
MANSHEAD SCHOOL

A Dunstable Ashton Foundation C of E Upper School
Headteacher: Jim Parker
Voluntary Aided
A Specialist Science and Maths College
Dear Applicant

Vacancy for LM English
Thank you for expressing interest in the above post.  This pack tells you something about the School and how to apply for the post.  We are also including the job description and person specification.

Manshead is a thriving Upper School in the Chiltern Hills close to the market town of Dunstable.  We are a Church of England (VA) school which provides us with a framework for our distinctive ethos. Manshead is also a DCSF designated specialist college in Science and Maths.  We have close to 1100 students aged between 13 and 19 years old and 300 of these are in the Sixth Form.  We take students from Dunstable and the surrounding villages, mainly from three feeder middle schools.  We strongly believe in our mission statement ‘in search of personal excellence’ – particularly in relation to our students’ success but also in relation to how we grow as staff.

In general our students are well motivated and successful but there is always room to improve.  Our GCSE results have reached a record 77% in 2011 and ‘A’ level results were also very good.  Our data shows that we are on target to significantly improve both our %5 A* - C figure and our value added in 2012.  We are committed to sustainable improvement at Manshead School and we are expecting to improve our effectiveness further in the coming years. 

Our students are great to work with and are becoming more involved in taking responsibility for their learning.  Behaviour is good and our students are usually polite, engaging and happy to be at school.  On occasions when they aren’t we have good systems to support colleagues and to help students back on the right track.  The students have plenty of opportunities to take part in sport, drama and other activities through our extra curricular provision and through our successful college system.  We have used the college system to move to a vertical integration of Learning Guide groups and we are really starting to see the benefits of this now that we are into our third year since its introduction.

Our staff are very welcoming and visitors often comment on the positive social environment in our large staff room.  The staffroom is well equipped for relaxing at break with coffee and delicious homemade cakes as well as providing work spaces for lesson preparation and assessment.

We are very well equipped with information technology.  All classrooms have PC's and projectors and more gain interactive whiteboards every year; we also have several IT suites and our Learning Platform is considered to be towards the leading edge.  Manshead School is proactive in encouraging the utilisation of new technology and welcome applications from fellow enthusiasts.

The staff committee are active and organise termly social events.  The sports facilities here include indoor badminton and five-a-side football pitches, outdoor pitches, dance and weights rooms, and great spaces to run; all are very popular with the staff, particularly on Fridays after school.

Our school is a forward thinking and exciting place to work.  We put the student at the centre of everything we do in our quest for excellence.  We hope that having read this, seen our prospectus and website you will feel encouraged to apply for the post advertised.

Please do not hesitate to contact us if you would like an informal discussion about the post and we look forward to receiving your application.

Yours sincerely
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Jim Parker

Headteacher
Application for Employment
Jobs working with Children and Vulnerable Adults
The Governors of Manshead School are committed to safeguarding and promoting the welfare of children and/or vulnerable adults and expects all staff and volunteers to share this commitment.
Please read the information and guidance notes before you complete the form.
	SECTION A
	Job Details

	Job applied for:
	

	Location:
	

	Job Reference Number:
	


	SECTION B
	Personal Information

	Surname:
	

	First Name:
	

	What title do you use?

(For e.g. Mr/Mrs/Miss/Ms/Dr):
	

	Address (including post code):


	

	How may we contact you quickly:
	Daytime 
	Evening

	Telephone Number:
	
	

	Mobile Number:
	
	

	Email Address: This address may be used to contact you during the recruitment process.
	


	SECTION C
	Current or most recent Employment/Voluntary Work

	Name and address of organisation:
	Job held:
	Current Salary/Pay Rate:

	
	
	

	
	Date of appointment:
	Length of notice:

	
	
	

	Brief summary of duties and responsibilities:



	Are you currently in employment? 

