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Middleton Technology School
(Part of Great Academies Education Trust)
Head of Department
Job Description

Name:




Post:
Head of Department: English
Salary Grade: TLR 1 PT 3 £11,247 
The post requires you to teach students in the 11-16 age range in the Curriculum Area of English.
You are required to undertake an appropriate share of duties within the school as set out in paragraphs 59.1 – 59.5 (inclusive) of School Teachers’ Pay and Conditions Document 2004 under the reasonable direction of the Head Teacher.

Responsible to:
Each Head of Department is ultimately responsible to the Head Teacher, but this responsibility may be delegated to the appropriate SLT line manager. 

Spirit:
Heads of Department have a whole school role as well as being key figures in the development of their subject areas, acting internally in close collaboration with all other HOD’s and, externally, with those organizations concerned with developments in their subject areas.  They will be expected to play an active part in the overall development of the school, liaising closely with their Line Managers, thus ensuring that their Line Managers are aware of subject/curriculum area issues.

They will be expected to work at the Head Teacher’s direction, giving the benefit of their training and experience in the discussion and development of policy.

Specific Responsibility:

There are eight areas of responsibility that a Head of Department has:

1. Accountability to the Head Teacher.

2. Accountability for the leadership and management of staff.

3. Accountability for the leadership and management of teaching and learning in their classroom and being the ‘lead learner’ in a curriculum area.
4. Accountability for the academic achievement and progress of all students within the curriculum area.

5. Accountability for the management of resources.

6. Accountability for the welfare of students.

7. Accountability for the environment of the curriculum area.

8. Accountability for liaison with other curriculum areas/teams on whole school issues.

These are not listed in order of importance – all are considered to be of equal importance.  They may be asked to assume other responsibilities in agreement with the Head Teacher.

Accountability to Head Teacher

a) To keep the Head Teacher, via their Line Manager, fully informed of all matters that they are involved in and initiatives that they undertake.

b) To keep the Head Teacher, via their Line Manager, fully informed of all issues and concerns regarding the smooth and efficient functioning of the curriculum area.

c) To be responsible, with their team of staff for creating a rational, just and firm sense of order within the curriculum area.

d) To demonstrate and promote effective leadership within the curriculum area.

e) To ensure that the Curriculum area’s teaching commitments are effectively and efficiently time-tabled and roomed.
Accountability for the leadership and management of staff:

a) To demonstrate by his/her actions, concern for people within the curriculum area and the relationships that exist between them.

b) To maximise the potential of staff within the curriculum area.

c) To give guidance and support to staff within the curriculum area.

d) To implement and monitor systems by which staff performance can be evaluated both on a collective and individual basis, against agreed targets.

e) To implement methods of ensuring that the curriculum area team is involved in an on-going and well-organised programme of personal and professional development.

f) To work in consultation with their Line Manager in arranging school based in-service support and induction for newly qualified teachers, supply teachers and staff new to the curriculum area.

g) To allocate duties and responsibilities necessary to ensure the smooth and efficient functioning of the curriculum area.

h) To encourage curriculum area staff, by example, to participate actively in all aspects of school life.

i) To convene regular formal curriculum area meetings, setting agendas, minuting the meetings and circulating copies to appropriate parties including the Head Teacher.

j) To encourage staff to have the highest expectations of students.

k) To be an active participant in the school’s appraisal system.

l) To establish the process of the setting of targets within the curriculum area and to work towards their achievement.

m) To establish common standards of practice within the curriculum area and develop the effectiveness and learning styles in all subject areas within the curriculum area.

n) To contribute to the School procedures for lesson observation.

o) To implement School quality procedures and to ensure adherence to those within the curriculum area.

p) To monitor and evaluate the curriculum area in line with agreed School procedures including evaluation against quality standards and performance criteria.

q) To seek/implement modification and improvement where required.

r) To ensure that the Curriculum area’s quality procedures meet the requirements of Self Evaluation and the School Development Plan.

Accountability for the Leadership of Teaching and Learning in the Curriculum area
a) Ensure Curriculum in KS3 is fit for purpose taking in to account their starting point at KS2 and where they should be by the start of KS4. To ensure that all subjects curricula enables skills progression in KS3 that is meticulously mapped back from end of KS4 requirements
b) Ensure curriculum in KS4 is fit for purpose taking in to account their starting point at the end of KS3, and where they should be by the end of KS4.
c) Working with the Teaching and Learning Consultant be responsible for all staff training and understanding how to use the data collected on students to inform planning  

d) Ensure all staff provide high quality feedback and that pupil responses demonstrate progress

e) Ensure all teachers are aware of every pupil’s highest standard of work and that this is used as their benchmark.
f) With Teaching and Learning consultant ensure that all staff demonstrate progress in class practice
g) Work with Teaching and Learning consultant and SLT to ensure that planning for sequences of lessons is built on SOW which identify and track knowledge and skills in every subject.

h) Working with the AHT be responsible for all staff training and understanding how to use the data collected on students to inform planning  

i) Work with AHT to ensure that adequate challenge is provided for all pupils from planned lesson/topic sequences.

j) Work with AHT on ‘book look process’ and develop training for department based on what is identified from them

k) To ensure that each student is offered a full range of related experience in accordance with individual need, the philosophy of the school and the statutory curriculum relevant to the work of the curriculum area.

l) To ensure that schemes of work are, in terms of both delivery and content, related to those of the partner primary schools and that continuity is a principle of curriculum planning.

