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	HEAD OF DEPARTMENT



	General description of job: To promote the relevant subject throughout the school, making it such that it enthuses the children in the way it is delivered.  



	Main Tasks:

· You are expected to hold regular departmental meetings (InSet and twice-termly) with staff that work in the department and the Pre-Prep Co-Ordinator /Head of Department (if relevant).

· You are expected to monitor, review and update:
· The syllabus

· Schemes of work

· Cross-curricular opportunities,

· Continuity between years

· Teaching methods

· Embedded ICT 

· Embedded Life Skills
· Marking, display and presentation

· Policies, resources and the departmental budget

· Events and workshops

· Differentiation

· Pupil performance and assessment

· Observation

· Exam requirements

· Inset requirements and courses
· Department web page

· Department entry in the Curriculum Plan

· You should be familiar with scholarship syllabuses and the requirements of CE and keep up to date with current reading, trends and changes in your subject area, including a broad knowledge of Key Stages across the School and in EYFS.

· You are required to ensure that high quality schemes of work are in place across the School in your subject area.

· You are required to support teaching staff as necessary and report back to the Director of Education.

· You are required to attend the Heads of Department meetings as required and any ‘Moves’ meetings.

· You are required to maintain 2 files, one confidential and one to be available to all department staff.  Required content for these files is available from the Director of Education. 

· The Head of Department is required annually, by the Summer ½ term, to produce a review and forward planning document to be used to inform the SDP which is also presented to Educational Committee.

· You may also be required to give a presentation to the Governor’s Educational Committee at a time of their choosing.
· To oversee and manage the departmental budget ensuring best value is achieved for the School.



