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THE HIGHCREST ACADEMY 

JOB DESCRIPTION 

	HEAD OF PE


Heads of Department will have a pivotal role in inspiring and challenging pupils of every ability in every year to raise their academic standards, in promoting their confidence and self-esteem, and in securing year on year improving National Curriculum GCSE and post-16 results.  They will achieve this by leading fellow professionals, by example, support and sharing of good practice.  They will co-ordinate planning and assessment and implement innovative and effective teaching and learning strategies in the classroom.
Responsible To: Senior Vice Principal via SLT Link

Broad Areas of Responsibility

Management of the Curriculum

· To keep abreast of and update departmental colleagues and the SLT on new developments in the subjects area

· To ensure that the department has in place schemes of work which:

· comply with the statutory requirements of the National Curriculum

· are regularly updated

· are in the format required by The Highcrest Academy

· are sufficiently detailed to enable a new or stand-in teacher to provide seamless teaching and learning for pupils

· To monitor that departmental colleagues are adhering to the schemes of work and ensure that they are consistently using them to inform their daily lesson planning

· To ensure that the department has in place a rigorous system of assessment, recording and reporting which is based on National Curriculum/GCSE/GNVQ criteria and which is consistent with the whole-school policy

· To monitor that departmental colleagues are consistently using assessment data to inform their short and longer term planning

· To ensure that each pupil is provided with a pupil friendly outline scheme of work, assessment criteria and targets at the beginning of each academic year

· To ensure that the department has in place a homework policy which is consistent with the whole academy policy

· To organise courses, visits and out of school activities in connection with subject demands

Management of Pupil Progress and Assessment
· To use data to celebrate high achievement or significant progress, to monitor under-achievement and to set targets for attainment which are challenging and which are based on fully understood criteria

· To liaise with tutors and/or Heads of Learning in connection with effort grades

· To ensure that departmental marking is consistent with the whole academy marking policy, that it is regular and that it is accompanied by comments and targets which enable pupils to understand what they must do to progress

· To set KS3 and GCSE targets for the department which are realistic but challenging, are benchmarked against other more successful departments in The Highcrest Academy and in other similar schools/academies, and which are designed to lead to year on year improvements 

· To produce an annual evaluation for the Principal of Key Stage 3 and GCSE results, a department Self Evaluation and a Department Improvement Plan.

· To help the Heads of Learning and SENDCO to identify and monitor the progress of pupils with special needs and to co-ordinate the subject-specific arrangements for such pupils

· To allocate pupils to teaching groups as required and within agreed guidelines

· To determine the department’s examination requirements and produce relevant data for the Tracking and Assessment Manager and other staff as required

· To organise internal examinations with the appropriate Head of Learning

· To ensure that reports are completed as required by departmental staff and that deadlines are met

Management of Pupils’ Behaviour:
· To establish with departmental colleagues a firm and fair departmental approach to behaviour which is consistent with the ethos and policies of the academy

· To support teachers, in tandem with Heads of Learning, with pupils who present challenging behaviour

· To contact the parents of pupils who do not bring to class the necessary equipment, who fail to complete homework or coursework or who are under-performing specifically in the subject

· To help the SLT to supervise the site at break time and at lunch time (on a voluntary basis)

Management of Resources
· To advise on the deployment of staff and use of rooms within the department

· To maintain an up-to-date inventory of all material resources, stock and equipment in the department

· To ensure that electrical equipment meets health and safety regulations as per the academy’s Health and Safety policy

· To manage the departmental budget and allocate funds so as to provide the best possible resources to support pupil learning

· To ensure that classrooms and other areas in the department provide an attractive learning environment for pupils and that displays help pupils’ learning

· To provide pupils’ work for display at parents’ evenings, Open Evening and on other occasions as required

· To liaise with the Learning Resource Manager to ensure that the Learning Resource Centre has books and other resources which will support pupils’ learning in the subject

Management of Staff

· To advise the Principal on matters concerning the recruitment, deployment and performance of staff in the department

· To be a team leader for performance management

· To supervise the induction of new colleagues

· To supervise and evaluate the performance of NQTs and student teachers

· To observe lessons and give feedback, advice and support to departmental colleagues

· To be observed teaching by departmental colleagues and others

· To team-teach as appropriate

· To advise on continuing professional development

· To liaise with absent staff and ensure appropriate work is available for stand-in teachers

· To organise and supervise the work of support staff allocated to the department

· To hold departmental meetings and publish agendas and minutes

Management of External Liaison

· To represent The Academy or ensure presentation at any external activities considered appropriate

· To liaise with the LA through the appropriate  adviser(s) as required

· To liaise with feeder schools as appropriate

· To liaise with other departments in the school and foster cross-curricular collaboration
Whole Academy Management:

· To lead and support a team of teachers, to monitor and evaluate their performance, and to help them develop their skills

· To meet with other Heads of Department and the SLT as required, make an active contribution to whole academy policy making and positively disseminate policy to departmental teams

· To ensure departmental policies and procedures reflect whole-school policies and procedures

· To produce an annual report to the Principal on the progress of the department

· To produce an annual one year and three year departmental improvement plan

· To produce an annual self evaluation (SEF) for the department
Other:

· All staff are required to read and understand the current and future versions of Keeping Children Safe in Education, Part 1 and Appendix A along with the academy’s policies relating to Safeguarding and Child Protection, all of which are available electronically. 

· The Academy has a clear process where every member of staff must report any concern they have about a child directly to the DSL Team. This process is outlined during induction, regularly at whole staff meetings and in weekly bulletins. Details of the DSL Team is displayed daily in reception.  Any queries regarding any aspect of safeguarding must be made to a member of the DSL Team.

· All staff are required to read and understand the academy GDPR policy to ensure that all personal data collected about staff, pupils, parents, governors, visitors and other individuals is collected, stored and processed in accordance with the General Data Protection Regulation (GDPR) and the expected provisions of the Data Protection Act 2018 (DPA 2018) as set out in the Data Protection Bill.  This policy applies to all personal data, regardless of whether it is in paper or electronic format. 

· The Postholder must be prepared to carry out additional duties, which may reasonably be required by the Principal.  The duties of this post may vary from time to time, as required by the Principal, without changing their general character or level of responsibility.

· The Academy follows Safer Recruitment Guidelines and reserves the right to delay an applicant’s start date if any checks are outstanding.  This includes an online DBS check and where necessary an overseas check.  
Postholder
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