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HAZLEGROVE PREPARATORY SCHOOL

HEAD OF DEPARTMENT (SCIENCE)
JOB DESCRIPTION
Role
The Head of Science is directly responsible to the Academic Leads & the Headmaster for the management and teaching of Science throughout the school. The Head of Department will be expected to extend the teaching of and the appreciation of Science beyond the classroom within the broader school day and be prepared to explore opportunities for trips and visiting speakers.

Responsibilities:
Overall responsibility throughout the school for monitoring the following, whether or not they teach the year group:
· Planning
· Teaching and Learning
· Display
· Resources
· Assessment
· Record Keeping

Duties:
The duties of the Heads of Department may be broken down into 4 key areas:

Personal/professional – Heads of Department should:
· Set an example of the way the subject is taught
· Set an example in their teaching rooms in the promotion and display of the subject 
· Communicate an enthusiasm for their subject 
· Share in and fit in with the overall academic policy through co-operation with the Academic Leads

Teachers – Heads of Department should:
· Work with the Academic Leads and the Head to establish a subject team
· Monitor how the subject is being taught by observing lessons, monitoring pupils’ work, checking that marking is in line with school policy
· Hold subject meetings on a regular basis as required (at least once a term). When appropriate, feedback should be given to a member of the Senior Management Team
· Consider training needs and co-ordinate INSET provision within the department in conjunction with the Academic Leads
· Assist with the induction of new teachers and support new appointments

Curriculum – Heads of Department should:
· Keep up to date with educational developments in their subject, including National Curriculum, Common Entrance and individual Scholarship requirements
· Attend courses and meetings as appropriate
· Be ready to present to different audiences the nature and content of their subject
· Be responsible for planning in line with the whole-school planning policy
· Be aware of pupils throughout the school who may have particular needs and abilities and ensure that adequate provision is in place to meet individual needs where possible
· Monitor and support the teaching and learning of the subject throughout the school
· Ensure that teaching reflects planning, is effective and takes account of modification of the curriculum
· Monitor marking, recording and reporting to ensure that practice reflects school policy
· Encourage extra-curricular activity
· Attend Heads of Department meetings
· Look for opportunities to encourage the use of ICT in the subject
· Collect copies of examples of work to show variation of ability at different ages as appropriate
· Work towards cross-curricular work when appropriate
 
Resources – Heads of Department should:
· Update regularly a departmental inventory
· Take responsibility for departmental equipment and resources (including implementation of Health and Safety Policies)
· Write and update a Departmental Policy Handbook and Development Plan
· Review the department in the light of the previous development plan and identify targets as appropriate
· Identify needs and resources
· Submit a detailed budget request annually, reflecting the development plan
· Ensure that the purchases made using the Departmental Budget are in line with the agreed budget allocation
· Oversee the development of specialist teaching areas
· In conjunction with the Educational trips Co-ordinator, identify, plan and organise trips
· Report Health and Safety or maintenance issues when necessary
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