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JOB DESCRIPTION

Post: 



 HEAD OF FRENCH
Reporting to:
SCHOOL LEADERSHIP TEAM LINK
Responsible for

The leadership and management of the department.

Teaching French classes and other subject classes as allocated by the Leadership Team.

Purpose of the Job

a) To be accountable for the highest standards of pupil achievement within the department, monitoring and evaluating pupil achievement, setting targets for improvement.

b) To lead, develop and enhance the teaching practice of all teachers of French, evaluating the quality of teaching, securing and sustaining the effective delivery of the subject.

c) To be accountable for the strategic direction, leadership and management of French.  The development and implementation of subject policies, plans, targets and practices within the context of the school’s aims and policies.

d) To effectively line manage teaching staff and deploy teaching and support staff in the MFL department.

e) To assist the Headteacher and Leadership Team in the overall management and development of the school.

Duties

The Teachers’ Pay and Conditions Document specifies the general professional duties of a teacher.  Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

PARTICULAR DUTIES

Under the overall direction of the Headteacher.
TEACHING

· Have a secure and up to date knowledge and understanding of the concepts and skills necessary to teach French.
· Plan to achieve progression in pupils learning in line with agreed expectations on targets.
Set homework, mark and assess in line with school policies.  Engage with school-wide   learning initiatives.
· Ensure that high quality teaching and learning takes place in all allocated classes.
· Mark, assess, record and report on pupil achievement and maintain records as stated in the schools policy.  Maintain accurate records and use assessment data to monitor progress, targets and take action (e.g. SEN, Gifted & Talented, praise and track under achievement).
· Contribute to the development of Schemes of Learning, School and Team policies as requested.
· Maintain a purposeful, orderly classroom environment including neat storage, learning centred display and by employing a range of behaviour management strategies.  Monitor targets for pupils on report.
· Undertake specific duties within the Team as agreed with your line manager.
· Attend and contribute positively to meetings and professional development activities.
· Promote and contribute where possible to the school’s extra-curricular programme.
· Meet deadlines for reports, marking, submission of coursework and other assignments.
· Prepare pupils for examinations and take part in standardisation or moderating exercises as require by the Team or examination boards. 
· Provide a welcoming environment to visitors and respond within 24 hours to telephone calls and within 3 days to written correspondence.
· Follow School Policy and support the Leadership Team in the effective operation of the school.
· Carry out the role of form tutor as required.
KEY FUNCTIONS OF THE HEAD OF DEPARTMENT

1. Impact on educational progress beyond your assigned pupils.

· Contribute to setting and monitoring of School targets.  Set and monitor department targets within school targets.  Intervene and act as appropriate. 

· Contribute to the School Improvement Plan discussions.  Collaborate with the department to identify Improvement priorities and coordinate the writing and monitoring of the Department Development Plan.

· Monitor behaviour and ensure that teachers place pupils on subject report in line with the Schools Behaviour Policy.

· Maintain an overview of Parental contact within the department.
· Maintain a central record of assessment data.
· Organise events that raise the profile of the department.  

2. Lead, develop and enhance the teaching practice of others.

· Create and maintain a Department and School ethos

· Ensure that Subject Teachers have Schemes of work in place

· Monitor (planning, record keeping, marking, teaching progress, homework and assessment).

· Maintain a central record of assessment data and have numeric targets for examination classes.
· Lead, coordinate and monitor the Department Improvement Plan.

· Coach colleagues support in behaviour and classroom management where appropriate

· Use meetings to share good practice, moderate and cascade training

· Offer INSET to the Team and across the school in an area of expertise where appropriate.

· Ensure reward points and postcards home are issued regularly.

· Mentor and support colleagues including NQT’s, ITT’s and GTP’s encouraging their professional development.

3. Have accountability for leading, managing and developing a subject

· Balance the holistic whole-school view with the specific needs of the department.

· Communicate the school vision to members of the Team.  Lead, motivate, support and develop all colleagues. Be an agent for change.

· Innovate in learning.  Keep abreast of subject developments and bring these to the School.  Engage with school-wide learning initiatives and lead these in the Department

· Conduct an annual review of the curriculum offered at all levels by the department. 

· Identify changes or developments in view of National strategies, curriculum developments or needs of pupils.

· Prepare and chair department meetings – identify the purpose, circulate an agenda and minutes ensuring SLT receive a copy of any issues / action points.

· Represent the department at the Leadership forum meetings ensuring department representation on other school working groups.

· Liaise with the SENCO for the support of pupils who have special needs.

· Following each reporting cycle, review assessment data and coordinate follow up across the department ensuring assessment for learning practices are fully embedded in the work of the department.  Identify appropriate intervention for students.
· Use pupil targets to set targets for teachers of examination classes.

· Manage the delegated budget for the Department to resource the curriculum. Delegate where appropriate to relevant staff.

· Participate in the recruitment and appointment of subject teachers.

· Collect, moderate and prepare coursework for submission to exam boards.
4. Line management of the department.

· Draw up a line management diagram for the team.

· Line manage and conduct Performance Reviews of Subject teachers 

· Observe subject teachers twice each yearly, coordinate peer observations and work scrutinies.
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