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JOB DESCRIPTION

Post Title:
Head of Department
Scale:

TLR2
Reporting To:

Head of Faculty
MAIN PURPOSE OF THE ROLE

The Head of Department is responsible for the development of the subject throughout the school, ensuring that each pupil experiences continuing success.
MAIN DUTIES AND RESPONSIBILITIES

· To develop, in consultation, a range of stimulating relevant courses and activities appropriate to the needs of the students which help to fulfil the aims of the school.

· To evaluate the effectiveness of courses and to ensure that the learning experiences offered to the students are kept under regular review.

· To plan schemes of work that meet specification requirements.

· To plan schemes of work that are interesting, up to date, challenging and varied in the teaching strategies they use.

· To ensure that assessment is both regular and thorough and that full records of work done by members of the department and pupils are kept.

· To effectively analyse data regularly throughout the terms to identify students requiring further support and intervention

· To effectively and regularly use data to identify curriculum content and skills that require further development.

· To set effective targets to maximise pupil/student outcomes.

· To monitor and be accountable for the validity of the data shared with Head of Faculty.

· To monitor standards of feedback and assessment within the department through regular work trawls and through using student voice.

· To make effective use of Information and Communication Technology (ICT.)

· To lead by example in being an excellent and professional teacher

· To support the professional development of teachers within the department, in conjunction with internal and external training agencies.

· To organise, and attend regular departmental meetings and forward minutes to the Headteacher and Deputy Head.

· To represent the department in all matters within the school related to curriculum within middle management and full staff meetings, and ensure departmental representation at various school meetings, in conjunction with the Head of Faculty

· To liaise with other departments in the school

· To ensure lively and appropriate displays around the department area and ensure that the department rooms present a stimulating environment.

· Co-operate with senior staff, Head of Faculty and the appropriate Head of Year in developing links with middle school partner schools and local employers.

· Liaise with the Head of Faculty and Deputy Head in all matters concerned with the timetable and curriculum.

· Lead in the development planning and review process within the department and contribute to whole school development planning.

· Keep the department within its budget and ensure that the stock and equipment are well cared for and economically used and to keep stock books regularly maintained.

· Supervise the work of support staff within the subject area.

· Ensure the safety of all pupils and staff.

· Liaise with the Head of Faculty in organising examination entries with the Examinations Officer.

· Ensure differentiation provides access for all pupils.

· Implement all school policies eg. Equal Opportunities and school discipline.

· Ensure the department plays a full part in the delivery of all National Curriculum cross curriculum issues.

· To ensure that the department is fully prepared for inspection.

· To promote parental and community understanding of the subject through appropriate vehicles eg. newsletters or curriculum evenings/open event.

· To report to the Governing Body as requested.

· To assist with appointments of staff within and to the department.

· To ensure that all returns, responses, forms etc. are dealt with efficiently.

· To act as a team leader for the purposes of performance management in accordance with the school’s performance management policy.

Within these specific responsibilities the Head of Department is expected to foster a lively and enthusiastic atmosphere within the department for both students and staff.

Additional Specific Responsibilities:

· To be Tutor to an assigned Form Group and to carry out related duties in accordance with the general job description of Form Tutor.

· To develop, foster and consolidate extra-curricular activities.

General Duties:

· To carry out a share of supervisory duties in accordance with published schedules.

· To participate in appropriate meetings with colleagues and parents relative to the above duties

General Conditions:
· The above responsibilities are in accordance with the requirements of the Teachers' Pay and Conditions Act and subsequent Orders in terms of duties and working time, also any local agreements, LA Circulars and guidelines giving interpretations of teachers' conditions of service.

· The job description allocates duties and responsibilities.  It does not direct the particular amount of time to be spent in carrying them out and no part of it may be so construed.  In allocating time to the performance of duties and responsibilities, the postholder must use directed time and have regard to clause 51.7 of a Teachers’ Conditions of Employment.

· The job description is not necessarily a comprehensive definition of the post and the teacher may be required to undertake such other tasks appropriate to the level of appointment as the Headteacher may require.  It will be the subject of review and may be modified or amended after consultation with the post holder. 

Health & Safety 

To promote and comply with the school’s policies on Equal Opportunities and Health and Safety both in the delivery of services and the treatment of others 

Safeguarding 

Bordesley MAT is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. All staff are to have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by Trinity High School. Any safeguarding or child protection issues must be acted upon immediately by informing the Designated Child Protection Officer.  

This job description reflects the policies agreed by the Governors. The duties, responsibilities and accountabilities highlighted in this job description are indicative and may vary over time. This job description will be reviewed regularly and is an integral part of the appraisal and line management process.  

Contacts

In dealing with all contacts the post holder will be required to present a good image of the School, deal with people in a professional manner, and maintain constructive relationships.

Internal:
Staff Colleagues





Students


External:
Parents



External agencies



External contractors
Equal Opportunities

Promote equal opportunities in all aspects of responsibility according to the school’s aims and objectives.

Other

In addition to those duties and responsibilities outlined above, the contributions of each member of staff to the work of the school will include the following:

· To play a positive role in the life of the school community;

· To maintain a high standard of discipline, appearance, punctuality and commitment in all students;

· To promote parental and community involvement in the life and work of the school;

· In all contacts the post holder will be required to present a good image of the school as well as maintaining constructive relationships;

· Bordseley MAT is committed to the safeguarding of young people and an enhanced DBS disclosure will be required for this position.
Note
· The School reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.
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