The Leathersellers’ Federation of Schools: 
Prendergast School
Maths Key Stage 3 Co-ordinator 
Salary/Grade

TLR 2a
Post held

Key Stage Co-ordinator 
Responsible for
Co-ordination of Key Stage 3 
Responsible to 

Head of Faculty - Maths
Purpose of the job
To co-ordinate an effective and efficient programme of study for a Key Stage; to co-ordinate the range of interventions and syllabuses for students in the Key Stage and the progression of their learning.
Particular duties
Under the overall direction of the Headteacher
Key functions
· To co-ordinate the Key Stage 3 Programmes of study for Maths 
· To initiate and co-ordinate opportunities for diversity of the learning experience for a Key Stage
· To co-ordinate the use of performance data of Key Stage 3
· To lead and develop the whole school numeracy strategy alongside other post holders in the Maths Faculty.

Specific responsibilities
The main responsibilities of the post are to:
· ensure that teachers in a key stage are clear about the teaching objectives in lessons, understand the sequence of teaching and learning in the subject, and communicate such information to pupils

· provide guidance on the choice of appropriate teaching and learning methods to meet the needs of the subject and of different pupils

· Manage the assessment procedures and outcomes for the Key Stage 3
· ensure with the Head of Faculty that classes in Key Stage 3 are effectively managed so that pupils can learn in a supportive and calm working environment

· ensure that positive behavior award points are being given out during Key Stage 3 Maths lessons

· monitor the use of the Behaviour for Learning policy in Key Stage 3 to ensure that staff are consistent and effective in their use of the policy 

· work in liaison with the Head of Faculty to support colleagues in Key Stage 3 in dealing with disciplinary issues, taking joint responsibility for managing behaviour in Maths and in the related corridor areas  

· with the Head of Faculty lead the professional development of subject staff through example and support, and co-ordinate the provision of high quality professional development by methods such as coaching, drawing on other sources of expertise as necessary, for example, higher education, LEAs, subject associations

· ensure that Maths meets the requirements of the examination boards with respect to invigilation, moderation and marking

· ensure the effective and efficient management and organisation of learning resources in Maths, including ICT

· support the Head of Faculty / Subject lead in managing the capitation budget and resources

· monitor the processes which ensure that pupil attendance and punctuality in the Key Stage’s lessons is monitored and recorded in line with school and Maths policy

· monitor the work areas used by Key Stage 3, helping the Head of Faculty to create a safe, effective and stimulating environment for the teaching and learning of Key Stage 3
· work with the Head of Faculty / subject lead to ensure curriculum coverage, continuity and progression in the subject for all pupils, including most able and talented, pupil premium students and those with special educational or linguistic needs

· to ensure that there is a clear rationale for the Key Stage 3 Maths curriculum – Intent, Implementation and Impact.
· support the Faculty Leader for Maths and the Head of Computing in the leadership and management of the Key Stage 3, assisting with staff and pupil issues as reasonably required

· support the Faculty Leader in the production of a Key Stage and Maths Improvement Plan as part of the School Improvement Plan, to include staff development and training implications 

· take part in the school performance management policy, appraising staff as required and using the process to develop the personal and professional effectiveness of the appraisee

· prepare for and attend meetings

· undertake other particular duties in Key Stage 3 as agreed with the Head of Faculty
· Take responsibility for the gathering and accurate analysis of performance data from the middle schools to ensure the accurate placement of students in Key Stage 3
· Manage staff responsible for interventions to raise achievement in Key Stage 3
· Create a common structure and format for schemes of work and summative tests across Maths in Key Stage 3
· Co-ordinate the inclusion of functional skills into the Key Stage schemes of work and support the development of cross-curricular work across the faculties.
· Undertake any other tasks as reasonably required by the Headteacher
Conditions of employment

The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the Contract of Employment).

The postholder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body. 

S/he shall be subject to all relevant statutory requirements as detailed in the most recent School Teachers Pay and Conditions Document.

The postholder may be required to perform any other reasonable tasks after consultation.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.

This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the postholder.

All staff participate in the school’s performance management scheme.
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