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ELM COURT SCHOOL

JOB DESCRIPTION

SECTION A:
      Reporting to:   Headteacher 
	Job Title:
	Subject Leader for English



	Grade: 
	TLR2a (under review) + 1 SEN





SECTION B:

        Responsible for:
Line management of staff as agreed with the Executive Headteacher.
SECTION C:

       PURPOSE OF POST

To take responsibility for teaching and learning within the subject area of English; lead, manage and develop English across the school; have an impact on the educational progress of pupils in English beyond designated teaching groups; lead, develop and enhance the teaching practice of other staff within this subject area.

SECTION D:

      Main duties and Responsibilities
In addition to carrying out all the duties and responsibilities outlined in the latest School Teachers’ Pay and Conditions Document -
1. Be responsible for the subject area of English.
2. To ensure that the quality of teaching and learning in English is of a high standard and is appropriate to the range of special needs of the pupils at Elm Court School.

3. Be responsible for the overall leadership, management and development of the English curriculum and support the development of English and Literacy in other curriculum areas. 
4. Be responsible for the over-view and co-ordination of assessment and target-setting for all pupils in English.  

5. To be responsible for safeguarding and promoting the welfare of children and young people and to follow all associated child protection and safeguarding policies as adopted by the school and Local Authority.

6. Implement and adhere to current school policies.

7. Take part in and deliver, where appropriate, any professional development activities.

8. Participate in/lead, where appropriate, staff, curriculum and other meetings. 

9. Be responsible for all budgets delegated to you.

10. Be a Form Tutor.

11. Be responsible for the completion of a subject self-review; develop and implement subject action plans and subject development plans that contribute to the priorities of the school development plan.

12. The post holder is directly accountable to the Executive Headteacher.   

13. Further develop the framework for external accreditation in the area of English.
14. Support the Executive Headteacher in the implementation of all school policies and procedures.

15. Take an active part in whole-school development planning and development implementation.

16. Show commitment to the vision for the school to be a creative and practical learning environment with a focus on achievement, building citizenship, life skills and preparation for adulthood.

KEY TASKS
1. Teach high-quality exemplary English lessons that are well-planned, appropriately modified and adapted for pupils with a range of SEN; enhance and develop the English teaching practice of other staff in the school.

2. Prepare, maintain and review as necessary, a subject handbook, which contains the subject policy, schemes of work, the assessment and marking procedures, the subject self-review, subject action and development plans. 
3. Monitor the progress made by each pupil in the subject areas through target setting and assessment according to school policy; develop subject-specific Individual Education Plans and oversee their implementation. Use data to identify underachieving individuals/groups of pupils and take action where underachievement is identified. 
4. Develop a creative and practical approach to teaching and learning which acknowledges the learning needs of all pupils and supports them to make progress in lessons.

5. Ensure that any relevant school policies are incorporated into the leadership of the department and the spiritual, moral, social and cultural dimension is developed.

6. Line-manage staff as agreed with the Executive Headteacher. Oversee and implement the Performance Management arrangements for agreed staff according to school policy.
7. Attend relevant INSET and remain up to date in developments in the English curriculum.

8. Maintain personal expertise and share this with other colleagues.
9. Disseminate examples of effective planning practice within the school/subject/aspect.
10. Ensure that feedback from lesson observations and all aspects of subject review is appropriately reflected in teachers’ planning.
11. Ensure that colleagues are advised, as required, on all aspects of planning, delivery, assessment and recording in English.
12. Together the Leaders monitor and evaluate all aspects of the delivery of the English curriculum.

13.    Co-ordinate the administration associated with assessments                           including the co-ordination, delivery and marking of any English externally accredited courses.

14. Plan opportunities for curriculum enrichment activities in English, such as the organising of a Book Day or visits to places of interest connected to English.

15.  
Devise and develop suitable internal and external accreditation opportunities for all pupils; ensure that all Key Stage 4 and 5 pupils achieve formal accreditation, as appropriate, for the course followed: GCSE, Entry Level Certificate and/or other suitable appropriate awards.

16. Effectively manage the delegated budget for English; effectively manage the resources within the subject area including the Library.

17. Ensure the effective implementation of the school’s Behaviour Policy and Pupil Achievement Tracking System. 

18. Use the whole school Behaviour Policy to create a positive learning environment.
19. Ensure that all support staff are fully aware of their role in supporting pupils’ learning in the subject area of English.

20. Establish a partnership with parents/carers to involve them in their child’s learning of the subject, as well as providing information about the curriculum, attainment, progress and targets.
21. Maintain an attractive, tidy and well-ordered learning environment that is welcoming to pupils; arrange for the regular updating of display boards with relevant subject-based materials and recent examples of pupils’ work. Ensure that information relating to the school’s rules and rewards are clearly displayed. Safeguard the health and safety of all pupils.

Form Tutor

1. Actively promote the building of self-esteem of pupils by providing opportunities for the tutor group to form positive relationships that enable them to develop their social skills.
2. Monitor the pastoral and academic progress of each pupil in the class.