Yes  FORMCHECKBOX 
No   FORMCHECKBOX 

	If no, please state the date when last employment ended and the reason:
	


	SECTION D
	Educational and Professional/Specialist Qualifications

	Please list details relevant to this post, in chronological order. If short listed, you will be required to bring proof of these qualifications to interview. (Please use an additional sheet if necessary)

	Name and address of School, 
College or University attended:
	Qualifications: (for example NVQ, GCSE,      A level, Degree)
	Grade/Result received:

	
	
	

	
	
	

	
	
	

	
	
	


	SECTION E
	Training relevant to this post. (Please use an additional sheet if necessary)

	Name of Organisation:
	Name of specialist training courses:
	Result received:

	
	
	

	
	
	

	
	
	

	
	
	


	SECTION F
	Employment History 

	Please give details of your full employment history in date order starting with the most recent. 
You must list all employment, career breaks, and periods of unemployment, education and voluntary work since leaving secondary education; without any gaps. 
(Please use an additional sheet if necessary)

	Organisation’s name and address:
	Employment dates to nearest month
	Your role:
	Reason for leaving:

	
	From:
	To:
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please give details and reasons of any gaps in work history:



	SECTION G
	Additional Information 

	With this application form you will have received a person specification describing the skills and attributes we require for the job for which you are applying.  Please take this opportunity to explain how you meet each of the requirements of the job.  It will help the short listing process if you address each area of the person specification separately, preferably using sub-headings.  Please provide examples to illustrate your knowledge, skills, and experience. 
(Please use an additional sheet if necessary)

	

	SECTION H
	References

	Please give the names of two referees who can provide professional or educational references (not character).  The first must be from your present or last employer/voluntary organisation, if applicable.  
The person you name must hold a managerial or personnel position in that organisation and have access to your records.  If you do not give permission for your current employer to be contacted before interview, please provide us with an additional relevant referee to allow for two references to be available to the interviewing panel.  

Where you are not currently working with children or vulnerable adults but have done so in the past, you are required to nominate a referee from the organisation where you were most recently employed to work with children or vulnerable adults as one of your nominated referees.  If you are recommended for appointment in these circumstances we will then seek to gain your current employer as a referee.  

If you are unable to provide your employer’s details for reference purposes at that time your application will not be pursued further.  In the event that you are not currently employed we will require details from your last employer.
The referees provided will be asked if you have any live disciplinary offences and also about any ‘time expired’ disciplinary offences where they relate to children.  They will also be asked if you have been subject to any child protection or vulnerable adult protection concerns, and if so, the outcome of any enquiry or disciplinary procedure. 

PLEASE NOTE THAT The Governors of Manshead School reserve the right to ask you for permission to contact a referee from any organisation you have been associated with.  This can be in addition to, or instead of, the names you supply.




	Referee from Present or Last Employer/Voluntary Organisation

	Referee Name:
	
	Job Title:
	

	Address (including postcode):
	
	Telephone Number:
	

	Email Address:
	
	I agree to this reference being taken prior to any interview:
	Yes  FORMCHECKBOX 
No   FORMCHECKBOX 



	Second Referee 

	Referee Name:
	
	Job Title:
	

	Address (including postcode):
	
	Telephone Number:
	

	Email Address:
	
	I agree to this reference being taken prior to any interview:
	Yes  FORMCHECKBOX 
No   FORMCHECKBOX 



	Additional Referee – please provide an additional referee below if we are unable to contact your present employer prior to interview.

	Referee Name:
	
	Job Title:
	

	Address (including postcode):
	
	Telephone Number:
	

	Email Address:
	
	I agree to this reference being taken prior to any interview:
	Yes  FORMCHECKBOX 
No   FORMCHECKBOX 



	SECTION I
	Further Information

	1. Your job may require you to travel around the county (see person specification). Would this present any difficulty for you?

	Yes  FORMCHECKBOX 
No   FORMCHECKBOX 


	2. Are you subject to any legal restrictions in respect of your employment in the UK? 
You will be required to provide evidence of your eligibility to work in the UK and any information given may be checked with the Home Office or the Immigration Service.


	Yes  FORMCHECKBOX 
No   FORMCHECKBOX 


	3. Are you, to your knowledge, related to or have a close relationship with any, Officer or School Governor?

	Yes  FORMCHECKBOX 
No   FORMCHECKBOX 


	4. Do you hold any other appointment that would continue if you were appointed to this job?


	Yes  FORMCHECKBOX 
No   FORMCHECKBOX 


	5. Are you subject to a sanction or have you been at any time barred from working with children or vulnerable adults by the DfES, GSCC or been placed on List 99, 
POVA or POCA?