m) To ensure that schemes of work are relevant and meaningful to the world of work, community needs and continuing education.

n) To liaise with the Key Stage Pastoral Teams in ensuring that the curriculum and methodology are appropriate and meet the individual needs of each student.

o) To monitor and evaluate the performance of the curriculum area in terms of the school’s philosophy, Standard Assessment Tasks, internal and external examinations and other agreed criteria.

p) To ensure that the educational experiences offered to each student are of the highest quality and promote the school’s policy of equality of opportunity.

q) To initiate, and encourage the initiation of, curriculum development both within the curriculum area and in conjunction with other curriculum areas.

r) To ensure that all recognised cross-curricular skills, themes and dimensions are, wherever possible, delivered through the work of the curriculum area.

s) To be ultimately responsible for the curriculum areas contribution to the process of whole school curricular mapping.

t) To implement a system that ensures appropriate work is set for classes of absent staff.

u) To implement and monitor a curriculum area homework program in line with whole school policy.

v) To ensure the operation of an appropriate system of rewards and referrals within the curriculum area.

Accountability for the academic achievement and progress of all students within the curriculum area 
a) Ensure that all levelled assessments are accurate
b) With Teaching and Learning consultant ensure that assessment points are clear in all subjects SOW/Planning arrows

c) Key stage 3 Progress. Ensure that students are ready for KS4 by knowing the progress of each student in Key stage 3. Including SEND pupils.

d) Key stage 4 Progress. Ensure that students make exceptional progress in KS4 by knowing the progress of each student. Including SEND pupils.

e) In particular to be responsible for the achievement and progress of Pupil Premium students within the department (Whole School Focus: Progress 8)

f) Academic Intervention. With AHT, know which students/groups are underperforming, and then work with teachers to establish the level of intervention required: units of work need to be re-planned and retaught
g) Work with Chris Medcalf to ensure that data is collected on a termly basis for every group, and communicated to pupils, parents, SLT, staff, Governors and GAET in the most appropriate, clear and concise format which is understandable to all.
h) Closing the gap: Organisation of all intervention events within the department including extra lessons, summer school holiday intervention, revision timetables etc. to support outstanding outcomes
i) Ensure that all year groups have homework set which contributes to outstanding progress, using Show My Homework. 

j) Focus on the development of high quality homework that supports progress and is identified in Schemes of Work/Planning arrows.

k) Facilitate the transition process with all Year 7 pupils ‘best’ pieces of work and assessment data being shared with teachers to enable academic progression from KS2. Between year groups ensure the starting point is the pupil’s ‘best work’ from the previous year.
Accountability for the Management of Resources:

a) To ensure that the finances and resources allocated to the curriculum area are deployed in a just, fair and efficient manner.

b) To ensure that these finances and resources are used in such a manner that a stimulating and successful learning environment is created.

c) To ensure that these finances and resources promote the highest quality of education.

d) To be responsible for all resources and stock allocated to the curriculum area, ensuring the continual updating of stockbooks and records.

e) To ensure that all resources are well maintained, stored securely and used safely, paying due regard to relevant Health and Safety regulations.

f) To advise their Line Manager of the needs of the curriculum area in terms of finance and resources.

Accountability for the Welfare of Students:

a) To ensure that the curriculum area encourages students to develop the highest expectations of themselves.

b) To ensure that students are kept fully informed of their progress.

c) To ensure that parent(s)/carers(s) are kept fully informed of the progress made by their child.

d) To ensure that student grouping is organised in a way which serves the best interests of all students and in which every individual is encouraged to perform at the highest possible level.

e) To develop and implement a curriculum area assessment policy in line with whole school policy which influences curriculum development and informs the student and his/her parent(s)/carers(s) of progress.

f) To monitor and support the overall progress and development of students within the curriculum area.

g) To act as a Form Tutor and to carry out the duties associated with that role as outlined in the generic job description.

h) To contribute to PSHE, Life Studies, citizenship and enterprise according to school policy.

i) To ensure the Behaviour Management and Rewards systems are implemented in the curriculum area so that effective learning can take place.

Accountability for the Environment of the Curriculum area
a) To work with the curriculum area team in ensuring that the environment is stimulating, celebrates student achievement and fosters the processes of learning.

b) To institute a series of systems and checks which will offer the highest standards of safety and security to all those who use the curriculum area area.

c) To implement procedures to promote a litter-free and safe environment within the curriculum area.

Accountability for Liaising with Other Curriculum areas/Teams on Whole School Issues:

a) Lead on staff development to ensure all teachers embed literacy in their teaching

b) To ensure that the curriculum area plays a major part in supporting whole school issues.

c) To ensure the maintenance of accurate and up-to-date information concerning the curriculum area on the management information system.

d) To make use of analysis and evaluate performance data provided.

e) To identify and take appropriate action on issues arising from data, systems and reports; setting deadlines where necessary and reviewing progress on the action taken.

f) To produce reports within the quality assurance cycle for the curriculum area.

g) To produce reports on examination performance, including the use of value-added data.

h) In conjunction with the relevant person, to manage the Curriculum area’s collection of data.

i) To provide the Governing Body with relevant information relating to the Curriculum area performance and development.

It is essential that Heads of Department are involved in a continual process of taking opportunities to improve their practice in the curriculum area through whole school training and any other relevant opportunities that will be made available to them.

Signed ……………………………………………………. Post holder

Signed …………………………………………………….  Head Teacher

Date ………………………………………………………
