JOB DESCRIPTION 
TEAM LEADER FOR RE

Responsible for:

RE. teaching staff

Disclosure:   
Enhanced
Code of Conduct:
All staff are expected to adhere to our dress code which is a professional appearance and our strict NO SMOKING policy.

The School Teachers’ Pay and Conditions Document gives details of the professional responsibilities.  Within that framework the purpose of the post is to:

· raise standards of student attainment and achievement within the curriculum area and to monitor and support student progress;

· impact on the education progress of students other than your assigned classes;

· be accountable for student progress and development within the subject area;

· lead, develop and enhance the teaching practice of others;

· ensure the provision of an appropriately broad, balanced, relevant and differentiated curriculum for students studying in the team, in accordance with the aims of the school and the curricular policies determined by the Governing Body and Headteacher of the school;

· be accountable for leading, managing and developing the curriculum area; 
· effectively line manage and deploy teaching/support staff, financial and physical resources within the curriculum area to support the designated curriculum portfolio.
DUTIES

The main areas of the role and responsibilities of the Team Leader have been identified as:


Strategic Planning

· To evaluate schemes of work to ensure effective teaching and learning.

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

· The day-to-day management, control and operation of course provision, including effective deployment of staff and physical resources.

· To implement school policies and procedures, e.g. Equal Opportunities, Health and Safety, etc.

· To work with colleagues to formulate aims, objectives and strategic plans which have coherence and relevance to the needs of students and to the aims, objectives and strategic plans of the School.

· To lead and manage the planning activities of the team, ensuring that the plans reflect the needs of  students within the subject area and the aims and objectives of the School.

· To ensure that Health and Safety policies and practices, including risk assessments, throughout the Team are in-line with national requirements and are updated where necessary, therefore liaising with the named person responsible for Health and Safety in the school.

· To ensure review of teachers’ planning.


Curriculum Provision

· To liaise with the Leadership Group and Line Manager, to ensure the delivery of an appropriate, comprehensive, high quality and cost-effective curriculum programme which complements the School Improvement Plan/School Evaluation.
· To be accountable for the development and delivery of the agreed range of religious education and Religious studies courses.
Curriculum Development

· To lead curriculum development for the whole Team.

· To keep up to date with national developments in the subject area and teaching practice and methodology, ensuring that the developments of RE. subjects are in line with national developments.

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

· To liaise with the Leadership Group and Line Manager, to maintain accreditation with the relevant examination and validating bodies.

· To ensure that the development of RE. and associated subjects is in line with national developments.

Staff Development
· To work with the Leadership Group to ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs.

· To undertake Performance Management Reviews for both teaching and support staff.

· To establish the process of the setting of performance targets within the team and to work towards their achievement, for both teaching and support staff.

· To participate in the interview process for teaching posts, when required.

· To ensure effective induction of new staff in line with school procedures.

· To participate in the school’s ITT programme. 
Staff Management

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

· To be responsible for the day-to-day management of staff within the designated team and act as a positive role model, delegating tasks and responsibilities as appropriate.

· To be responsible for the efficient and effective deployment of the staff you are responsible for. 

· To monitor and improve teacher effectiveness including instigating use of the disciplinary or capability process if necessary, in liaison with the Headteacher and personnel.

· To monitor attendance, providing support and guidance, and carry out return to work interviews, when necessary. 

· To organise the team’s involvement in parents’ evenings, prospective parents’ evening, awards evenings, new intake day etc.

· To make appropriate arrangements for classes when staff are absent, ensuring appropriate cover within the team liaising with the relevant staff to secure appropriate cover within the team. 

Standards and Effectiveness

· To establish common standards of practice within the team and develop the effectiveness of teaching and learning styles in all subject areas within the team, encouraging teachers to review and improve their practice.

· To contribute to the school procedures for lesson observation.

· To establish a system of sampling students’ work.

· To implement school quality procedures and to ensure adherence to those within the team.

· To ensure conformity with the school’s homework policy.

· To produce a team handbook, keeping this up to date and ensuring implementation by members of the team.

· To monitor and evaluate the team in line with agreed school procedures including evaluation against quality standards and performance criteria.

· To seek/implement modification and improvement where required. 

· To ensure that the team's quality procedures meet the requirements of Self Evaluation and the School Improvement Plan.

· To ensure conformity with the school’s policies.

Management Information

· To ensure the maintenance of accurate and up-to-date information concerning the team on the management information system.

· To make use of analysis and evaluate performance data provided.

· 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.

