
 

Head of Subject  
JOB DESCRIPTION 

Purpose:

• To develop structures which will facilitate progression and 
con5nuity in curriculum across key stages 

• To raise standards of student a9ainment & achievement within 
department and to monitor and support student progress 

• To be accountable for student progress & development within the 
subject area 

• To develop & enhance the teaching prac5ce of others 
• To be accountable for leading, managing and developing the 

subject/curriculum area, including improving KS5 student take-up 
for the subject 

• To manage effec5vely and deploy teaching /support staff, financial 
and physical resources within the department to support the 
designated curriculum porEolio

Repor5ng to:

Head of Faculty

Responsible for:

Teaching staff and other relevant personnel within the department

Liaising with:

Head/depu5es, Head of Faculty, Student Support Services and relevant 
staff with cross-school responsibili5es, relevant non-teaching support staff, 
LEA staff, parents

Working 5me:

Full 5me or pro rata according to current working pa9ern

Salary/grade: Main  Teachers Pay Scale and Head of Subject TLR

Disclosure level: Enhanced

MAIN (CORE) DUTIES



Opera5onal/strategic 
planning

• To lead the development of appropriate syllabuses, resources, 
schemes of work, marking policies, assessment and teaching and 
learning strategies in the faculty  

• The day-to-day management, control and opera5on of course 
provision within the department, including effec5ve deployment of 
staff and physical resources 

• To ac5vely monitor and follow up student progress 
• To implement school policies & procedures, e.g. equal 

opportuni5es, health & safety, COSHH, accommoda5on strategy 
ICT, ECMs etc. 

• To work with colleagues to formulate aims, objec5ves and strategic 
plans for the department which have coherence and relevance to 
the needs of students and to the aims, objec5ves and strategic 
plans of the school 

• To lead and manage the business planning func5on of the 
department and to ensure that the planning ac5vi5es of the 
department reflect the needs of students within the subject area, 
SDP/DDP and the aims and objec5ves of the school 

• To link with colleagues to ensure that the work in the curriculum 
area fully reflects the school’s dis5nc5ve ethos and mission 

• In conjunc5on with the school’s E-Safety coordinator, to foster & 
oversee the applica5on of ICT in your area including the 
development of materials for teaching & learning 

• To ensure that health & safety policies and prac5ces, including risk 
assessments, throughout the faculty are in line with na5onal 
requirements and are updated where necessary, therefore liaising 
with the school’s Health & Safety Manager 

Curriculum provision/
development

• Repor5ng to Governing Body when required 
• Discuss 5metable issues, where appropriate, which arise in your 

department 
• Keeping other staff informed about the work of the department 

area 
• Represen5ng the department where necessary including evening 

events and Welcome to Key Stage evenings at the start of the 
academic year 

• Liaise with DH Teaching and Learning to ensure delivery of an 
appropriate, comprehensive, high quality & cost effec5ve 
curriculum programme which complements the school 
improvement plan 

• To keep up-to-date with na5onal developments in the subject area 
and teaching prac5ce and methodology 

• To ac5vely monitor and respond to curriculum development and 
ini5a5ves at na5onal, regional and local levels 

• To liaise with the Exams Officer to maintain accredita5on with the 
relevant examina5on and valida5ng bodies 

• To ensure mock exams and assessments are scheduled and 
prepared.



Staffing 
Staff development 
Recruitment/deployment 
of staff

• To work with the Head of Faculty to ensure that staff development 
needs are iden5fied and that appropriate programmes are designed 
to meet such needs 

• To be responsible for the efficient and effec5ve deployment of the 
faculty’s technicians/support staff within your department 

• To undertake performance management reviews and to act as 
reviewer for a group of staff within your department 

• To make appropriate arrangements for classes when staff are 
absent, ensuring appropriate cover within the department by 
liaising with the relevant staff to secure appropriate cover within 
the department 

• To par5cipate in the interview process for teaching posts when 
required and to ensure effec5ve induc5on of new staff in line with 
school procedures 

• To promote teamwork and to mo5vate staff to ensure effec5ve 
working rela5ons 

• To par5cipate in the school’s training school programme 
• To commit to the school’s performance management programme, 

reviewing your own contribu5on to the organisa5on and 
par5cipa5ng in CPD as required to meet the requirements of your 
job role and meet legisla5ve requirements. 

• To be responsible for the day-to-day management of staff within 
the department and act as a posi5ve role model

Quality assurance:



• To ensure the effec5ve opera5on of quality control systems 
including teaching, marking, modera5on and feedback.  

• To establish central department data tracking is in place and this is 
up-to-date with student targets and work toward their 
achievement.  

