TANGAROA COLLEGE

Job Description

Job Title:



Head of Learning Area: Technology
Date:




July 2018
Directly Responsible to:

Principal
Functional Relationship with:
Learning Area teachers, support staff, DPs, HOLs, students, wider school community, outside agencies involved in the school 
Primary Objectives:




1. To lead and manage Learning Area: Technology
2. To ensure appropriate provision of courses for students within Learning Area: Technology
3. To maintain effective and productive working relationships with the senior leadership team, all staff and students and the community
TANGAROA COLLEGE

Job Description: Head of Learning Area: Technology
	Key Performance Area
	Key Tasks
	Expected Outcomes

	Administration and Leadership
	The Learning Area staff are led effectively
	· Staff operate effectively as individuals and as a team with mutual support and co-operation evident

· Staff make progress in implementing school and learning area goals and the Learning Area annual action plan

· The students are encouraged to achieve high standards in the courses offered by Learning Area:


	
	A suitable learning environment is provided to foster learning
	· Classrooms are well set out with current displays of student work 

· Staff use appropriate teaching/learning styles in a climate of mutual support

· Suitable resources that are appropriate to student learning styles and ability levels are used 

· Students are encouraged to be on task and engaged in their learning 



	
	Appropriate teaching pedagogy is modelled
	· Head of Learning Area acts as a mentor for other staff 

· Teaching staff observe Head of Learning Area’s classes as part of their professional development

· Head of Learning Area (HOL) observes classes of teaching staff (both informally and formally) to offer support and suggestions



	
	The Leadership of the school is assisted
	· Learning Area staff  are seen to be involved in the corporate life of the school as well as their subject area

· HOL and  staff  contribute to the management and leadership of the school by offering suggestions and assistance in order to promote good school morale

· The HOL contributes to the management of the school by implementing school policies, charter requirements and the strategic plan

· HOL and staff contribute to the development and implementation of strategic and operational plans and other requirements identified by the Senior Leadership Team (SLT)

· Open lines of communication between HOL, staff  and SLT are maintained

· HOL and staff met deadlines set for planning and reporting as required by SLT, MOE and other contracts and agreements the school is party to

· HOL and staff  are perceived to be positive and professional  by outside businesses, institutions and agencies that come into contact with them

· HOL meetings are attended and key messages/information communicated back to Learning Area staff



	
	The Learning Area is promoted within the school and community
	· The Learning Area has a positive image within the school and the community.

· Contributions are made by the HOL and  staff to school newsletters, school magazine and other publicity material where appropriate

· HOL and staff positively support their subject area within the community e.g. displays, publicity, information evenings  etc.

· Students are widely involved in subject based and co-curricular activities such as trips, competitions, displays, projects, scholarship activities etc.

· All Learning Area events and trips are carried out according to school policy and procedure in consultation with DP responsible for day-to-day planning and EOTC.

· An annual  Learning Area report is prepared and delivered to the Tangaroa College BOT



	Professional Development
	The Learning Area staff are professionally developed
	· HOL and staff are well informed about the latest developments and resources in education

· Regular learning area meetings are held as per the school cycle (agenda and minutes published for staff and principal)

· HOL recommends to Deputy Principal professional development for all staff in the team

· Staff are encouraged to be involved in regional/ national professional associations

· HOL and staff are recognised within their subject area

· Staff become increasingly able to meet the needs of their students

· Effective learning occurs within the classroom and students are successful in achieving credits from courses within the Learning Area


	
	The Head of Learning is an effective performance management appraiser
	· Designated staff members are effectively appraised

· Performance management interviews occur as scheduled and learning environment/work place visits occur as required

· Staff being appraised are made fully aware in writing, of any areas they need to improve on

· Job descriptions are checked and amended as appropriate

· Performance goals are documented and evaluated as part of the performance appraisal system

· Attestation and appraisal reports are  provided to the Principal for each individual staff member



	Staff Management
	A collegial atmosphere is developed within the Learning Area, with appropriate tasks delegated to team members
	· Effective communication and working relationships within the Learning Area are established

· Resources and ideas are shared

· Effective delegation of tasks occurs and an outline of delegated responsibilities is available to all staff 

· The HOL monitors delegated tasks to ensure they are achieved within the agreed time frame

