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	Post Title:
	
	Deputy Head of English

	
	
	

	Purpose:
	
	· To ensure provision of an appropriately broad, balanced, relevant and differentiated curriculum for students studying in the curriculum area, in accordance with the aims of the College and the curricular policies determined by the Governing Body and Principal.
· To act as a curriculum lead and be responsible for leading and developing in this area.

· To develop and enhance the teaching practice of others.

· To monitor and support the overall progress and development of students as a Manager and Leader within the Curriculum Area and as a Form Tutor.

· To effectively manage and deploy teaching/support staff, financial and physical resources within the Department to support the designated curriculum portfolio, ensuring value for money.

	
	
	

	Reporting to:
	
	Head of English / SLT Line Manager

	
	
	

	Responsible for:
	
	The provision of a full learning experience and support for students

	
	
	

	Liaising with:
	
	Head/Deputies, teaching/support staff, LEA representatives, external agencies and parents

	
	
	

	Working time:
	
	195 days per year.  Full-time.

	
	
	

	Salary/Grade:
	
	TMS/UPS as appropriate + TLR2A (currently £3017 per annum)

	
	
	

	Disclosure level:
	
	Enhanced

	
	
	


MAIN (CORE) DUTIES

	
	
	· To inspire, motivate and influence students and staff, taking a leading role to ensure the highest possible standards of learning and progress for all students.

· To lead the development of appropriate syllabi, resources, schemes of work, marking policies, assessment and teaching strategies within the designated area.

· Contribute to the strategic leadership of the department, driving for excellence and supporting the team in this.

· Supporting day-to-day management, control and operation within the Department.

· To monitor and evaluate performance measures using this to drive improvement and targeted interventions
· To regularly review the attainment and progress of relevant students with subject staff and plan, implement and oversee support sessions should these be needed.  In particular, key sub-groups such as Pupil Premium students, gender gap and SEND.

· To actively monitor and respond to curriculum development and initiatives at national, regional and local levels.

· To keep up to date with national developments within the subject area and with regards to teaching practice and pedagogy

· To liaise where appropriate with universities and HE institutions to share and develop best practice for use within the college and provide additional opportunities for students

· To work with colleagues to formulate aims and objectives for the programme/subject area, which have coherence and relevance to the needs of students and to the aims and objectives of the College.

· To support in managing the financial budget ensuring value for money, and to ensure that the planning activities of the programme/subject reflect the needs of the students and the aims and objectives of the College.
· To work in accordance with the Teachers’ Standards at all times, and to fulfil the professional responsibilities of a Teacher, as set out in the School Teachers’ Pay and Conditions Document (STPCD).

	
	
	

	Staffing

Staff Development:

Recruitment/

Deployment of Staff:
	
	· To work with the Head of Department and SLT to ensure that staff development needs are identified and appropriate programmes are designed to meet such needs, supporting and challenging, where appropriate, team members, including in circumstances of under-performance.
· Support on the design and delivery of high impact, research-based CPD for the English faculty
· To act as Performance Manager for members of the department, carrying out PM reviews in line with College practice

· Partake in learning walks and college monitoring to quality assure and develop teachers, learners and curriculum
· To assist the Head of Department in leading Curriculum Team Meetings.

· To act as a mentor for teacher trainee teachers and ECTs.

· To oversee and distribute cover work for relevant classes in conjunction with other postholders.
· To participate in the interview process for teaching posts when required and to ensure effective induction of new staff in line with College procedures

· To act as reviewer for a group of staff within the designated programme/subject.

· To promote teamwork and to motivate staff to ensure effective working relations.

· To ensure effective and efficient deployment of classroom support where appropriate.

	
	
	

	Quality Assurance:
	
	· To prepare diagnostic assessments and mock exams for all relevant students and ensure that they are carried out consistently by all staff, completing exam administration for all relevant courses
· To liaise with the Head of Department and SLT to maintain accreditation with relevant examination and validating bodies.
· To support in ensuring the effective operation of quality control systems.

· To assist in the process of target setting within the programme/subject area and to work towards their achievement.
· To model outstanding practice in terms of classroom teaching, preparation, making and assessment

	
	
	

	Management Information:
	
	· To ensure maintenance of accurate and up-to-date information concerning the relevant programme/subject area on the management information system.

· To support in ensuring that regular moderation of student’s work takes place and that a portfolio of standards is shared across all members of the Department.

· To assist in the use of analysis and evaluation of performance data.

· To help to produce reports within the quality assurance cycle.

· To assist in the production of reports on examination performance, including the use of value-added data.

· To assist in the identification of exam entries within the programme/subject area.

	
	
	

	Communication
	
	· To help ensure that all staff within the programme/subject area are familiar with its aims and objectives.

· To ensure effective communication as appropriate with the parents of students.

· To liaise with partner schools, higher education, industry, examination boards, awarding bodies and other relevant external bodies.

	
	
	

	Marketing and Liaison:
	
	· To contribute to College liaison and marketing activities, i.e. the collection of material for press releases.

· To contribute to the development of effective programme/subject area links with partner schools and the community, attendance where necessary at liaison events in partner schools and the effective promotion of subjects at Open Days/Evenings and other events in partner schools and the wider community.

· To maintain and enhance the learning environment in English.

	
	
	

	Management of Resources:
	
	· To support resource needs and ensure the efficient/effective use of physical resources.

· To co-operate with other programme/subject areas to ensure a sharing and effective use of resources to the benefit of the College and the students.

	
	
	

	Pastoral System:
	
	· To monitor and support the overall progress and development of students within the programme/subject area.

· To help monitor student attendance together with the students’ progress and performance in relation to targets set for each individual; ensuring that follow-up procedures are adhered to and that appropriate action is taken where necessary.

· To act as Group Tutor and carry out the duties associated with the role at outlined in the generic job description.

· To assist in the implementation of the Behaviour Management System within the programme/subject area so that effective learning can take place.


General Responsibilities
· To demonstrate and promote the vision and values of Bodmin College at all times.

· To work effectively with other members of staff to meet the needs of all students.

· To work with professionalism in line with the College’s Code of Conduct.

· To attend staff meetings and college-based INSET as required.
· To be responsible for his/her own self-development on a continuous basis, undertaking any training or professional development as appropriate.

· To be aware of, and adhere to, all applicable College policies and procedures.

· To maintain at all times the utmost confidentiality with regard to all reports, records, personal data relating to staff and students and other information of a sensitive or confidential nature acquired in the course of undertaking duties for the College, with due regard to General Data Protection Requirements.
	This job description is current at the date shown, but, in consultation with you, may be changed by the Principal to reflect or anticipate changes in the job, commensurate with the grade and job title.


Statement of Safeguarding

This role gives the postholder access to children and young people.  Bodmin College has a statutory obligation to check with the Disclosure and Barring Service (DBS) in order that any criminal background including unprotected, spent convictions, bind-over orders or caution is disclosed to the Governing Body.  

Only those who have been checked can be employed by Bodmin College.   In the event of a successful interview you will be asked to complete a DBS application.

The successful applicant will be offered the post subject to the receipt of a satisfactory DBS check, health declaration, references and other pre-appointment checks required of the post.
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