	Yes  FORMCHECKBOX 
No   FORMCHECKBOX 


	If you have answered 'yes' to questions 1, 2, 3, 4 or 5 please give details below:



	6. The post you are applying for is exempt from the 'Rehabilitation of Offenders Act 1974’. You will be required at interview stage to declare any unspent convictions, spent convictions, pending charges/current Police investigations, bind overs, warnings/ cautions or reprimands. 
Do you understand the above and agree to declare this information?

	Yes  FORMCHECKBOX 
No   FORMCHECKBOX 



	SECTION J
	Declaration

	I declare that, to the best of my knowledge and belief, the information given on this application form and supplied with it, is correct. 
I understand that any subsequent contract of employment with the School will be made only on this basis, and that, if I falsify or deliberately omit any relevant information I could be dismissed.

Signature: _______________________________________________  Date: _____________________                                              
If you lobby Governors or employees of the School, either directly or indirectly, in connection with your application you will be disqualified.




	Data Protection Act 1998: Assurance of Fair Processing: We will hold on computerised records the details you supply on this and related forms. This will allow us to provide pay, human resources and related services if we employ you. We may disclose these details to organisations or individuals with whom we consult regarding human resource related matters.
We will safeguard personal details and will not divulge them to any other individuals or organisations for any other purposes.




Please return your completed application form to: 

Manshead School, Dunstable Road, Caddington, LU1 4BB or email to office@mansheadschool.co.uk 

Monitoring Equality and Diversity in Employment

This section of the application form will be detached from your application form and will be used solely for monitoring purposes and for verification of identity; we will not make this information available to those involved in the selection process for the job you are applying for.

The Governors of Manshead School recognise and actively promotes the benefits of a diverse workforce and are committed to treating all employees with dignity and respect regardless of race, gender, disability, age, sexual orientation, religion or belief. We have an Equal Opportunities Policy which aims to make sure that we treat everyone fairly. 

To help us monitor this Policy, please answer the questions below. In order for your application to be considered completion of Section A is required. Completion of Section B is at your discretion.

	SECTION A
	

	Your full name: 
	Title: 
	Date of Birth: 

	Gender: (please specify) 
	National Insurance Number: 

	Other names you have been known by: 


	Please state where you saw this post advertised: 




	SECTION B
	

	a) Ethnic Classification Which of the following groups do you feel best describes your ethnic origin?

	Asian/Asian     British
	Indian
	 FORMCHECKBOX 

	Pakistani
	 FORMCHECKBOX 

	Bangladeshi


	 FORMCHECKBOX 

	Other Asian background Please specify
	

	Black/Black British
	Caribbean
	 FORMCHECKBOX 

	African
	 FORMCHECKBOX 

	Any other Black background
	 FORMCHECKBOX 

	Please specify background
	

	Chinese or other Ethnic Group
	Chinese
	 FORMCHECKBOX 

	Any other Ethnic group


	 FORMCHECKBOX 

	Please specify Ethnic Group
	

	Mixed
	White and Black Caribbean
	 FORMCHECKBOX 

	White and Black African
	 FORMCHECKBOX 

	White and Asian
	 FORMCHECKBOX 

	Other Mixed background Please specify
	

	White
	British
	 FORMCHECKBOX 

	Irish
	 FORMCHECKBOX 

	Any other Mixed background 
	 FORMCHECKBOX 

	Please specify background
	

	b) Disability The Disability Discrimination Act defines disability as ‘a physical or mental impairment which has a substantial and long term effect on the person’s ability to carry out day to day activities’.

	Do you consider yourself to have a disability under the Disability Discrimination Act 1995? (Please select Yes/No as appropriate)

	Yes    FORMCHECKBOX 


	No    FORMCHECKBOX 


	If you have answered 'yes' please complete the form overleaf.

	c) Sexual Orientation: Which of the following do you feel best describes your sexual orientation?

	Lesbian
	 FORMCHECKBOX 

	Gay Man
	 FORMCHECKBOX 

	Bisexual
	 FORMCHECKBOX 

	Heterosexual
	 FORMCHECKBOX 


	d) Religion/Faith/Belief: Which of the following groups do you feel best describes your religion/faith/belief? Religion/Faith/Belief?