· To ensure production of reports within the quality assurance cycle for the team.

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

· To manage the team's collection of data.

· To manage and ensure the team’s examination entries are correct in accordance with school procedure.

· To provide the Governing Body with relevant information relating to the team performance and development.

Communication

· To ensure that all members of the team are familiar with its aims and objectives.

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

· To attend Team Leader meetings.

· To meet, on request, with the Link Governor for the subject area.

· To liaise with partner schools, higher education, Industry, Examination Boards, Awarding Bodies and other relevant external bodies as necessary.

· To represent the team’s views and interests.

Marketing and Liaison

· To contribute to the school liaison and marketing activities, e.g. the collection of material for press releases.

· To lead the development of effective subject links with partner schools and the community, including team representation, attendance where necessary at liaison events in partner schools and the effective promotion of subjects at open days/evenings and other events.

· To actively promote the development of effective subject links with external agencies.


Management of Resources

· To manage the available resources of space, staff, money and equipment efficiently within the limits, guidelines and procedures laid down; including deploying the team budget, acting as a cost centre holder, requisitioning, organising and maintaining equipment and stock, and keeping appropriate records.

· To work with the Leadership Group, in order to ensure that the team's teaching commitments are effectively and efficiently time-tabled and roomed.

Student Support

· To monitor and support the overall progress and development of students within the team, including targeting underachieving students.

· To monitor student attendance together with 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 a Form Tutor and to carry out the duties associated with that role.

· To contribute to PSHE, citizenship and enterprise according to school policy.

· To ensure the Behaviour for Learning is implemented in the team so that effective learning can take place.

· To liaise with the SEN team and the Gifted and Talented Lead Teacher regarding individual students, when necessary.

Teaching

· To undertake an appropriate programme of teaching in accordance with the duties of a standard scale teacher.

Other Duties

· To manage any budget allocated to you with regularity and propriety, as required when
   dealing with public money.

· To play a full part in the life of the school community, to support its ethos and to encourage 
  and ensure staff and students follow this example.

· To establish a suitable environment in which all students can learn and are valued.

· To continue personal development as agreed. 

· To engage actively in the performance review process.
· To develop and maintain programmes of extra curricular activities.

· To undertake any other duty as specified by STPCB not mentioned in the above. 

· Provide information to the Head/Governors on any aspect of the role as required.

· Whilst every effort has been made to explain the main duties and responsibilities of the post, 
  each individual task undertaken may not have been identified. 
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STANDARD SCALE

Exercise of general professional duties
A teacher who is not a Headteacher shall carry out the professional duties of a school teacher as circumstances may require:

· if he/she is employed as a teacher in a school, under the reasonable direction of the Headteacher of the school.

Exercise of particular duties
· a teacher employed as a teacher (other than a Headteacher) in a school shall perform, in accordance with any directions which may reasonably be given to him/her by the Headteacher from time to time, such particular duties as may reasonably be assigned to the teacher.
Professional duties
The following duties shall be deemed to be included in the professional duties which a school teacher may be required to perform:

1
TEACHING

a)
planning and preparing courses and lessons;

b)
teaching, according to their educational needs, the students assigned to the teacher, including the setting and marking of work to be carried out by the student in school and elsewhere;

c)
assessing, recording and reporting on the development, progress and attainment of students;

In each case having regard to the curriculum for the school, with a view to promoting the development of the abilities and aptitudes of the students in any class or group assigned to the teacher.

2
OTHER ACTIVITIES

a)
promoting the general progress and well-being of individual students and of any class or group of students assigned to the teacher;

b)
providing guidance and advice to students on educational and social matters and on their further education and future careers, including information about sources of more expert advice on specific questions; making relevant records and reports;

c)
making records of and reports on the personal and social needs of students;

d)
communicating and consulting with the parents of students;

e)
communicating and co-operating with persons or bodies outside the school;

f)
participating in meetings arranged for any of the purposes described above.

3
ASSESSMENT AND REPORTS

a) providing or contributing to oral and written assessments, reports and references relating to individual students and groups of students.

4
APPRAISAL

a)
participating in arrangements made in accordance with regulations made under section 131 of the Education Act 1986* for the appraisal of their performance and that of other teachers  (*regulations amended by SI 2001//2855)

5
REVIEW, INDUCTION,  FURTHER TRAINING AND DEVELOPMENT

a)
reviewing from time to time personal methods of teaching and programmes of work;

b)
participating in arrangements for further training and professional development as a teacher including undertaking training and professional development which aim to meet needs identified in appraisal objectives or in appraisal statements;

c) in the case of a teacher serving an induction period pursuant to the Induction Regulations, participating in arrangements for their supervision and training.