3. Support colleagues by appropriately implementing the school’s Behaviour Policy.

4. Oversee the use of the pupil Diaries of your tutor group; keep all necessary records and ensure that daily and weekly targets are being set and achievement recorded on the tracking sheets by Teaching Assistants.
5. Collate and provide evidence of attainment and achievement verbally or in writing for each pupil for reports, IEPs, Annual Reviews and other agencies.

6. Deliver a programme of tutor group activities in liaison with the Assistant Headteachers.
Other Responsibilities 
1 
Data Protection 

It is essential when working with computerised systems that you are completely aware of their responsibilities at all times under the Data protection Act 1984 for the security, accuracy, and significance of personal data held on such systems. 

2.
Equal Opportunities 


To take responsibility, appropriate to the post for tackling racism and promoting good race, ethnic and community relations.

3.
Health and Safety 

· Employees are required to work in compliance with the School’s Health and Safety policies and under the Health and Safety at Work Act (1974), ensuring the safety of all parties they come into contact, such as members of the public, in premises or sites controlled by the school.

· In order to ensure compliance, procedures should be observed at all times under the provision of safe systems of work through safe and healthy environment and including such information, training instruction and supervision as necessary to accomplish those goals. 

4.
Other Duties

To undertake such other duties as may be required commensurate with the grade of the Post     

This job description will be reviewed annually as part of the performance management review process after consultation with the Headteacher and the postholder.
ELM COURT SCHOOL.

PERSON SPECIFICATION

Job Title:


 Subject Leader for English.

Grade:  TLR2a + 1 SEN
	CRITERIA
	

	A.       Qualifications.

	

	1. Qualified Teacher Status.
2. Recognised Degree or equivalent in an area related to the post.
	Essential 
Essential

	B.        Experience

	

	3. A proven track record of recent, very successful teaching of English to pupils with SEN in a mainstream or special school setting.
4. Leadership and management or co-ordination of the work of others.
5. Evidence of recent CPD activity.

	Essential
Desirable
Essential


	C.        Knowledge & Understanding

	

	6. Good understanding of current theory and best practice in teaching and learning, particularly as it relates to meeting the special educational needs of pupils.
7. Thorough knowledge of the National Curriculum.

8. Knowledge and understanding of a range of special needs including ASD, SEMH and SLCN.
9. Understanding of effective strategies for encouraging positive behaviour in accordance with the school’s policy.
10. Knowledge and understanding of the principles of school development including self-evaluation, action and development plans.

11. Knowledge and understanding of strategies for raising achievement for pupils within English across the whole school.

12. Knowledge and understanding of different teaching and learning approaches for pupils with SEN.
13. Knowledge and understanding of the use of performance data to track pupil progress and monitor achievement.

14. An understanding of equality of opportunity issues and how they can be addressed in schools.
15. Knowledge and understanding of Child Protection and Safeguarding policies and procedures.

	Essential


	D.       Skills & Abilities

	

	16. To demonstrate the skills of best practice in teaching, including ability to:

· Interest, encourage and engage pupils
· Provide appropriate levels of challenge and support, so that pupils make good progress

· Use methods and resources that enable all pupils to learn effectively ensuring that lessons are appropriately differentiated to cater for individual pupil needs

· Use assessment information effectively to plan next steps in pupils’ learning

· Make effective use of time

· Effectively manage pupils’ behaviour within the classroom

· Make effective use of teaching assistants and other support

· Enable pupils to acquire new knowledge and skills

· Enable pupils to develop the skills to work independently and collaboratively

· Enable pupils to develop self-esteem and respect for others

· Create a well organised, stimulating and welcoming learning environment. 

17. The ability to make a significant contribution to the development of a creative and practical learning environment

18. The ability to raise standards of achievement..
19. The ability to establish positive, successful and professional relationships with staff, pupils, parents and carers.
20. The skill and ability to successfully manage challenging behaviour in a calm and assertive way.
21. The ability to work as part of a team in planning, implementing, monitoring and evaluating the curriculum.
22. The ability to analyse, understand and interpret relevant data.

23. The ability to think creatively and imaginatively to anticipate and solve problems and identify opportunities.
24. The ability to work within the framework of national and whole school policies to ensure consistency of practice.
25. The ability to effectively use ICT both in teaching and as an administrative tool.

	Essential

	E.        Personal Qualities

	

	26. To show high levels of motivation and commitment.
27. To be reflective and evaluative.
28. To have patience and resilience when faced with challenging situations and people.
29. To be an effective role model to all pupils.
30. To show a positive attitude towards all pupils and enjoy working with them.

	Essential

	F.        Commitment


	

	31. To raising standards of achievement and attainment for all pupils.
32. To contributing to the well-being, self-esteem and progress of all pupils.
33. To equal opportunities.
34. To the vision for the future of the school.
35. To further your own professional development and to the principle of continuous improvement.

	Essential
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