	Buddhist
	 FORMCHECKBOX 

	Christian
	 FORMCHECKBOX 

	Hindu
	 FORMCHECKBOX 

	Jewish
	 FORMCHECKBOX 


	Muslim
	 FORMCHECKBOX 

	Sikh
	 FORMCHECKBOX 

	No Religion
	 FORMCHECKBOX 

	Other please specify
	


Application Form Guidelines 
Please read these notes carefully before you complete the application form.
Introduction
We use an application form, rather than asking for CVs to make sure that we treat all applicants fairly and equally. The application form ensures that all applicants present their information in the same standardised format and only tell us what we need to know. 

Please do not attach a CV - even if you do, we will not consider it.

· Please complete the form using black ink or a computer

· If any section does not apply to you, please write N/A

	SECTION A
	Job Details

	· Please insert the title, the location and the reference number of the job you are applying for. 

	SECTION B
	Personal Information

	· Please complete this accurately so we can contact you during your application.

	SECTION C
	Current or most recent Employment/Voluntary Work

	· Briefly describe the duties and responsibilities you held during this employment. Include any duties that you consider to be of particular relevance to the post you are applying for.

· Provide details of any other jobs (paid or unpaid) that you intend to continue doing 
(Working Time Regulations require us to monitor the hours that you work each week, including those you work in other organisations).

· Indicate whether you are currently employed.

	SECTION D & E
	Education and Professional/Specialist Qualifications & Training

	· Please list any qualifications and relevant training you have gained and grades.  

	SECTION F
	Employment History

	· Please give details of your full employment history in date order. You must list all employment, career breaks, and periods of unemployment, education and voluntary work without any gaps. In accordance with the ‘Safer Recruitment’ Guidelines we ask for employment dates for posts that are working with children and vulnerable adults.

	SECTION G
	Application Details

	· Please follow the guidance in Section G of the application form.

	SECTION H
	References

	· Please follow the guidance in Section H of the application form.

	SECTION I
	Further Information

	· Please answer Yes or No as requested.

· Please read the information enclosed about the Rehabilitation of Offenders Act 1974. The post you are applying for is exempt from this Act.

	SECTION J
	Declaration

	· Please read and sign the declaration. Giving false information may result in withdrawal of offer 
or dismissal.


Equality and Diversity in Employment form 
In order for your application to be considered completion of Section A is required. Completion of               Section B is at your discretion.
Equal Opportunities Guidelines

We have adopted an Equal Opportunities Policy, to meet the needs of Bedfordshire’s diverse community, and to comply with equal opportunities legislation. This means that we welcome applications regardless of:
	· Age 

· Colour

· Disability 

· Ethnic or National Origins

· Marital status 

· Nationality

	· Political Belief 
· Race

· Religion or Belief

· Sexual Orientation

· Trade union membership and activity 
· Unrelated criminal convictions



We also undertake to treat all job applications and employees fairly and to ensure that we are not discriminating.

Equal Opportunities Policy Statement
We are committed to Equal Opportunities. We wholeheartedly accept our legal obligations under: 

	· The Race Relations Act 1976; the Race Relations (Amendment) Act 2000; and the Race Relations 1976 (Amendment) Regulations 2003

· The Sex Discrimination Acts 1975,1986 and 1999 (as amended)

· The Employment Equality (Religious Belief) Regulations 2003

· The Employment Equality (Sexual Orientation) Regulations 2003

· The Disability Discrimination Act 1995

· Employment Equality Act (Age) Regulations 2006



These Acts make it generally unlawful to discriminate unfairly on the grounds of:
	· Colour

· Race

· Nationality

· Ethnic or National Origins
· Gender or Marital status 

	· Disability

· Religion or Belief

· Sexual Orientation

· Age




We also undertake not to discriminate unfairly on the grounds of:
	· Trade union membership and activity.
· Political belief. 

· Unrelated criminal convictions.

· We are committed to implementing Equality of Opportunity in carrying out all our various functions. 

· We are committed to developing effective policy, strategy and standards, 



A Strategy to Recruit, Retain and Develop People with Disabilities

We are committed to improving employment opportunities for disabled people. 
As part of this commitment, we will:

	· Interview all applicants with a disability who meet the essential criteria for a job vacancy and consider them on their abilities.
· Ensure that disabled employees are smoothly and effectively inducted into the organisation.
· Identify and provide any ‘reasonable adjustments’ to working arrangements or the working environment that disabled employees need to do their job effectively.
Make every effort to retain employees who become disabled while employed by the Council.


