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6 January 2014

Dear Applicant

Thank you for taking an interest in the post of Associate Assistant Headteacher:  Head of English, with extended leadership team responsibility, here at Beverley Grammar School.  I look forward to receiving your application form and supporting letter.

Beverley Grammar School prides itself on its ethos and is committed to driving-up still further, the English and Literacy standards of all our students.

English is taught by a dedicated team of teachers.  We are looking for an enthusiastic, committed and determined person to lead a well-established and successful department, whilst also leading the continued development of Literacy across the curriculum.

The attached documents include a generic Head of Subject Job Description, a Person Specification, details about the English Department as it currently stands and a school application form.  Please outline in your supporting letter, of no more than 2 sides of A4, how your experience and qualities will match the details given.

If you are enthused by these challenges, I look forward to hearing from you by the closing date of 24 January 2014.  Interviews will take place on 4 February 2014 and selected candidates will be informed by e-mail.  Further details will be provided once shortlisting has taken place.

Yours faithfully
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Grahame Hodson

Headteacher


BEVERLEY GRAMMAR SCHOOL
A friendly, open, caring and successful school built on trust, respect and team work.
A school offering Equal Opportunity for all.
A school which values the complete development of all students and staff.
A school committed to the continual raising of standards.
OUR VISION

We aim to be a school where:-

· The education process is enjoyable to all concerned

· Students and staff are able to flourish and fulfill their potential

· Students, staff, parents and governors show mutual respect and support

· We are proud of our current achievements as well as our past tradition

· We always strive to improve standards and raise levels of achievement

· We have an open admissions policy up to an agreed admissions limit

· Our Joint sixth Form with Beverley High School continues to thrive and develop

· We retain the character and benefits of a small school

· We foster and develop positive links with the community
BEVERLEY GRAMMAR SCHOOL
Our Vision and Values
Beverley Grammar School strives to provide:
· a secure, welcoming learning environment where the individual needs of all students are recognised
· a vibrant, purposeful learning environment where students achieve their very best through committed and motivational teaching
· an aspirational learning environment dedicated to high expectations
· a positive, supportive community ethos of mutual respect
· a philosophy of continuous improvement in every aspect of the academy's work and life
· responsible, enthusiastic, independent learners who develop the skills to achieve a happy, healthy and fulfilling life
BEVERLEY GRAMMAR SCHOOL
THE APPLICATION PROCESS
Completed applications should be returned to Grahame Hodson, Headteacher, Beverley Grammar School, Queensgate, Beverley, HU17 8NF.
A letter will be sent to short-listed candidates with details of the interview process.  If you have not heard from us within 2 weeks of the closing date please assume your application has been unsuccessful.

Queries
If you have any queries on any aspect of the application process or need additional information, please contact us on 01482 881531.
THE CLOSING DATE FOR APPLICATIONS IS: 
Friday, 24 January 2014
Interviews – Tuesday, 4 February 2014

Beverley Grammar School 

Queensgate

Beverley

East Riding of Yorkshire

HU17 8NF

Headteacher: Grahame Hodson
Tel: 01482 881531

Associate Assistant Headteacher, Head of English required for September 2014

Dates:
Closing date, 24 January 2014.  Interviews, 4 February 2014

Salary: 

Leadership Scale 6-10


Contract type: 
Full Time
Contract term:
Permanent
An Associate Assistant Headteacher, Head of English, with additional responsibility for Literacy, is required for a full time, permanent position at this over-subscribed, 11 to 18 boys’ comprehensive school with a successful ‘Joint Sixth’ form (with the neighbouring girls’ school, Beverley High).

This is an opportunity for an enthusiastic, committed and determined person to lead a well-established and successful department, whilst also leading the continued development of Literacy across the curriculum, as part of an extended Leadership Team.  If you are an excellent teacher, with a passion for your subject and can demonstrate strategic vision for the range of subjects delivered within the English Department, we would love to hear from you. 

Further details and application forms are available on the school website: www.beverleygrammar.co.uk.    

BEVERLEY GRAMMAR SCHOOL
ASSOCIATE ASSISTANT HEADTEACHER:

HEAD OF ENGLISH - JOB DESCRIPTION    

	Job title
	Associate Assistant Headteacher:  Head of English

	Responsible to
	SLT Link Manager/Headteacher

	Leadership Scale 6-10
	Responsible for the leadership of the English Department and having direct line management responsibility for the department staff. Taking part in wider leadership and managerial responsibilities in negotiation with the Head. 

	
	

	Duties: The duties outlined in this job description are in addition to those covered by the latest School Teachers' Pay and Conditions Document. It may be modified by the Headteacher, with your agreement, to reflect or anticipate changes in the job, commensurate with the salary and job title.


