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	Job Description



	Job Title:
	Programme Leader 

	Grade:
	Up to NSP 9 

	Responsible to:
	Principal through the Head of School 

	Start date:
	1 September 2020

	This job description complements that relating specifically to the post and Conditions of Service as laid down in SFCA Teaching Staff Handbook. These may be reviewed and amended in consultation with the post holder in the light of any changes in the requirement and priorities within the College.



	

	Main purpose of role:
To provide supervision of programme staff in order to ensure high quality, effective teaching and learning across all courses on the prorgramme. To plan the operations of the programme area appropriately ensuring that resources are deployed effectively and to review the work of the programme area in accordance with College policies and procedures.   


	Key Duties & Responsibilities:

1. STAFF

Working to and with the Assistant Head of School: 

· To encourage development and innovation in teaching and learning and sharing of good practice

· To support, mentor and coach teaching staff to raise levels of student success

· To further develop systems for identifying the support and development needs of students’ learning, including additional learning support, functional skills etc

· To liaise with other College managers to ensure the effectiveness of College processes and procedures

2. CURRICULUM
Working to and with the Head of School: 

· To provide direction for all staff contributing to the programme and to ensure that the programme is implemented in accordance with the subject specification

· To initiate development and innovation in teaching and learning and to promote and share good practice 

· To monitor the ongoing effectiveness of the programme 

· To develop an effective approach to both summative and formative assessment

· To coordinate curriculum delivery including the development of course materials, schemes of work and new course initiatives

· To contribute to the writing, amendment and monitoring of teaching timetables

· To provide induction, support, mentoring and coaching and development for all staff engaged in the programme

· To be the first point of contact in relation to the overall efficiency and effectiveness of the programme

· To oversee the resource planning and operational efficiency of the programme

· To participate in local collaborative groups relevant to the programme that may exist from time to time

3. RESOURCES
Working to and with the Head of School: 

· To prepare an appropriate budget and to manage the allocated budget efficiently

· To plan the effective utilisation of resources including accommodation 

· To deploy staff effectively 

· Coordinate the Risk Assessments relating to activities and to undertake Risk Assessments specific to the Course provision 

4. QUALITY

Working to and with the Head of School: 

· To support the implementation of effective systems for quality assurance to raise standards of teaching, learning and to improve the consistency and overall rates of student success
· To review the work of the programme and to lead the self assessment process and development planning in accordance with the college’s self-assessment procedures
· To contribute to the preparation for, and management of, external quality evaluations, including Ofsted

· To contribute to the planning of a coherent and inclusive staff development programme for all staff contributing to the work of the programme

5. STUDENTS

Working to and with the Head of School: 

· To help create a culture that ensures high standards of student success and satisfaction

· To ensure effective systems for managing students, including recording and monitoring student performance, attendance and punctuality and the operation of student performance procedures 
· To coordinate the induction, support, mentoring and development for all students engaged in the programme
· To contribute to the College marketing and liaison process and provide appropriate information and advice for prospective students and their parents
· To contribute to the admissions procedure and ensure students are offered appropriate programmes of study 

· To promote and support student enrichment activities and educational visits
6. TEACHING

Working to and with the Head of School: 

· To teach an agreed proportion of the weekly timetable

· To carry out a share of supervisory duties as may be agreed with the Head of School. 

· To attend meetings with colleagues and parents in relation to the above duties. 

College wide responsibilities
a) Support the College’s mission, values and strategic objectives

b) Promote the College’s equal opportunities and diversity policy

c) Implement the College’s health and safety policy and procedures

d) Attend staff briefing, full staff and departmental meetings as required and other such meetings as required by the Principal

e) Participate in the College’s continuing professional development scheme

f) Carry out a share of supervisory duties as may be agreed with the Principal. 

g) Undertake such other duties as the Principal may request within reason.



	This job description sets out the duties of the post at the time it was drawn up.  Such duties may vary from time to time without changing the general character of the duties of the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a re-evaluation of the grading of the post. 


Jan 2020
Teaching Staff - General Information: Terms and Conditions

Job title: Course Tutor – Vocational Business

1. Contract

This post is offered as a permanent contract of employment from 1 September 2020. Contractual arrangements for this post determining conditions of employment are as agreed between the Sixth Form Colleges Association (SFCA) and staff representatives at national level.
2. Hours of Work

See advert.  College day starts at 8.30am until 4.50pm.
3. Salary

This post is paid on pt 9 of SFCA Teachers’ pay spine –currently £39,329 per annum pro rata.  
Salaries are paid monthly in arrears through the BACS system directly into the bank or building society account of each member of staff.

4. Pension Entitlement
All employees automatically become members of the Teachers’ Pension Scheme unless they decide to opt out. Members of the scheme are required to contribute a percentage of their pay based on their salary and Varndean College will make a further contribution of 16.48% of the pensionable pay. 
5. Notice Period
You are entitled to receive, or required to give, two months' notice of termination of employment and in the Summer term three months', terminating at the end of term as defined below for this purpose:

the Summer term ends on 31 August

the Autumn term ends on 31 December

the Spring term ends on 30 April
6. Pre-appointment Checks
This appointment is subject to satisfactory references, proof of identify and eligibility to work in the UK, an enhanced DBS Disclosure, satisfactory medical questionnaire and presentation of original qualification certificates.

7. Probation

Your appointment will be subject to satisfactory completion of a period of induction of 9 months.  During this period, you will be expected to establish your suitability for the appointment.
8. Protection of Children and Vulnerable Adults

The College is committed to safeguarding and promoting the welfare of children and vulnerable adults, and applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service (DBS).

The nature of this post requires the College to undertake an enhanced DBS check on the appointed candidate for any convictions which make it undesirable for the candidate to undertake this post. Under the terms of the check you are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the rehabilitation of Offenders Act 1974. 