Disability

We follow the definition of disability provided by the Disability Discrimination Act 1995. This Act defines a disabled person as a person who has, or has had, a physical or mental condition which substantially impairs their ability to carry out normal day-to-day activities, and which has lasted, or is likely to last, for a period of 12 months of more. 
In addition to identifying whether or not you have a disability, we would ask you to indicate the nature of your disability as follows:

	Physical Disability: 
Including conditions affecting mobility, manual dexterity, physical co-ordination, continence and ability to lift, carry or otherwise move everyday objects.
Visual Impairment: 
Including blind and visually impaired people, except where the visual impairment is corrected, or could be corrected, by using spectacles or contact lenses.
Hearing Impairment: Includes those people who are deaf (from birth or early childhood), deafened and hard of hearing.
Speech Impairment: Includes all conditions which affect a person’s ability to express themselves clearly through speech.
Learning Disability: Includes all conditions which impair memory or ability to concentrate, learn or understand, or which affect the perception of the risk of physical danger.
Mental Health Problems: Includes all clinically well-recognised conditions which substantially impair the performance of any normal day-to-day activities.



Ethnic Origin

Ethnic origin is about your racial and/or cultural identity. It has nothing to do with your citizenship or where you were born. 
You could be a UK citizen and belong to any of the groups below:
	Asian:  
	People whose recent ancestors came from Asian continent (excluding China)

	Bangladeshi: 
	People whose recent ancestors came from Bangladesh

	Black – African:  


	People whose recent ancestors came from Africa and were African by race.Do not tick this category if your ancestors were born in Africa but came from elsewhere (for example, Asia or Europe)

	Black – Caribbean: 
	People whose ancestors came from the Caribbean

	Black – Other:  
	People who regard themselves as black but whose ancestors did not come from Africa

	Chinese: 
	People whose ancestors came from China (including Hong Kong and Taiwan)

	Indian:
	People whose ancestors came from India

	Irish:  
	People whose ancestors came from Ireland

	Mixed Race:  


	People whose parents are from different ethnic groups as defined in this classification system, for example, you had a Black-Caribbean father and an Irish mother or your father was white and your mother was Asian/Pakistani/Indian

	Pakistani:
	People whose recent ancestors came from Pakistan

	White:
	People whose ancestors came from Europe (other than Ireland)

	Other:
	People whose ethnic origin does not fit any of the other categories, for example, Arabic, or Japanese


Sexual Orientation 

Sexual orientation is defined as having a sexual attraction to persons as outlined below:

	· Lesbian: A woman who is sexually and emotionally attracted to women      
· Gay Man: A man who is sexually and emotionally attracted to men
· Bisexual: A person who is sexually and emotionally attracted to people of either sex
· Heterosexual: A person who is sexually and emotionally attracted to people of the opposite sex



Asylum and Immigration Act 1996 

Eligibility for Employment in the UK

We are required by law to undertake document checks to ensure that all prospective employees are legally entitled to live and work in the United Kingdom. 
Any candidate selected for interview must produce documentary evidence that they qualify for employment under the above Act. 

Those selected for interview must bring with them originals of the following documents:
· A passport confirming that you are either a British Citizen, or a European Economic Area National, or which shows that you have the right to live in, or an entitlement to, re-admission to the UK.  
Nationals of the EU countries of Latvia, Slovakia, the Czech Republic, Lithuania, Slovenia, Estonia, Hungary and Poland require a registration certificate from the governments Worker Registration Scheme (WRS). Please refer to the guidance notes on the websites listed below.

If you do not have a full valid passport you will need to provide a combination of the following:
· A document that shows your permanent National Insurance Number. This could be a P45, a pay slip, a P60, a National Insurance card, or a letter issued by a government agency 
And 
· A full birth certificate issued in the UK or the Republic of Ireland

If you do not have a full valid passport or birth certificate and document showing your permanent National Insurance Number please refer to the guidance notes on our website at: www.centralbedfordshire.gov.uk or alternatively visit the Home Office website at: www.homeoffice.gov.uk 
Please note that in some circumstances we are able to apply for a work permit.
You should be aware that you will not be able to start employment with the Council, until you are able to produce any one of the above documents. 
If you fail to produce one of these documents within a reasonable time frame, the job offer will be withdrawn. We will retain a copy of the document you produce for our records.