· Regular individual meetings are held with staff with specific responsibilities in the Learning Area

· An annual Learning Area action plan is developed and published 



	
	Support and backup are provided to staff within the Learning Area
	· The HOL is available to assist staff as required

· Staff regularly communicate with their Head of Learning Area

· Students know they are accountable to the Head of Learning Area as well as their subject teacher



	
	Recommendations are made to the Principal regarding staffing allocations and  appointment of new staff
	· The skills and abilities of staff are used as effectively as possible to meet the needs of the students 

· Learning Area needs and student needs are identified prior to appointments being made 

· The HOL participates in the short listing and selection of new staff members



	Curriculum
	Programmes at all levels are developed in accordance with national curriculum statements. A Scheme is produced annually
	· All units of work are linked to the national curriculum statements and course objectives and clearly show these links

· Units of work written for all courses meet the standards set out in the Tangaroa College HOL Handbook 

· Units of work are collated to form part of the Scheme (as per the requirements in the Tangaroa College HOL Handbook)

· The scheme and Learning Area handbook contain clear and adequate guidelines for staff



	
	The implementation of the Scheme is monitored
	· Students are well prepared for national qualifications 

· Units of work and lesson templates show learning objectives related to the national curriculum statements and prescriptions

· Student results indicate appropriate performance levels for national qualifications 

· Regular monitoring occurs in learning area meetings and via classroom visits regarding the implementation of the Scheme and student achievement levels 



	Assessment
	All assessment documentation has been checked to ensure it meets the requirements of NZQA and Tangaroa College policy 
	· Assessment activities are based on the national curriculum objectives and can be linked back to curriculum objectives

· Assessment activities are valid, fair and consistent

· Appropriate assessment methods are used

· Students are well aware of assessment requirements and the assessments used are free from bias and are used in a consistent manner for all students

· Accurate and up to date records of assessment results are maintained in KAMAR mark-books

· Reporting is based on the assessment records for each student

· Internal and external moderation is carried out for unit and achievement standard assessment (as per details in the Tangaroa College HOL Handbook). Evidence of moderation processes is documented



	Finance
	Accurate financial records are maintained and approved expenditure is within the allocated budget
	· An annual budget is prepared and submitted to the principal

· An amended budget is prepared once final budget amount is approved

· Accurate financial records are kept

· Ability to remain within the yearly budget is apparent

· Appropriate administrative and accounting procedures are followed for ordering and purchasing goods, record keeping, submission of invoices and checking monthly budget printouts



	Resources
	Resources appropriate to the Learning Area programmes and projects are developed and maintained
	· Resources are effectively managed and accounted for (as per the requirements detailed in the Tangaroa College HOL Handbook)

· A comprehensive asset register is maintained 

· Teaching and classroom equipment is regularly serviced and repairs completed promptly

· Resources link clearly to the programmes the Learning Area is responsible for. Evidence of links are seen in individual programme plans and the Learning Area annual action plan

· A variety of teaching resources are available to cater for individual learning styles and ability levels



	Students
	Programmes are in place to raise student achievement
	· Analyse student performance and contribute to school-wide policies to assist students in learning 

· Learning Area meeting minutes show evidence if discussion and problem-solving around the goal to raise student achievement



	
	Procedures are in place for student behaviour management 


	· Student behaviour is managed in accordance with Tangaroa College behaviour management and guidance processes 

· The HOL takes an active role in the behaviour management of students in the Learning Area courses

· A record of at-risk students is kept by HOL to monitor ongoing issues for individual students



	Pastoral Care
	Participate in the pastoral life of the school (where required take a tutor group)
	· Actively support the tutor system within the school

· Conference with individual students about their progress (academic and behavioural)

· Mentor and monitor individual students in consultation with year level dean (could include daily report etc.)

· Meet with parents to discuss serious or ongoing issues

· Has responsibility for a tutor group – checks attendance, follows up issues with individual students (uniform, attendance, behaviour etc.)

· Telephone homes to monitor non-attendance, refer to deans any students where contact has not been made

· Assist in the smooth running of the school by delivering notices and information sheets, collecting orders, money and information

· Attend weekly deans and tutor meetings 
· Participate in the extra-curricular activities of the school