• To establish common standards of prac5ce within the department 
and develop the effec5veness of teaching and learning styles in 
your department 

• To contribute to the school procedures for lesson observa5on 
• To implement quality procedures and to ensure adherence to those 

within the department 
• To monitor and evaluate the curriculum in line with agreed school 

procedures including evalua5on against quality standards and 
performance criteria 

• To seek/implement modifica5on and improvement where required 
• To ensure that the department’s quality procedures meet the 

requirements of self evalua5on and the strategic plan 
• To work with the Faculty Leader and other heads of department to 

establish standard protocols rela5ng to 5ers of entry and similar 
elements of the subjects for consistency 

• To ensure you contribute to Faculty mee5ngs on ma9ers related to 
your subject area

Management informa5on:

• To ensure the maintenance of accurate and up-to-date informa5on 
concerning the department on the management informa5on 
system 

• To ensure  
• To make use of analysis and evaluate performance data provided 
• To iden5fy and take appropriate ac5on on issues arising from data, 

systems and reports; se\ng deadlines where necessary and 
reviewing progress on the ac5on taken 

• To use ALPS to analyse department data at KS4 and 5 and produce 
reports within the quality assurance cycle for the department 

• To produce reports on examina5on performance (exam analysis), 
including the use of value-added data ensuring members of your 
team are ac5ve par5cipants in the process of wri5ng this document 

• To produce interven5on and extracurricular mapping for your 
subject 

• In conjunc5on with the Faculty Leader to manage the department’s 
collec5on of data 

• To provide the Governing Body with relevant informa5on rela5ng to 
the department performance and development

Communica5ons:



• To ensure that all members of the department are familiar with its 
aims and objec5ves 

• To ensure effec5ve communica5on/consulta5on as appropriate 
with the parents of students 

• To work with the Faculty Leader and other heads of department to 
establish a consistent format in regard of parental and student 
le9ers e.g. 5ers of entry  

• To liaise with partner schools, higher educa5on, industry, 
examina5on boards, awarding bodies and other relevant external 
bodies 

• To represent the department’s views and interests

Marke5ng and liaison:

• To contribute to the school liaison and marke5ng ac5vi5es e.g. the 
collec5on of material for press releases including newsle9er, 
website and social media contribu5ons 

• To lead the development of effec5ve subject links with partner 
schools and the community, a9endance where necessary at liaison 
events in partner schools and the effec5ve promo5on of subjects at 
open days/evenings and other events 

• To ac5vely promote the development of effec5ve subject links with 
external agencies

Management of resources:

• To manage the available resources of space, staff, money and 
equipment efficiently within the limits, guidelines and procedures 
laid down; including deploying the department budget as specified 
by the faculty leader ac5ng as a cost centre holder, requisi5oning, 
organising and maintaining equipment and stock, and keeping 
appropriate records 

• To work with the Faculty Leader in order to ensure that the 
department’s teaching commitments are effec5vely and efficiently 
5metabled and roomed

Pastoral system:

• To monitor & support the overall progress and development of 
students within the department 

• To monitor student a9endance together with students’ progress 
and performance in rela5on to targets set for each individual, 
ensuring that follow-up procedures are adhered to and that 
appropriate ac5on is taken where necessary 

• To act as a form tutor and to carry out the du5es associated with 
that role as outlined in the generic job descrip5on 

• To contribute to PSHE, ci5zenship and enterprise according to 
school policy 

• To ensure the behaviour management system is implemented in 
the department so that effec5ve learning can take place

Teaching:

• To undertake an appropriate programme of teaching in accordance 
with the du5es of a standard scale teacher



Other specific du5es: 

Addi5onal du5es:

• To oversee extracurricular provision mapping for your subject. 
• To play a full part in the life of the school community, to support its 

dis5nc5ve mission and ethos and to encourage and ensure staff and 
students follow this example

To con5nue personal development as agreed. 

To undertake any other duty as specified by Headteacher not men5oned in the above. 

Whilst every effort has been made to explain the main du5es and responsibili5es of the post, each 
individual task undertaken may not be iden5fied; employees will be expected to comply with any 
reasonable request from a manager to undertake work of a similar level that is not specified in this job 
descrip5on. 

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors 
and telephone callers. 

The school will endeavour to make any necessary reasonable adjustments to the job and the working 
environment to enable access to employment opportuni5es for disabled job applicants or con5nued 
employment for any employee who develops a disabling condi5on. 

This job descrip5on is current at the date shown but, in consulta5on with you, may be changed by the 
Headteacher to reflect or an5cipate changes in the job commensurate with the grade and job 5tle.


