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	SHIRLEY HIGH SCHOOL

JOB DESCRIPTION

	Job Title:
	GENERIC HEAD OF DEPARTMENT


	Reports to:

Responsibilities:
	Member of the Senior Leadership Group (SLG)

The current School Teachers’ Pay and Conditions Document specifies the conditions of employment of a teacher.  The specific responsibilities are stated below.

	Main Areas of Responsibility


	KEY ELEMENTS

	

	Curriculum 
	· To produce a Departmental Improvement Plan in consultation with departmental members and Curriculum Line Manager which is in line with the Whole School Improvement Plan.

· To identify departmental aims and objectives and to review, evaluate and develop the curriculum to meet these aims.

· To ensure that syllabuses and schemes of work are produced and reviewed which meet national and local requirements.

· To develop departmental assessment procedures which are compatible with the school policy, including formative and summative processes.

· To promote teaching and learning styles which stimulate student interest and active learning.



	Staffing
	· To maintain high personal standards and to encourage team work and good morale.

· To assist with the recruitment, deployment and appraisal of staff.

· To promote staff Continuing Professional Development (CPD) which will include liaison with the CPD Coordinator.  This should include aspects of in-house CPD, through departmental meetings.

· Participating in training to be able to demonstrate competence.

· Participating in first aid training if required.

· To keep up-to-date with developments in the subject by participating in conferences, meetings, CPD courses, to be able to demonstrate effective leadership to the department.
· To establish effective delegation of responsibilities within the department, including the production and modification of job descriptions for departmental members and to ensure the contribution of all members of department are known, assessed and valued.

· To monitor the setting of homework, recording of lessons, assessment procedures and other professional duties expected of staff.

· To be responsible for liaising with the Newly Qualified Teacher (NQT) Manager for the induction programme for NQTs.



	Students
	· To ensure that high standards of discipline exist throughout the departmental area which are consistent with the agreed standards of behaviour in the school.

· To be a source of reference and support for staff.

· To ensure appropriate differentiation of the curriculum to meet The learning needs of all students.

· To maintain procedures for the monitoring and recording of student progress using SIMS.net Assessment Manager

· To promote high standards of care, presentation and well-being and the emphasising of positive achievement.

· To encourage extra curricular activities in the interest of the students and the school community wherever possible.



	Resources
	· To bid for funds for departmental use within the Improvement Plan and to use them to ensure maximum efficiency in the meeting of school and departmental priorities.

· To ensure the proper care of accommodation and equipment in order to enhance the learning environment.

· To keep appropriate records of stock and equipment allocated to the department.

· To train staff in the appropriate use of departmental resources.



	Administration
	· To maintain a structure for departmental consultation, planning, curriculum evaluation and dissemination of information, including regular meetings.  The meetings should be minuted and minutes circulated to the Curriculum Line Manager.

· To establish and maintain appropriate procedures to enable the department to operate efficiently.

· To update a departmental self evaluation form (SEF) each year that contributes to the school SEF.

· To monitor and supervise progression to A level studies.



	School
	· To carry out a share of supervisory duties in line with the published guidelines.

· To contribute to the design of the school curriculum through membership of the Academic Meetings.

· To represent the department in the school through communication with SLG.



	Community
	· To ensure effective dialogue with parents/carers in accordance with school policies.

· To maintain links with primary schools and post 16 institutions to ensure curriculum continuity.

· To ensure the content of the department website is kept up-to-date.

	

	Generic Duties and Responsibilities for Teachers

	This will involve:

	Child Protection
	· Being responsible for child protection and promoting the welfare of all students and staff, ensuring that they are protected from harm.  All staff have a duty of care to ensure that if there are any concerns relating to the welfare or safety of a child their concern is immediately relayed to the designated person with responsibility for safeguarding children.


	Green Responsibilities
	· Demonstrating good environmental practice (such as energy efficiency, use of sustainable materials, sustainable transport, recycling and waste reduction) wherever possible in day-to-day work.



	Data Protection
	· Being aware of the school’s responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held and ensure that all administrative and financial processes comply with this by maintaining records in accordance with the Act’s guidance.



	Confidentiality
	· Treating all information acquired through your employment, both formally and informally, in strict confidence.



	Equal Opportunities and Anti Discrimination
	· Understanding, complying and enforcing equal opportunity within the work place.  

· Undertaking any appropriate training and challenging racism, prejudice and discrimination  or any unacceptable behaviour.



	Health and Safety
	· Being responsible for your own health and safety, as well as that of colleagues, students, parents/carers and visitors.  Employees should follow the School’s Health and Safety Policy and Procedures, co-operate with management, follow established systems of work, use protective equipment where necessary and report defects and hazards to management

.

	Contributing as an effective and collaborative member of the School Team
	· Championing the professional integrity of the school.

· Supporting Teaching and Learning Focus, Best Value and electronic management of processes.

· Actively sharing feedback on school policies and interventions.

· Undertaking any other reasonable request as required.



	Professional Standards
	· Supporting high uniform standards by maintaining smart appearance and dress appropriate to the job for which staff have been employed which reflect the expectations we have for students (Headteacher’s decision is final).

· All staff should arrive on time to commence their duties as described by contracts.

· All staff are expected to attend on the days covered by their specific contract.  When unable to do so the school should be contacted at the earliest available opportunity advising the reason, and when they will return.  They must report to their line manager on return to work.

· Staff should supply cover work for absence if applicable.

· All staff are reminded that in their behaviour and conduct they are required to be positive role models for young, developing and impressionable minds.

· All staff are expected, at all times, to treat each other parents/carers, students and members of the public, with respect.



	

	PERSON SPECIFICATION
	An enthusiastic and innovative teacher, committed to raising standards of student achievement and evidence of strong leadership qualities will be required for this position.



	Physical Requirements
	· Good health.
· Neat business appearance.

· Ability to communicate clearly and effectively.



	Qualifications, Training and Experience
	· Must hold Qualified Teacher Status and Graduate Status in subject area or a related subject.
· Must be an outstanding classroom practicioner.
· Had experience of educational dealings with the 11-18 age range of students.

· Have a sound knowledge and understanding of current educational developments in teaching, including the use of Information Technology.

· Have a commitment to high standards.

· Be able to provide evidence of the ability to institute sound procedures to ensure good behaviour and discipline within the classroom.


	Disposition / Skills
	· Have the ability and personal qualities to develop and maintain good relationships with students, staff and the wider community.

· Good classroom management skills.

· A commitment to improving educational standards.

· A major concern for quality and excellence.

· Able to manage constant change.

· Able to lead and motivate colleagues to work as a successful team.

· Able to work effectively under pressure.

· Have the determination and resilience to identify needs, set objectives and see them through to successful outcomes.
· Have excellent organisational skills


	
	

	Special Conditions
	· To undergo a successful enhanced DBS check (formerly CRB)

	I, the undersigned, confirm that I agree and understand the duties in this job description.

Name (print) …………………………………………  Name (signed) ……………………………………….

Date …………………………….
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