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‘SAFER SCHOOL, SAFER CULTURE’

      Cardinal Heenan Catholic High School

“RESPECT, BELIEVE, ACHIEVE.”


JOB DESCRIPTION- Head of RE (Subject Leader) – Middle Leader
	Main duties and responsibilities

	· To lead by example and positively support the Catholic ethos of the school

· To have responsibility for completion and ongoing review of the curriculum snapshot
· To present to the governing body when required

· To participate in the Subject Review procedures

· To have responsibility for the effective management of department budget and resources

· To attend extra meetings where appropriate, for example open evenings, revision evenings, awards evenings and parents evenings.
· To develop relationships with external agencies including the Liverpool Archdiocese.

· To promote and lead on the Catholic life of the school working with the School Chaplain

· Work closely with/lead/manage the KS3 Co-ordinator for RE

· Line Management of the School Chaplain

· Contribute to the wider life of the school, department clubs/societies, whole school extracurricular eg. Pilgrimage and retreat experiences
· To be involved in the appointment procedures for new staff

· To have responsibility for staff performance management reviews (PMRs) within the department

· To have responsibility for timetabling: to allocate staff to groups and organise rooming

· To have responsibility for all exam entries and submission of marks to the exams officer

· To have responsibility for the support and development of ECTs, RQTs, ITTs and new members of staff

· To identify on going professional development opportunities for staff within the department including support plans if necessary

· To have responsibility for ensuring a broad, balanced and adapted curriculum is in place and develop schemes of work to meet the needs of all learners across the key stages

· To develop standardised assessments across the key stages to identify current levels of performance, make accurate predictions and set challenging targets

· To organise the effective moderation and standardisation of student work throughout the year

· To ensure that staff monitoring is completed and to follow up any gaps in data before agreed deadlines

· To ensure the effective use of data:
- To inform and improve teaching across the department
- To provide feedback on the appropriate effectiveness of assessments set
- To ensure timely intervention for students not meeting expected levels of progress across the key stages
· To ensure regular and appropriate homework is set and logged on Classcharts
· To monitor the marking, feedback and presentation of books throughout the department and ensure that the school policy is being adhered to through the use of:
- Leaning walks
- Book scrutiny
- Formal lesson observations
· To monitor the quality of education and learning throughout the department through the use of:
- Learning walks
- Book scrutiny
- Formal lesson observations
· To have a clear overview of B4L issues in the department by way of:
- Classcharts
- Learning walks
- Internal exclusion 

accept responsibility for the same and provide appropriate support when necessary.

· To devise an internal exclusion rota and ensure correct and appropriate procedures are followed.

· To  undertake any other tasks as directed by the Headteacher


The responsibilities of the post are to be performed in accordance with the provisions of the most up to date edition of the School Teachers’ Pay and Conditions document and within the range of teachers’ duties set out in that document.
An annual review of this job description and allocation of particular responsibilities will take place as part of the Performance Management Review. 