Rehabilitation of Offenders Act 1974 

Disclosure of Criminal Records
The authority will only consider criminal records for their relevance to the post in question, and that a conviction is not necessarily a bar to employment at the school. The Council operates to the standards of the CRB Code of Practice, and copies of this are available on request.
Introduction: 

A particular concern for local authorities in recruitment is to make sure that it guards against appointing people who are unsuitable for working with children or vulnerable adults. There are various measures that can be taken to avoid this happening, one of which is to check whether the person to be appointed has any previous convictions for relevant offences.
The Rehabilitation of Offenders Act 1974 was introduced to ensure that ex-offenders who have not re-offended for a period of time since the date of their conviction are not discriminated against when applying for jobs. This enables ex-offenders to ‘wipe the slate clean’ of their criminal record in the sense that, unless the post they are applying for is exempt from the Act, (see below), they are not legally required to disclose convictions that have become ‘spent’.  

Exemptions from the Act: 

In order to protect certain vulnerable groups within society there are a large number of posts and professions that are exempt from the Act. These include posts involving access to children, young people, the elderly, disabled people, alcohol or drug misusers and the chronically sick. In such cases organisations are legally entitled to ask applicants for details of all convictions, irrespective or whether they are ‘spent’ or ‘unspent’ under the Act. 
The position you are applying for is exempt under the Rehabilitation of Offenders Act and if you are offered the position, you will be required to complete a ‘Disclosure’ application, (see below). 
The Criminal Records Bureau and the Disclosure System: 

The statutory framework for the Criminal Records Bureau (CRB) is set out in Part V of the Police Act 1997. Its aim is to provide a standardised and speedy delivery of information on criminal records. This will be achieved through the system of ‘Disclosure’. 

A Disclosure is a certificate which provides certain information, depending on the type of Disclosure requested.  The levels are as follows:

Standard: 

This can be requested for posts which are exceptions to the Rehabilitation of Offenders Act and will contain details of unspent and spent convictions, cautions, reprimands and final warnings held on the 
Police National Computer.

Enhanced: 

This can be requested for posts which are exceptions to the Rehabilitation of Offenders Act AND involves regularly caring for, training, supervising or being in charge of persons aged under 18 or ‘vulnerable’ adults. This Disclosure contains the same information as the Standard Disclosure along with non-conviction information from local police records if that is thought to be relevant to the position being applied for.

JOB DESCRIPTION – TEACHER ON MPS
	All teachers are subject to the Conditions of Employment set out annually in the School Teachers’ Pay and Conditions Document.  These detail the professional and particular duties required of teachers, together with requirements for Management time, Working time, Guaranteed planning and preparation time. The school complies with these requirements in order to make reasonable demands of teachers.

Additionally, STPCD requires all teachers to be involved in:

· Advising and co-operating with the headteacher and other teachers on the preparation and development of courses of study, teaching materials, teaching programmes, methods of teaching and assessment and pastoral arrangements 

· Taking any such part as may be required … in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the school 

· Co-ordinating or managing the work of other staff

Main scale teachers will be asked to maintain an overview of teaching, standards and ongoing improvement in specified subject(s) or areas.

 Over time this might reasonably include:

· Reviewing and developing of curriculum policy in the subject(s)

· Monitoring and evaluating the quality of planning in the subject(s) by other teachers

· Observing teaching in the subject(s) in order to evaluate strengths and areas for further development, or the impact of school improvement work 

· Evaluating relevant assessment information for individuals, groups or cohorts

· Suggesting issues in the subject(s) for further development

· Reviewing and co-ordinating the usage of resources in the subject(s)

· Providing advice and supporting new staff in the subject(s)

· Reporting on progress, achievement and standards in the subject(s) to staff, governors or parents

· Arranging and promoting relevant subject activities to promote pupils’ enthusiasm and interest

This job description will be supported by an Annual Job Plan which will list the key tasks, responsibilities and outcomes sought from the post holder in the school year.  These will be derived from the School Improvement Plan and other school priorities.


