[image: image1.png]


Underhill School and Children’s Centre
Job Description- Phase Leader

Overview

This job description sets out the areas for which the Phase Leader is accountable and the responsibilities and tasks undertaken to support these areas.  It also sets out general tasks and responsibilities to be undertaken by the Phase Leader to support the everyday running of the school.  However, it is not exhaustive and new responsibilities may need to be added, or others altered, from time to time.

The Phase Leader is responsible to the Headteachers  and the Governing Body. In addition to the below, the Phase Leader may have to take on additional duties as directed by the Headteachers.
Post:

· Phase Leader
· Curriculum Leader of an area of whole school development

· Class Teacher ( see separate job description attached)

Main Purpose- Phase Leader
To support colleagues and to raise the level of achievement for the pupils in the phase
To improve the efficiency and effectiveness of the school by:

· Supporting staff

· Ensuring effective school organisation

· Assisting in the formulation and monitoring of the School Improvement Plan, School Review and assisting with the formulation of policies

· Being Team Leader for teachers and any support staff as appropriate

· Supporting behaviour management throughout the school

· Ensuring that the use of ICT is used effectively in raising achievement

· Developing cohesive, effective and  professional teams

· Proactively supporting and driving initiatives as agreed by the Headship Team
· Modelling appropriate and high professional conduct, both in and out of the school environment

Responsible to:
The Headteachers who will undertake their Performance Management Reviews

The Teacher will work in liaison and co-operation with:
Other members of staff
Members of the Governing Body

Members of LA support and training teams including the Goldstar Federation
The School Community

Accountabilities

As a Phase Leader
Be responsible for the management and development of:
· Teaching and Learning

· Behaviour

· Effective communication and organisation

· Performance Management

· Use of ICT

· Professional conduct 
The duties will include:

Staff Management:

· Implementing agreed policies and supporting others to do so

· Liaising with colleagues in supporting them to carry out their duties

· Encouraging and supporting colleagues to implement the school’s curriculum

· Evaluating the success of strategies/initiatives and advising accordingly

· Playing an instrumental role in monitoring and evaluating the curriculum in action

· Working closely with the ICT co-coordinator to establish best practice in using ICT across the curriculum

· Carrying out Performance Management Interviews of members of their team on an annual basis, reporting the outcomes to the Headteachers
· Liaise with the Headteachers in ensuring that members of their Phase are developed professionally to build capacity within the school

· To support the behaviour management throughout the school

· Ensuring their team behaves in a professional manner at all times and challenge inappropriate conduct that may compromise the effectiveness of the school or the well being of individuals in the school community

As a Phase Leader
Be responsible for the management and development of their phase, paying attention to the relationship between planning, classroom activities and differentiation.
The duties will include:
Planning:
· Advise and support staff on ‘best practice’ in relation to their Phase
· Ensuring that the year groups planning shows the following and is reflected in the quality of the lessons:

Continuity and progression

A broad and balanced curriculum

Coverage of the agreed curriculum in the yearly plan

Appropriate differentiation

Appropriate support for SEND and E.A.L. pupils

Appropriate time management

Appropriate use of ICT

Monitoring and Assessment:
· Monitor the progress of groups and individual pupils in the Phase
· Monitor the Planning Assessment and Progress within the Phase
· Monitor the Teaching and Learning within the Phase
· Monitor the success of strategies and initiatives and advise accordingly

· Ensuring assessment arrangements in the Phase follow school guidelines

Organisation:
· Help organise curriculum events
· Timetabling and deployment of staff within phase

· Arrange and promote activities within the Phase
· Take an active role in supporting the full range of school activities and duties

Pupil Welfare/Behaviour:
· Support all staff members of the Phase in behaviour management

· Take an active role i the Leadership Team in ensuring that the pupils’ behaviour around the school is following school guidelines

Meetings/Courses/Liaison:
· Lead a business & planning meeting weekly with Phase
· Meet as part of the Phase Leader Team on a weekly basis

· Attend relevant courses and meetings and disseminate information gained to the Phase Team.

· Liaise with other Phases to aid continuity and progression.

· Liaise with Subject Leaders to assist with the delivery of the curriculum 

· Hold Performance Management Meetings as directed by the Performance Management Policy

The duties outlined in this job description are in addition to those covered by the latest School Teachers' Pay and Conditions Document. It may be modified by the Head teacher, with your agreement, to reflect or anticipate changes in the job, commensurate with the salary, job title and changing needs of the school.
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