	     Key responsibilities
           (a) Whole school managerial role
1. Being involved in setting strategic aims and developments in co-operation with the SLT (Senior Leadership Team) in devising whole school aims, policies and issues (ie SIP, SEF), statistical analysis of Raiseonline and other statistical assessment data.
2. Being involved in whole school leadership issues (contributing to whole school issues).
3. Maintain active involvement in whole school development teams (Staff, Curriculum, Learning and Teaching Teams, whole school policies/Handbook etc).
4. Setting specific and whole school subject strategic aims and procedures for the English Department.  Ensure dissemination and monitoring in accordance with the targets set annually with the Headteacher.
5. To negotiate and set annual departmental and whole school targets in discussion with the Headteacher/SLT Link Manager.
           (b) Departmental management
1. Set the strategic development of the Department in line with School SIP, SEF.
2. Set academic goals for the department.
3. To negotiate and set annual departmental targets with department teachers. 
4. Monitor and analyse internal assessment and external exam results.
5. Monitor exam performance, curriculum development and delivery.
6. Monitor, review and report on the Department’s performance.
7. Support the professional development of the Department.
8. Be involved in decision making and policy development across the school. 

9. Run departmental meetings to plan, organise exams, internal assessment and teaching and learning programmes.
10. Actively participate in management meetings (curriculum, staff, Learning & Teaching, joint 6th etc)

11. Ensure the needs of Gifted and Talented students are appropriately addressed.
12. Ensure the needs of Special Needs students are appropriately addressed in conjunction with SENDCO.
13. Ensure the needs of Ever6/Pupil Premium students are appropriately addressed in conjunction with SENDCO.
14. Take part in and help organise parents' evenings appropriate to subject requirements.
15. Liaise with parents to ensure active co-operation and involvement in the students’ learning objectives.
16. Liaise with other schools to ensure consistent student progression (link with Head of House).
17. Manage departmental budgets, produce appropriate reviews and set development plans and prepare bids from curriculum capitation budgets.
18. Contribute to the School Improvement Plan.
19. Maintain and encourage departmental links with Beverley High School (A Levels). 
20. Be appropriate lead managers to ensure Literacy requirements are embedded in the curriculum across the school according to National Curriculum objectives. 


	            (c) Staff management
1. Lead a team of class teachers.
2. Monitor, assess and develop the roles of the class teachers.
3. Monitor teaching and learning, assessments, marking, homework setting etc.
4. Manage class observations and liaise with the SLT link manager.  
5. Support the professional development of the Department.
6. Participate in Appraisal Procedures according to school procedures.
7. Ensure teaching staff have a clear command over material taught.
8. Ensure the department develops ‘innovative’ and stimulating teaching programmes. Ensure Lessons have a clear structure aimed at achieving the learning objectives of the programme. Promote subject staff to show enthusiasm for the teaching subject, promote its values and make lessons interesting by employing a variety of teaching techniques aimed at meeting the learning needs of both individuals and/or groups of students.
9. Ensure subject staff are approachable and helpful towards students.
           (d) Student Progress
1. To organise and manage consistent procedures: to monitor student progress; attainment, Teaching and Learning, lesson plans, starters, plenaries, marking etc.
2. To help to co-ordinate departmental assessments both for external and internal exams.
3. Construct positive student feedback procedures and assess and act upon the comments.
4. Ensure the department assesses students’ work and returns it promptly to students.
5. Ensure subject staff motivate the students to work well.
6. Ensure procedures are fair, consistent, maintain confidentiality and establish positive, mutually respectful relationships with students.
7. To take responsibility for Literacy across the curriculum.


	Date approved
	December 2013
	Teacher signature

	Date reviewed 
	By agreement
	
	


	Headteacher
	Grahame Hodson
	


The job description is current as at the date shown above. In consultation with the postholder it is liable to variation by the Headteacher to reflect or anticipate changes, in, or to, the post and the organisation. The job description gives an overview of the main responsibilities of the role. The daily job will also involve any other duties and responsibilities, express or implied, which arise from the nature and character of the post.
BEVERLEY GRAMMAR SCHOOL
THE ENGLISH DEPARTMENT

The English department is a hard-working, dynamic group of teachers, who have a passion for teaching English.  It is made up of nine English Specialists, with the timetable being shared equitably between all members of the department.  It has its own staff area and works as a very close-knit team, sharing ideas and supporting each other.  We are looking for someone who is eager to join our enthusiastic team.

English is taught in mixed ability form groups in the lower school.  In Years 10 and 11 we have block timetabling and this allows us to create our own mixed ability groups.  We have 6 GCSE groups from a five-form entry, enabling us to have small groups of about 22-23 students.

We enter all students for both AQA GCSE English and English Literature.  Drama is offered as a GCSE option.  At A Level, we join with our sister school and therefore teach boys and girls.  At AS and A2 level, we offer English Literature, English Language, Theatre Studies and Media Studies.  The uptake at A Level is high.  We run 3 Literature groups, 2 Language groups, 1 Theatre Studies group and 1 or 2 Media Studies groups per year.  Often 50% or more of the A Level students are boys, which reflects the high value that our students place upon our subject!