LM ENGLISH -  JOB DESCRIPTION DETAILS
	Post Title:
	Learning Manager of English

	Purpose:
	· To develop and enhance the teaching practice of others 
· To ensure provision of an appropriately broad, balanced, relevant and differentiated curriculum for students studying in the curriculum area, in accordance with the aims of the school and the curricular policies determined by the Governing Body and Headteacher of the school. 
· To act as a Curriculum Lead and be responsible for leading and developing this area.

· To raise standards of student attainment and achievement within the school and to monitor and support student progress.

· To monitor and support the overall progress and development of students as a manager within the curriculum area with the support of the English Key Stage Co-ordinators.

	
	

	Reporting to:
	Leadership Link

	
	

	Responsible for:
	The provision of a full learning experience and support for students

	
	

	Liaising with:
	Leadership Link, English KS Co-ordinators, relevant non-teaching support staff, LEA representatives external agencies and parents 

	
	

	Working Time:
	Full time

	
	

	Salary/Grade:
	

	
	

	Disclosure level
	Enhanced

	Operational/ Strategic Planning


	· To lead the development of appropriate syllabuses, resources, schemes of work, marking policies, assessment and teaching strategies in the department, within the designated area.

· The day-to-day management, control and operation of one curriculum area provision within the department.

· To actively monitor and follow up student progress as well as to develop effective intervention strategies
· To implement School Policies and Procedures eg. Equal Opportunities, Health and Safety, COSHH, Accommodation Strategy, etc.

· To work with colleagues to formulate aims and objectives for the department which have coherence and relevance to the needs of students and to the aims and objectives of the school.

· To manage the business planning function of the department, and to ensure that the planning activities of the department reflect the needs of the students and the aims and objectives of the school.

	
	

	Curriculum Provision:
	· To liaise with Leadership Link to ensure the delivery of an appropriate, comprehensive, high quality and cost-effective curriculum programme which complements the school’s strategic objectives.

	
	

	Curriculum Development:
	· To support curriculum development within the whole department.

· To keep up to date with national developments in the subject area and teaching practice and methodology.

· To actively monitor and respond to curriculum development and initiatives at national, regional and local levels.

· To maintain accreditation with the relevant examination and validating bodies.

	
	

	Staffing

Staff Development:

Recruitment/ Deployment of Staff


	· To work with the Leadership Link responsible for Teaching & Learning to ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs.

· To be responsible for the efficient and effective deployment of the Teaching Assistants.

· To undertake Performance Management Reviews and to act as reviewer for a group of staff within the designated area.

· To participate in the interview process for teaching posts when required and to ensure effective induction of new staff in line with School procedures.

· To promote teamwork and to motivate staff to ensure effective working relations.

· To participate in the school’s ITT programme.

· To be responsible for the day-to-day management of staff within the designated area of responsibilities and act as a positive role model. 

	
	

	Quality Assurance:


	· To ensure the effective operation of quality control systems.

· To establish the process of the setting of targets within the department and to work towards their achievement.

· To establish common standards of practice within the department and develop the effectiveness of teaching and learning styles in all relevant curriculum area within the department.

· To contribute to the school procedures for lesson observation.

· To implement school quality procedures and to ensure adherence to those within the department.

· To participate in the monitoring and evaluation of the curriculum area/department in line with agreed school procedures including evaluation against quality standards and performance criteria.

· To seek/implement modification and improvement where required within the relevant curriculum area.

	
	

	Management Information:
	· To ensure the maintenance of accurate and up-to-date information concerning the relevant curriculum area on the management information system.

· To make use of analysis and evaluation of performance data.

· To identify and take appropriate action on issues arising from data, systems and reports, setting deadlines where necessary and reviewing progress on the action taken.

· To produce reports on examination performance, including the use of value-added data.

· To identify exam entries within the department.

	
	

	Communications:
	· To ensure that all members of the department / curriculum area are familiar with its aims and objectives.

· To ensure effective communication/ as appropriate with the parents of students.

· To liaise with partner schools, higher education, Industry, Examination Boards, Awarding Bodies and other relevant external bodies.

	
	

	Marketing and Liaison:
	· To contribute to the school liaison and marketing activities, eg, the collection of material for press releases. 

· To lead the development of effective subject links with partner schools and the community, attendance where necessary at liaison events in partner schools and the effective promotion of subjects at Open Days/Evenings and other events in partner schools and the wider community.
· To actively promote the development of effective subject links with external agencies.

