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Post Title:    Head of Department

1.	Purpose of Post

	The postholder is responsible for:
a.	leading, managing and developing the work of the department.
b.	maintaining and improving the quality of teaching and learning and the standards achieved within the department.
c.	leading, managing and developing the work of the members of the department.
d.	being accountable for leading, managing and developing the curriculum area
e.	considering, responding to and accounting for issues related to Health and Safety and Safeguarding


2.	Main Duties and Responsibilities (excluding actual teaching commitment)

a.	Operational/Strategic Planning
i) lead the development of appropriate syllabi, resources, schemes of work, marking policies, teaching and learning and assessment strategies in the department
ii) develop the Departmental Development Plan in line with the School Development Plan and the School ethos
iii) conduct day-to-day management, control and operation of course provision within the department, including effective deployment of staff, physical resources and the provision of work in the event of colleagues being unable both to teach their classes and set work
iv) monitor and follow up student progress
v) through the work of the department and in liaison with external groups and organisations, promote positively the School and its activities
vi) ensure a Health and Safety ethos within the subject area(s), complying with School policy
vii) implement School policies and practices and develop aligned department policies and practices

b.	Teaching and Learning
i) development of a Departmental Handbook which should include: schemes of work and exam syllabi, marking and assessment policies, homework policy, differentiation policy, teaching and learning strategies (see Staff Handbook), classroom management issues, departmental resources.
ii) actively monitor and respond to curriculum developments both nationally and locally in the subject area(s).
iii) develop teaching and learning methodology, including with regard to learning styles, use of ICT and assessment (in particular assessment for learning)
iv) hold departmental meetings, at least half termly, at which aspects of good practice and development issues will be a standard and significant agenda item
v) work with the Leadership Team in the co-ordinated development of teaching and learning
vi) monitor the performance of the students in their learning and of the teachers in their teaching

c.	Resources
	i)	manage and be accountable for the departmental budget
ii)	maintain a record of all departmental equipment and liaise with the finance team  on the asset register
iii)	monitor the use of resources and seek to ensure that the resources support the teaching and learning within the department
iv)	follow the requirements of the School’s and Academy Trust’s finance department when requisitioning new resources
v)	ensure an attractive and stimulating learning environment is developed and maintained


d.	Staff Development
i) identify and make known staff development needs for the teaching and learning of the area
ii) with the Deputy Head (Curriculum), ensure the efficient and effective deployment of staff and rooms to meet the needs of the curriculum
iii) participate as reviewer and reviewee in the School’s Appraisal cycle
iv) make appropriate arrangement for classes where the teacher is absent
v) participate in interview procedures for posts within the department and ensure effective induction of new staff
vi) seek to ensure effective working relations and promote teamwork
vii) provide a positive role model for members of the department and for the students

e.	Quality Assurance
	i)	observe colleagues at work to aid the development of teaching and learning
	ii)	examine the work of students, other than one’s own, at least monthly
iii) ensure the setting of targets for all students and monitoring against those targets
iv) contribute to the School’s procedures for lesson visits and for School Self Review and Evaluation, including producing the Departmental Review or equivalent
v) monitor and evaluate the department in line with School procedures
vi) implement modifications where required
vii) participate in the School’s monitoring and tracking systems for the students
viii) work with the School in the monitoring and development of ITT students
ix) To actively promote the Academy’s Equal Opportunities Policy and Diversity Strategy 
x) To maintain awareness of and commitment to the Academy’s Equal Opportunity Policies 
xi) To fully comply with the Health and Safety at Work Act 1974 etc, The Academy’s Health and Safety Policy and all locally agreed safe methods of work 
xii) To work with colleagues to achieve school development plan objectives and targets 
xiii) To actively support all school policies and strategic objectives 

3.	Supervisory Responsibility

	All Members of Staff, teaching and non-teaching, associated with the department.


4.	Responsible to

	An SLT member.
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