	
	Foci
	Teacher Action
	Subject leader action/ Head of KS3 action
	SLT Action
	Admin support/ other issues to be addressed
	CPD issues



	ep
	Classroom environment: develop displays. Corridor displays for open evening.

Data analysis:

· SATS

· GCSE

Target setting for this year

Allocation of resources

Y11 cwk moderation
	· All teachers responsible for their rooms.

· Teachers to use this data to inform their planning 

· Teachers to monitor progress and intervene where necessary.

· Audit resources and notify SL of any short

· fall.

· Take part in paired moderation as directed by subject leader.


	· Subject leader to oversee and assist where necessary. (as per department policy)

· Subject leader to produce detailed analysis of results for headteacher and present to the whole department.

· 2nd in dept predicts years 7-9. Subject leader to look at KS4 and re-visit year 11.

· SL to consult with department on the allocation and resource needs.

· Paired observations to lead and organise moderation.
	· N/a

· SLT to share relevant data.

· Funding devolved to department
	· English technician- Use of laminating machine etc.

· Liaison with English consultant

· Assistance printing documents.

· English technician to photocopy resources.
	· N/a

· In-house development through paired work.

	Oct
	Begin coaching cycle


Classroom observations

Work sampling (departmental)

Assessment point 1 (IDA 1) KS3/4


	· Participate in cycle as directed.

· Engage in paired planning etc as directed and feedback in department meetings.

· Prepare and collected books as necessary

· Participate in work sample and post sample actions.

· Assess and mark work on time
	· Subject leader to organise paired observations with 2nd or SL and arrange follow up coaching or mentoring.

· Lead work sampling and interventions.

· Liaise with HOYs 

· Outline cycle and expectations

· Prepare assessments 
	· SLT support where necessary. Liaise with department regarding free periods and teaching commitment.


	· Admin support to input data 


	· Coach training for those who need it.

· LEA adviser to work with NQT.

	Nov
	Y10 cwk clarification

Peer observations

Y11 mock preparation


	· Meet with SL to discuss coursework progress and interventions

· Participate in peer observations and develop teaching styles etc.

· Ensure all pupils are prepared for mock examinations and intervene where necessary.
	· Meet with teachers to monitor coursework

· Set up peer observation cycle.

· Brief all teachers about content of examination/ prepare examination and check timetable etc.
	· Protected free lessons requested.


	
	· Examination board courses for identified teacher.



	Dec
	Y11 mock preparation continues

(IDA 2) Assessment point 2

Y11 mock examinations


	· Ensure all pupils are prepared for mock examinations and intervene where necessary

· Assess and mark work on time

· Mark examinations swiftly
	· Brief all teachers about content of examination/ prepare examination and check timetable etc.

· Prepare assessments

· Check marking of examinations and identify underachievement and take action.
	· Protected frees needed due to extra marking commitment.


	· Admin support to enter data for absent teachers.


	

	Jan
	Intervention following mocks and Y11 reports- year 11 data to data manager (analysis and strategies)

Y11 estimated grades

KS 4 revision

Intervention and support (year nine reports). 

SATs intervention programme


	· As directed by Subject leader

· Assist subject leader with this.

· Deliver revision materials


	· Post mock analysis of scripts and performance against expectations.

· Compare and analyse estimated grades for accuracy.

· Ensure revision materials are in place.


	· Protected free periods for HOD requested.
	· Typing of intervention documents for individual schools

· Admin support to input data.

· Consultant support
· Consultant support
	

	Feb
	Mock Sats

Moderating Y9 mocks and sampling

Y11 cwk moderation

Assessment point 3 (IDA 3)

Y7,8,9 work scrutiny and spot check classroom observation.


	· Mark work swiftly

· As directed by head of KS3. 

· Take part in paired moderation

· Assess and mark work on time

· As directed by subject leader


	· Prepare and arrange Mock SATS

· Lead moderation and sampling

· Lead moderation

· Prepare assessments

· Lead KS3 work scrutiny


	· Data entry support.

· Protected frees requested for 2nd in dept.


	· Admin support requested to set up mock SATs

· Use of consultant to follow up issues identified.
	

	Mar
	Formal GCSE moderation

Internal dept assessments point 4 (IDA4)


	· As directed by subject leader.

· Assess and mark work on time
	· Lead GCSE moderation

· Prepare assessments


	· Administrative support for data entry.
	· Time off timetable
	

	Apr
	Review, updating and forward planning of schemes of work


	· Completion of reflective questionnaire and assistance with updating existing schemes of work.
	· Preparation of questionnaire to teachers and updating of schemes of work
	
	· Typing support for new schemes of work.

· Use of AST as consultant.
	

	May
	Updating department’s monitoring portfolios 

Y7, 8 exams

(Natalie to scrutinise results of years 7 and 8)

Internal department assessments point 5

Y10 mock examinations


	· Meet with subject leader to discuss progress


· Mark work swiftly and record/ intervene as necessary
	· Reviewing the portfolio of lesson observations, work sampling etc

· Prepare and monitor examination delivery and marking.
	
	· Type up year ten intervention audit

· Assistance from admin re. data entry.

	

	Jun
	Review year 7, 8 targets.

Write development plan

Formal meeting between HOYs and HODs regarding setting requested.

Analysis of pupil performance (Y9,10)

Timetable consultation


	· Review targets against current performance

· Teacher input into draft of document

· Analysis of performance against prior attainment data. Produce TA levels for KS3. 


	· Lead target review and interventions.

· Creation of development plan for consultation with department and SLT

· Lead analysis of pupil performance.
	
	
	

	July
	Handbook updates

Internal department assessments point 6

Review and update schemes of work and medium term plans.
	· Take an active role in policy review.

· Mark assessments as directed by subject leader.
	· Update handbook for new academic year and review policies

· Prepare and monitor delivery of assessments
	
	
	








� The department’s monitoring folder, containing data analysis, lesson observation records, work scrutiny etc.