	 
	

	Management of Resources:
	· To identify resource needs and to contribute to the efficient /effective use of physical resources 

·  To co-operate with other departments to ensure a sharing and effective usage of resources to the benefit of the school and the students.

	
	

	Pastoral System:
	· To monitor and support the overall progress and development of students within the curriculum area

· To help to monitor student attendance together with students’ progress and performance in relation to targets set for each individual; ensuring that follow-up procedures are adhered to and that appropriate action is taken where necessary.

· To manage the implementation of the Behaviour Management system in the Department so that effective learning can take place.

	
	

	Teaching:
	· To undertake an appropriate programme of teaching in accordance with the duties of a standard scale teacher.

	
	

	Additional Duties:
	· To play a full part in the life of the school community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.


	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 description.

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 opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	

	This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.


Person Specification – Learning Manager of English
	Education & Qualifications
	Essential attributes
	Evidence

Application form

	
	· Degree in English or English related subject

· Qualified Teacher Status
	

	
	Preferred attributes
	

	
	· Accredited examiner for Exam Board

· Evidence of further substantial professional development
	

	

	Teaching and Learning
	Essential attributes
	Application form

Lesson observation

Interview

	
	· An excellent classroom practitioner

· Significant experience of teaching in a secondary school age setting

· A record of innovation in teaching and learning in English

· Experience of implementing new strategies in department
· Experience of improving the teaching of other colleagues
	

	
	Preferred attributes
	

	
	· Experience of teaching A-Level

· Experience of working with colleagues in partner schools

· Experience of leading CPD at whole school level
	

	

	Skills
	Essential attributes
	Interview and lesson observation

	
	· Experience of management of a group of staff

· Excellent interpersonal skills

· To be able to work under own initiative

· To be able to work with a wide range of staff of differing teaching experience

· Possess excellent organisational skills
· To be able to analyse the success of initiatives
	

	

	Personal Qualities
	Essential attributes
	Interview and lesson observation

	
	· A sense of perspective 

· A passion for education

· Resilience
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The English Department currently consists of nine members:

Tanja Guest


Learning Manager / Senior Member of Staff

Michael Tatham

KS3 Co-ordinator

Claire Narracott

KS4 Co-ordinator

Chris Seaman 

KS5 Co-ordinator

Caroline Goulding

English Teacher / Learning Pastoral Manager 

Liz Lloyd


English Teacher (p/t)

Barbara May


NQT

Liz Rudling


NQT

Lesley Thomas

English-specific Teaching Assistant

The English Faculty at Manshead is housed in a suite of 6 rooms with excellent facilities and a newly-refurbished office.  The Faculty is very well stocked with extensive resources for the new GCSE specification. Each teaching room has an interactive whiteboard and extensive differentiated teaching materials are available on our Learning Platform.  Computer rooms can be booked and there is also a large modern Drama Studio available to the Department as well as a well-stocked library run by qualified librarians.

English is taught in broad ability bands for 6 one hour periods in years 9 and 10 and 7 periods in year 11 per 10 day cycle.  Special needs students are integrated into mainstream English classes and further Literacy support is given at KS3 and 4 through input from the English, SEN and MFL department.  At GCSE, students follow the AQA syllabus in English Language and Literature.  English Literature and English LangLit are becoming increasingly popular at ‘A’ Level as our GCSE results have risen sharply over the last two years.
The Faculty encourages lively, student centred approaches to English teaching with an emphasis on high standards of achievement in a purposeful, positive environment.  There is a very strong and mutually supportive team of teachers and we are especially proud of our subject expertise and the enthusiasm and innovation which we bring into the classroom.

The English Department went through a period of instability and massive underachievement in 2007 – 2009.  Tanja, a member of the Leadership Team and very successful Subject Leader, was given a more “hands-on” management role to ensure the department started making more progress.  The Learning Manager resigned at the end of the Summer Term in 2010 and Tanja took on the role as interim Learning Manager to mould a new team and develop good practice in the department.  Progress has been rapid with GCSE performance improving significantly:  2009 – 43% pass rate, 2010 – 57% and 2011 – 71%.  We are now looking to appoint an English specialist to lead the department to the next level as the school seeks to move to an outstanding OFSTED judgement.

February 2012
“In search of personal excellence”
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