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                   THE HOLLYFIELD SCHOOL

                                                              JOB DESCRIPTION
Job Title:

Head of Department
Line Manager:  
Deputy Headteacher
MAIN RESPONSIBILITIES:
To work for continuous improvement in the quality of teaching and learning through:

1
Curriculum
· Maintaining a Departmental Handbook containing a Department Development Plan, Department Self-Evaluation form, written department policies, procedures and schemes of work and ensuring that an updated copy is sent to the Headteacher every September.

· Promoting their subject within the school and ensuring appropriate curriculum delivery at all levels.

· Being aware of any need for change in the curriculum and ensuring change is carried out smoothly and in accordance with school policy.

· Developing the use of ICT and other specified cross-curricular themes in the Department.

· Contributing to the extra-curricular programme and leading school trips.

2
Resources
· The economic and effective buying of resources and ensuring their availability in the department.

· Allocation and care of departmental resources and the acquisition of any further resources needed.

· Preparing and managing the department budget in line with the School’s Business & Financial Procedures Policy.

· Making effective use of the departmental office, teaching rooms and display areas.

· Developing differentiation and flexible learning within the department.

· Ensuring that the Google Classroom is populated with appropriate materials for each course studied.
3
Staff

· Ensuring that all departmental staff are aware of and work to all school policies.

· Setting targets with all members of their department within the school's Performance Management System.

· Acting as line manager for the department and giving advice and support to staff and induction training and support to new staff.      

· Being the first line in the school's discipline chain in line with the behaviour code.

· Keeping abreast of new ideas, developments of new materials, teaching methods and ensuring all members of the department are aware of current developments.

· Being aware of appropriate in-service courses and liaising with the training co-ordinator to ensure the professional development of all members of the department.

· Setting work for departmental colleagues when severe sickness or absence prevents them from doing so.  Ensuring that all work set is appropriate for the students and supporting cover teachers as necessary.

· Delegating reasonable responsibilities to staff within the Department.

· Monitoring the quality of work of staff in the Department.

· Leading and maintaining a team approach to the management of the department.

· Having an involvement in the appointment of new teachers and support staff.

· Appoint Post-Holders in the department to carry out staff appraisals.

· Where a member of department has a role outside the department then the HOD should liaise with the other line manager with regards to the targets.

4
Students
· Ensuring that students receive good quality teaching appropriate to their educational needs.

· Ensuring that school and student data is used to inform teaching, curriculum and Departmental planning.
· Ensuring that all students are set targets on a regular basis according to the School’s policy.
· Ensuring the implementation of the school's home-learning policy and the proper use of home-learning recording.  
· Supervising the area in the immediate vicinity of departmental rooms to

ensure orderly student behaviour.

· Quality assurance of the rewards and sanctions systems.

· The implementation of school policies in maintaining high standards of; discipline, attendance and punctuality to lessons, work and presentation.

· Being responsible for all matters relating to internal assessment, examinations and record keeping.

· Being responsible for all matters relating to external examination entries

and course work.

· Being responsible for developing students' self-assessment and ensuring they make expected progress or more.

5
General Management    

· Overseeing the appearance and neatness of rooms used by the department.

· Attending Heads of Department/Middle Managers meetings.

· Contributing to the overall life of the school and encouraging activities associated with the department's particular subject and skills both during and out of class time.

· Ensuring the department is organised and managed in accordance with school policy.

· Chairing and setting the agenda for the Department meetings.

· Ensuring the department reaches set examination results targets.
6
Other

· Responsible for a tutor group, carrying out the role of the Form Tutor and being a member of a House Team.

· Undertaking other duties as may reasonably be expected.

· To safeguard all students following the School’s policy on Safeguarding & Child Protection.

	
	
	

	Teaching:
	
	· The above responsibilities are subject to the general duties and responsibilities contained in the statement of Conditions of Employment and national Teachers Pay and Conditions documentation.



	
	
	

	Additional Duties:
	
	· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage and ensure staff and students to follow this example.


	Other Specific Duties:


	To continue personal development as agreed.

To engage actively in the performance review process.

To undertake any other duty as specified by STPCB not mentioned in the above.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description 

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

Supporting and attending whole school events including the October Open Evening.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.


	

	This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.