Our results over the last few years have been good and we generally perform above national levels.  We regularly achieve over 70% A* to C at GCSE and over 40% A to B grades at A Level Language, Literature and Theatre Studies.  English is one of the most successful and popular subjects within our school.

We pride ourselves on our comprehensive book stock, as we celebrate Literature and use it as a springboard to access all the diverse areas of the English curriculum.  Visitors from other schools and advisors have praised our teaching methods, resources and facilities.

We teach in a purpose-built Expressive Arts Block, which consists of five English classrooms, a large drama studio and several music rooms.  The department is well equipped with audio-visual resources:  all five of the classrooms are equipped with interactive whiteboards, with access to the Internet.  We have our own digital camera and digital camcorder, which students may use to record their work.

Drama is well established and is seen as an important and integral part of our English teaching.  Theatre Studies at A Level is a popular option, often attracting double figures of students.  We run numerous theatre visits and hold regular Drama Performance Evenings.

The department works closely with the Learning Support team and we are fortunate to have in-classroom support from volunteers and Teaching Assistants, as well as specialist withdrawal in the lower school.

The vacancy of Head of Department arises because the current postholder is retiring from teaching. 

PERSON SPECIFICATION 

Associate Headteacher:  Head of English
Key: Ess : Essential, Des : Desirable, A : Application, I : Interview, R : Reference

C : Certificate

	
	Ess
	Des
	A
	I
	R
	C

	A. Knowledge/Qualifications
	
	
	
	
	
	

	
	
	
	
	
	
	

	Graduate with Qualified Teacher Status or QTLS
	*
	
	
	
	
	*

	Continued Professional Development in relevant leadership area
	*
	
	*
	*
	
	

	A strong track record of in-service training and professional development
	*
	
	*
	*
	
	

	
	
	
	
	
	
	

	B. Experience
	
	
	
	
	
	

	
	
	
	
	
	
	

	Experience of dynamic and successful team leadership
	
	*
	*
	*
	*
	

	Experience of leading and implementing strategies which have motivated students to  high standards of achievement
	
	*
	
	*
	
	

	Proven experience of developing good working relationships with students and staff
	*
	
	*
	*
	*
	

	Management of staff, systems, resources for inclusion information and well-being
	*
	
	*
	*
	
	

	
	
	
	
	
	
	

	C. Teaching and Learning
	
	
	
	
	
	

	
	
	
	
	
	
	

	An exceptional classroom practitioner 
	*
	
	*
	*
	*
	

	Excellent communication skills, oral and written
	*
	
	*
	*
	*
	

	Confidence and competence in the use of Information and Communications Technology and knowledge of how ICT can be used to enhance students’ learning
	
	*
	*
	*
	
	

	An ability to be flexible
	*
	
	*
	*
	
	

	Ability to articulate the characteristics of effective teaching and learning
	*
	
	
	*
	
	

	Understand how to ensure effective student learning through challenging, high quality and exciting teaching
	*
	
	
	*
	
	

	Experience of effective monitoring and evaluation of teaching and learning
	*
	
	*
	*
	*
	

	Good behaviour management strategies
	*
	
	*
	*
	*
	

	Understanding of the role and process of monitoring, review and evaluation and the notion of accountability
	
	*
	*
	*
	
	

	Understanding of the principles and concepts of equality and fairness and a commitment to inclusive education for all
	*
	
	*
	*
	
	

	Enthusiastic and hard-working and able to contribute to whole-school projects
	*
	
	*
	*
	*
	


	
	Ess
	Des
	A
	I
	R
	C

	D.Skills
	
	
	
	
	
	

	
	
	
	
	
	
	

	Thorough working knowledge of the Curriculum as it relates to the English Curriculum and Literacy development and knowledge of recent initiatives that relate to the role of Head of Department
	*
	
	*
	*
	
	

	Knowledge of OFSTED requirements
	*
	
	*
	*
	*
	

	Excellent leadership, management, motivational, administrative and communication skills
	
	*
	*
	*
	*
	

	Excellent time management and organisational skills
	*
	
	*
	*
	*
	

	Ability to lead, manage and co-ordinate staff through an effective team-based approach
	*
	
	*
	*
	*
	

	Ability to plan and lead an effective programme for all subjects within the English faculty
	*
	
	*
	*
	
	

	Ability to promote the development of Literacy across the curriculum
	*
	
	
	*
	
	

	Understanding the role of the manager in relation to monitoring, review, evaluation and accountability
	
	*
	*
	*
	*
	

	Ability to manage resources effectively
	*
	
	
	*
	
	

	Understanding of self-evaluation
	
	*
	
	*
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