JOB DESCRIPTION



POSITION



HEAD OF FACULTY – SCIENCE 
Functional Relationships with 
Principal






Assistant Principal Curriculum






Heads of Faculties






LIRC Manager and Executive Officer 






Teachers in Science Faculty






All staff at Villa Maria College

OBJECTIVES

1 Ensure that Special Character of the College is reflected in Science Curriculum delivery 

2 Implementation of Science Curriculum across all year levels – Y7-13.
3 Appraisal and Professional Development of all staff within Faculty

4 Ensure that Assessment and Reporting are in line with College policy and procedures.

5 Maintain responsibility for budget and resourcing

6 Promote the Science Faculty in the College community.

1
ENSURE THAT SPECIAL CHARACTER OF THE COLLEGE IS REFLECTED IN SCIENCE 
CURRICULUM DELIVERY 

	KEY TASKS
	EXPECTED OUTCOMES

	1   The Catholic character of the 
     College is positively supported
	1    The teaching of Science reflects the Special Character in 

       respect for learning and excellence.
2     Where possible Special Character themes are integrated into the

       delivery of the Science curriculum.

3     Teachers appraisal includes Special Character competency.

	2    Students and staff are treated
      with respect
	1      Staff/Student relationships are positive and respectful

2      Staff/Staff relationships are positive and respectful

3      Caring and listening approaches to problem solving

	3   Special Character is specifically 
     mentioned in schemes of work
	1      There is specific content and/or skills at each year level that 

        reflect and implement Special Character goals.


2
IMPLEMENT SCIENCE CURRICULUM ACROSS ALL LEVELS
	KEY TASKS
	EXPECTED OUTCOMES

	1 To foster learning in Science programmes

	1 Years 7 – 10 students are engaged in learning.
2 To model appropriate teaching techniques and act as mentor for staff in Faculty.

3 All schemes of work are linked to the national curriculum statements and course objectives.

4 Schemes of work are working documents and updated each year.

	2 Ensure that all senior students have the opportunity to study Science rich programmes.


	1 Science is compulsory to the end of Year 11.

2 Provide NCEA courses to meet students needs.
3 Specialist L2 and L3 NCEA and senior Science subjects are provided in Biology, Chemistry and Physics.

4 Ensure that within budget adequate resources are provided for 
       students and  teachers

	3   Demonstrate curriculum

     leadership


	1 Provide leadership and direction in meeting the Faculty’s objectives

2 Encourage sharing of resources and ideas.

3 Encourage teamwork within Faculty.

4 Responsibilities are delegated to empower members of Faculty.

5 Encourage membership of the local and national Science associations. 


3
APPRAISAL AND PROFESSIONAL DEVELOPMENT OF ALL STAFF WITHIN FACULTY

	KEY TASKS
	EXPECTED OUTCOMES

	1   Responsible for performance

     management appraisal.


	1 Designated staff members are effectively appraised each year against the appropriate professional standards for teachers and/or Registered Teacher Criteria.
2    College performance management procedures are
      implemented.

	2   Ensure that curriculum is     

      being implemented.
	1    Classrooms are visited regularly and Lesson Observation 

      Sheets completed.
2    Students’ work is sighted and affirmed.  

	3  Staffing of Faculty
	1 Recommendations are made to Principal regarding staffing of courses each year.
2 The skills and abilities of staff are used as effectively as possible.
3 Teaching of senior specialist classes is available to all qualified teachers
4    The needs of students are met.

	4  Assist with the appointment of

    Faculty staff.


	1     Faculty and student needs are clearly identified prior to
       appointments being made.
2     Work with Principal to shortlist best candidates for positions.

3     Participate in interviews of prospective Faculty members.




4
ENSURE ASSESSMENT AND REPORTING ALIGN WITH COLLEGE POLICY AND 
PROCEDURES
	KEY TASKS
	EXPECTED OUTCOMES

	1    Monitor implementation of 
      curriculum.
	1 Students are well prepared for national and local external and internal assessments.

	2    Monitor assessment procedures
      over all subject areas within
      Faculty.


	1    Assessment activities are based on the national curriculum    

      objectives.

2 Assessment activities are valid, fair and consistent.

3 Appropriate assessment methods are used.

4    Appropriate assessment tasks are used for NCEA.

	3    Implement College

      assessment policies and

      procedures.


	1    In each subject, senior students receive course outline and
      assessment schedule at the beginning of the year.

2    Procedures for Authentication, Reassessment and Appeals
      are followed.

3    Assessment tasks are marked promptly and returned to
      students as soon as possible.
4    Moderation is carried out across each year level and all teachers

5    As required assessment tasks are collected and stored 
      securely.

6    Student’s marks are stored in teacher’s  mark book and on

      Classroom Manager as assessment is completed.
7    Exemplars of student work representing levels of 

     achievement are filed by HOF.
8    Correct and current Achievement Standards are communicated to 
      AP Curriculum entered on Classroom Manager.

	4    Adequate, honest and timely

      reporting.
	1   Accurate and up to date records of all results are maintained.

2   Report format for each Year level is approved and fits in
     overall Faculty framework

3   Reports are based on accurate information on each student.

4   Be available to parents and caregivers who wish to follow up
     classroom or learning issues.

	5   Junior Assessment and

     Reporting
	1   Subject report format for Years 9 & 10 distributed to students at 
     the start of the unit of work or topic.
2   Each Report Form lists learning outcomes/objectives, with 

     constructive feedback and “next step” comments, and 

     monitored to ensure parents have sighted and signed it.

3   Comments on students are as affirming and encouraging as   

     possible without being dishonest.  
4 Comments refer to progress made against learning objectives from Curriculum Framework.
5 Data is record on Classroom Manager.

6 Information given to parents showing progress made.



MAINTAIN RESPONSIBILITY FOR BUDGET AND RESOURCING

	KEY TASKS
	EXPECTED OUTCOMES

	1 Develop teaching resources appropriate to schemes of work.


	1   Teaching resources link clearly to schemes of work.

2    Curriculum objectives being taught are clearly identified.

3   A variety of resources cater for the different learning and 
     teaching needs.

	2   To maintain accurate finance

      records, approving expenditure
     within allocated budget.
	1   Faculty resources are effectively managed and accounted for.

2
   College procedures are followed for Orders, Invoices and
     Payment.


6
PROMOTE SCIENCE IN COLLEGE COMMUNITY 

	KEY TASKS
	EXPECTED OUTCOMES

	1  Chair Faculty Meetings
	1 Chair Faculty meetings

2 Email Minutes of meeting to Assistant Principal Curriculum and Principal.  

	2  Faculty representation
	1   Represent Science Faculty at Curriculum Meetings.

2   Implement College policy and procedures from the meetings as 

     required.

3   Be available to parents and students at Subject Information 

     Evening.

3 Be available to confirm senior student courses – and of 

proceeding year / beginning of current year.
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