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BEAULIEU CONVENT SCHOOL

JOB DESCRIPTION FOR TEACHERS IN CHARGE OF SUBJECTS / COURSES

AND

HEADS OF DEPARTMENT 
The aim of all posts of responsibility at Beaulieu is to sustain and improve the quality of learning of the students in the school.  Allowance holders work with the Head of Secondary, Deputy Headteacher, Assistant Headteachers and other Senior Staff to promote educational opportunities, equality of opportunity and a quality-working environment for both teaching staff and students.


Title:



Head of Italian

Post Grading

MPS + SA1 

Accountable to:

Head of Secondary School via 
Professional Partner

Postholder:


TBC

Date:



1st September 2022
Each of the areas below will be discussed individually between the Headmaster and postholder.

1. LEADERSHIP

(a)
Gives direction to the work of colleagues in their department by setting goals that ensure:
1. that the norms, expectations and values of Beaulieu are communicated clearly

2. that the work of the department supports the Beaulieu development/management plans

3. that the department is meeting the requirements of all current documents/systems/policies – e.g. CYPES/ Schools and Colleges Department and Beaulieu policies; examination syllabuses or National Curriculum (Jersey)

4. that there are realistic priorities, timelines and deadlines

5. the department works as a team

(b)
Provides educational leadership by demonstrating good practice in the classroom, expert knowledge about the curriculum and of evaluative processes and procedures and the theories that underpin students’ learning


(c)
Participates in the construction of the school development plan, other school policies and initiatives and supports same

2.
MANAGEMENT FUNCTIONS

(a)
Review, develop, plan, implement and monitor courses of study

1. Produces work schemes conforming to all Beaulieu policies

2. Works co-operatively with teachers to deliver the defined curriculum 

3. Assists teachers to develop and implement appropriate broad-based student assessment and evaluation practices according to departmental and school policies

4. Monitors consistency of departmental report writing according to the Beaulieu policy

5. Makes evaluation a part of the everyday working practice within the department

(b)
Evaluation and support procedures
1. Conducts annual department self- evaluation and writes a report for the Head of Secondary
2. Evaluates the work of departmental colleagues regularly, and provides any necessary support

3. Identifies appropriate INSET and liaises with Executive Leadership Team 
4. Facilitates professional mentoring and provides as required an appropriate induction programme for NQTs and student teachers if required

5. Ensures that appropriate material is provided for cover lessons by absent staff
(c)
Department Organisation in School
1. Initiates and implements departmental changes and improvement within the boundaries of the school strategic plan

2. Constructs annual departmental action plan

3. Fulfils administrative requirements of the department / school

4. Co-ordinates responsibilities within department

5. In conjunction with the Executive Leadership Team and Head of Administration and other departmental staff prepares department teaching timetables and provides set-lists

6. Manages and deploys non-teaching staff allocated to department

7. Assists supply teachers and provides support for student teachers

8. Oversees the rooms allocated to the department/faculty, their contents, conformance to H & S requirements and upkeep

9. Recognises the cross-curricular implications of their subject and works with other HODs/HOSs as appropriate

10. Motivates, encourages and supports departmental staff in present and future career aspirations

11. Participates in the recruitment and selection of personnel for the department

12. Supports and participates as appropriate in initiatives involving other parts of the school or other schools/colleges (e.g. Primary, Secondary etc.) and in Community use of the school

13. Ensures that external visits are organised according to Beaulieu policy and safety regulations

(d)
Budget, Ordering and Inventory


1. Constructs annual budget plan in line with departmental and Beaulieu financial policy

2. Monitors and controls budget expenditure against the plan, aiming to achieve value-for-money

3. Orders capital equipment, supplies, textbooks and other resources according to the procedure specified

4. Co-ordinates textbook distribution and collection

5. Maintains all departmental inventories - equipment and book stock

6. Deals with equipment repairs and losses through the appropriate Technician

(e)
Meetings

1. Holds regular department meetings as per calendar and provides minutes/notes of same to SMT

2. Attends School meetings as required and provides feedback to the department

3. Provides liaison with other school committees as required

4. Attends other relevant meetings outside the school

5. Attends school assemblies unless withdrawing on religious grounds

(f)
Professional and personal development

1. Seeks and supports professional growth for self and colleagues

2. Encourages discussion and the sharing of information, ideas and good practice

3. Is knowledgeable about current educational issues and their impact on the department and the school

3.
STUDENTS

1. Upholds and participates in the arrangements for supporting students in the School

2. Maintains good order and discipline among the students protecting their health and safety

3. Registers students’ attendance and supervises them as per the published duty list and procedures

4.
ADDITIONAL RESPONSIBILITIES UNIQUE TO POSTHOLDER

In addition, the responsibilities of the post are to be performed in accordance with the Beaulieu Staff Handbook, the Teacher’s Task and Education Law. Job descriptions are subject to regular review between the postholder and the Headmaster and may be amended by mutual agreement in the context of changing circumstances and/or personal desire.

Jobholder: :_______________________________
Date: ________________





TBC
Head of School:  __________________________
Date: ________________


                               Head of School – Andrea Firby
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