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The Wyvern School





      Key Stage Leader
Pay Range:


Main Professional Range (or UPR) + TLR 2 + SEN

Responsible to:  

Headteacher/ Deputy Headteacher / Assistant HT 
Responsible for: 

Key Stage Management 
Job Description
Specific Role & Application Details
(a)  
RESPONSIBILITIES OF A KEY STAGE LEADER
GENERAL RESPONSIBILITIES AND DUTIES

Key Stage responsibilities will incorporate:

· the overall co-ordination of provision within the Key Stage
· monitoring the provision of individual programmes within the Key Stage
· responsibility for implementation of the bespoke Curricula within the Key Stage
· oversight of the quality of education including EHCP provision and outcomes within the Key stage

· responsibility for the upholding of Wyvern Values including fundamental British Values across the Key stage

· responsibility for driving the Achieving Excellence framework in a collaborative learning community 

PROFESSIONAL

1. 
Undertake any professional duty which may be delegated to him / her by the Head Teacher, Deputy Head-teacher or Assistant Head-teachers. 

2.
Hold responsibility for the day-to-day management and support of staffing within the Key Stage. Maintain close liaison with SLT.
3. 
Model professional conduct to key stage staff at all times.
STAFFING

1. 
Support staff attendance in a proactive manner through the lighthouse project, team debriefs, supervision and regular welfare checks. 
2. 
Advise and contribute to training programmes according to their particular area of expertise. 

3.        Fully participate in and support the school appraisal system to enable staff in the key stage to be the best version of themselves that they can be enabling them to reach their personal and professional potential. 

4.        Support staff to achieve excellence in all that they do but specifically to support pupils, their team, teaching responsibilities and CPD. 
5.        Lead on day to day staff deployment within the Key Stage.

6. 
To accept joint responsibility for processes relating to Admissions/Leavers.

7. 
Ensure effective dissemination of information to all staff within their Key Stage.

8. 
Take responsibility for particular administration projects as directed by the Head Teacher or Senior Leadership Team.
9.        Signpost staff as necessary to further support including the counselling service, H.R and Senior HLTA
CURRICULUM

1. 
In consultation with Senior Leadership Team and Pathway Leads take a lead role in implementing and evaluating the various curricula in the key stage and within the school as a whole.

2. 
To ensure that the planned curriculum/a in the key stage is taught and has impact
3. 
Contribute professional strengths and expertise to specific areas within their Key Stage.

4. 
Co-ordinate methods of assessment, recording and reporting achievement within the Key Stage.

5. 
In conjunction with the Senior Leadership Team, ensure that all aspects of the National Curriculum and other statutory curriculum requirements are being properly differentiated and appropriately implemented within their Key Stage, to suit pupils’ levels of need.
6. 
Support staff to achieve excellence in all that they do but specifically to support pupils, their team, teaching responsibilities and CPD
QUALITY OF EDUCATION
1. 
To participate in monitoring the quality of education within the school and the Key Stage and identify areas of excellence and for support. 
2. 
To accept lead responsibility for monitoring the progress of individual and sub-groups of pupils within the Key Stage and promote active participation in pupil progress meetings. 
3. 
Regularly monitor all pupil record systems that relate both to the curriculum, wellbeing and behaviour within the Key Stage.

4. 
To maintain, co-ordinate and develop assessment and recording procedures within the department and thereby contribute to whole-school policy.

5. 
To monitor and maintain oversight for the pastoral care and welfare of pupils with the department.
6. 
In liaison with the Behaviour Support team, monitor and maintain oversight for behaviour and the development of strategies for positive intervention and appropriate Individual Behaviour Support Plans.

MANAGERIAL

1. 
To support the collective decisions of the Senior Staff Team and ensure that these are effectively communicated and understood. Assimilate staff opinions and feedback for evaluation by the Senior Team. To be critical friends to all Wyvern colleagues. 
2. 
Provide a positive contribution to Senior Staff Team meetings with regard to immediate issues or long term plans that affect the life of the school.

3. 
To chair meetings as and when required.

4. 
Work positively in conjunction with other agencies and promote good practice.

5. 
To be involved in initiating school policy or amending present policy to suit changing levels of need within the school.

6. 
To be an integral part of Performance Management systems and structure within the school.

7. 
To accept responsibility for mentoring staff (including HLTA’s and EQTs.)
8. 
To be responsible with the Senior Leadership Team to motivate all staff in raising standards within the school.

ADMINISTRATIVE

1. 
Lead on day to day staff deployment within the Key Stage and across the wider school.
2. 
To accept joint responsibility for processes relating to Admissions/Leavers.

3. 
Ensure effective dissemination of information to all staff within their Key Stage.

4. 
Take responsibility for particular administration projects as directed by the Head Teacher or Senior Leadership Team.
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