6
EDUCATIONAL METHODS

a)
advising and co-operating with the Headteacher and other teachers (or any one or more of them) on the preparation and development of courses of study, teaching materials, teaching programmes, methods of teaching and assessment and pastoral arrangements.

7
DISCIPLINE, HEALTH AND SAFETY

a)
maintaining good order and discipline among the students and safeguarding their health and safety both when they are authorised to be on the school premises and when they are engaged in authorised school activities elsewhere.

8
STAFF MEETINGS

a)
participating in meetings at the school which relate to the curriculum for the school or the administration or organisation of the school, including pastoral arrangements.

9
COVER

subject to subparagraph a), supervising and so far as practicable, teaching any students whose teacher is not available to teach them:

a)
except in the case of a teacher employed wholly or mainly for the purpose of providing such cover, a teacher will be required to cover only rarely.


10
EXTERNAL EXAMINATIONS

a)
participating in arrangements for preparing students for external examinations,  assessing students for the purposes of such examinations and recording and reporting such assessments; and participating in arrangements for students’ presentation for, and conducting, such examinations which call for the exercise of a teacher’s professional skills and judgement.

11
MANAGEMENT

a)
contributing to the selection for appointment and professional development of other teachers and support staff, including the induction and assessment of new teachers and teachers serving induction periods pursuant to the Induction Regulations; 

b)
assisting the Headteacher in carrying out threshold assessments of other teachers for whom he/she has management responsibility;

c)
co-ordinating or managing the work of other staff;

d)
taking such part as may be required in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the school.

12
ADMINISTRATION

a)
participating in administrative and organisational tasks related to such duties as are described above, including the direction or supervision of persons providing support for the teachers in the school;

b)
attending assemblies, registering the attendance of students and supervising students, whether these duties are to be performed before, during or after school sessions.

13
MANAGEMENT TIME

a)
A teacher with leadership or management responsibilities shall be entitled, so far as is reasonably practicable, to a reasonable amount of time during school sessions for the purpose of discharging those responsibilities.

14
WORKING TIME

a)
a teacher employed full-time shall be available for work for 195 days in any year, of which 190 days shall be days on which the teacher may be required to teach students in addition to carrying out other duties; and those 195 days shall be specified by the governors, or, if the governors so direct, by the Headteacher;

 b)
such a teacher shall be available to perform such duties at such times and such places as may be specified by the Headteacher for 1265 hours in any year, those hours to be allocated reasonably throughout those days in the year on which the teacher is required to be available for work;

 c)
time spent in travelling to or from the place of work shall not count against the 1265 hours referred to in sub-paragraph b);

 d)
such a teacher shall not be required under their contract as a teacher to undertake midday supervision, and shall be allowed a break of reasonable length either between school sessions or between the hours of 12 noon and 2.00pm;

 e)
such a teacher shall, in addition to the requirements set out in sub-paragraphs a) and b) above work such reasonable additional hours as may be needed to enable the teacher to discharge effectively his/her professional duties, including, in particular, the planning and preparing courses and lessons and assessing recording and reporting on the development, progress and attainment of students.  The amount of time required for this purpose beyond the 1265 hours referred to in sub-paragraph b) and the times outside the 1265 specified hours at which duties shall be performed shall not be defined by the employer.

15
GUARANTEED PLANNING AND PREPARATION TIME

a)
a teacher shall be allowed as part of the 1265 hours reasonable periods of time (“PPA time”) to enable them to carry out their duties with regard to planning and preparing courses and lessons, assessing, recording and reporting on the development, progress and attainment of students and assessments and reports;

 b)
PPA time shall amount to not less than 10% of the their timetabled teaching time;

 c)
PPA time shall be provided in periods of not less than half an hour during those parts of the school timetable in which students are taught the core and other foundation subjects or religious education;

d)
a teacher shall not be required to carry out any other duties, including the provision of cover in accordance with 9a during their PPA;

e)
paragraphs 15a, b and c also apply to a teacher who is employed on a part-time basis with the substitution for the reference to 1265 hours in paragraph a of a reference to that number which as a proportion of 1265 hours equates to the proportion of the school week that the teacher is normally employed.  

Miscellaneous

· seek to be responsive to the school's policies on such matters as Community Education, Multicultural Education, Equal Opportunities, Information Technology,  Professional Development and any other such policies approved by the governing body.


