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THE GREGG SCHOOL

JOB DESCRIPTION – HEAD OF DEPARTMENT
Please refer to Points 1-15 and Annex B of The Gregg and St. Winifred’s Trust Contract of Employment for contract terms and duties.

JOB SUMMARY:
Title:
Head of History 

Location:
The Gregg School, Townhill Park House, Cutbush Lane, Southampton.  SO18 2GF

Purpose:
To lead and manage the History Department

Reporting

line:
Head of Humanities Faculty

Hours:
Full-time

Salary:
According to payscale

Summary
It is the responsibility of a Head of Department to manage departmental 

of role:
administration and tasks efficiently, and to lead the department in achieving the School’s strategic aims.  The successful candidate will be expected to be an ambassador for learning within the School and actively seek to raise academic standards and improve the quality of teaching and learning within the department.  The Head of Department is responsible for managing the performance of staff within the department and maintaining a professional working relationship between those members of staff in the department.  This will include working collaboratively with the departmental team, delegating and offering professional support where appropriate.

MAIN DUTIES AND RESPONSIBILITIES:
1. To deliver exceptional quality teaching and learning within the School.


2. Ensure that schemes of work are sufficiently challenging and enable students to develop a range of skills in line with their academic potential, in accordance with School policy.


3. Actively promote History, for example by using suitable wall displays within the subject area.


4. Analyse, and report to the Head of Humanities on public examination results, detailing strengths and areas for development, and outlining any action plans to address areas for development.


5. Contribute annually to the updating of the Humanities Department Handbook.


6. Contribute to discussions regarding the budget allocation within the Humanities Faculty.


MANAGEMENT AND DEVELOPMENT

A Head of Department is expected to:

1. Ensure all members of staff in the department are delivering high quality lessons in line with departmental schemes of work and School policy.


2. Promote the values and ethos of The Gregg School.


3. Set ambitious, yet realistic, targets for students and support colleagues in encouraging them to fulfil their academic potential.


4. Ensure that appropriate work is set on a regular basis and marked in accordance with departmental policy.

5. Monitor and track the progress of students by setting appropriate assessments in line with departmental policy.


6. Ensure that assessed work is marked on a regular basis in accordance with the departmental marking policy and that it is appropriately annotated to enable students to assess their own learning.


7. Ensure that members of the department complete all progress reviews and long reports in a professional manner.


8. Co-ordinate the department’s intervention strategies for under-performing students


9. Ensure the quality of teaching and learning within the department.


10. Aim to ensure that resources available to members of staff within the department are sufficient to enable effective teaching to take place.


11. Ensure that major departmental resources are recorded and accounted for.


12. Hold regular departmental meetings.


13. Ensure that members of the department and Humanities Faculty are aware of developments and changes in the public examination system for History.


14. Ensure that work is available for the sets of absent colleagues within the department and that, where possible, some interim cover and teaching is provided if absence is for more than a single day.


15. Actively support and assist members of their department who experience discipline problems with students.


16. Carefully monitor the teaching of NQTs and student teachers who are members of the department.


17. Ensure that all aspects of the School’s health and safety policy are implemented within the department, where relevant.



LIAISON

A Head of Department is expected to liaise with:
1. The Head of Humanities Faculty to make that person aware of any matter concerning other staff teaching History.


2. The Head of Humanities Faculty with regard to all academic matters.


3. Tutors and parents (after consultation with the Head of Humanities Faculty) with regard to students where there is a cause for concern.


4. Other Heads of Department in regard to cross-curricular opportunities.

A tutor is expected to liaise with:

1. The Assistant Headteachers with particular responsibility for that year group.


2. Parents, concerning issues relating to students within the tutor group.

PROFESSIONAL STANDARDS

1. Support the ethos of the School


2. Be an excellent teacher


3. Keep abreast of national educational initiatives and any future impact on students’ learning, advising the Head of Humanities Faculty as necessary.


4. Make a significant contribution to extra-curricular activities


5. Set a good example to students by appropriate dress, conduct and punctuality.


6. Treat all members of the School community with respect and consideration.


7. Treat all students fairly, consistently and without prejudice.


8. Take responsibility for personal professional development within the School’s CPD programme.


9. Attend all departmental and staff meetings as required.


10. Promote the School on public occasions, such as Open Days and Speech Day.


11. Ensure that all deadlines are met.


12. Take responsibility for matters relating to health and safety.


13. Undertake duties that may be reasonably assigned by the Headteacher (directly or indirectly).

Responsibilities may be direct, joint or through devolved structures, but always in accordance with whole school policies.  These details may be amended at any time by agreement, but in any case will be reviewed through the appraisal process.
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