and undertaking activity sessions and/or games periods as required by the Head;
h) Participating in the duty rota for the general supervision of the pupils;

i) Attending meetings as necessary;
j) Playing an active part in the busy life of a boarding school;
k) Attending services and assemblies, supporting the Catholic ethos of the School;
l) Registering the attendance of pupils and supervising pupils, whether those duties are to be performed before, during or after school sessions;
m) Any other duties as reasonably requested by the Head.
4.  Assessments and reports

a) Providing or contributing to oral and written assessments, reports and references relating to individual pupils and groups of pupils.

5. Educational methods

a) Advising and co-operating with the Head and other teachers (or any one or more of them) on the preparation and development of courses, study, teaching materials, methods of teaching and assessment and pastoral arrangements.

6. Discipline, health and safety

a) Maintaining good order and discipline among pupils and safeguarding their health and safety both when they are authorised to be on the school premises and when they are engaged in authorised school activities elsewhere.

7. Staff Meetings

a) Participating in meetings at the school which relate to the curriculum for the school or the administration or organisation of the school, including pastoral arrangements.

8. Cover

a) Supervising and so far as practicable teaching any pupils whose teacher is not available to teach them.

9. Public Examinations

a) Participating in arrangements for preparing pupils for public examinations and in assessing pupils for the purposes of such examination; recording and reporting such assessments; and participating in arrangements for pupil’s presentation for and supervision during such examinations.
