ROLE OF SUBJECT LEADER – 20 STEPS

(Coordinator / manager)

Applies to aspects too!

	
	Yes
	No

	1.          “Lead” subject
	
	

	2.          Know about it – know curriculum
	
	

	3.          Know P/ NC levels in the subject
	
	

	4.          Know NC requirement on the subject
	
	

	5.          Look at QCA curriculum guidelines too (for P levels              and NC – see QCA and National strategies website)
	
	

	6.          Know what resources are available (plan to plug gaps)
	
	

	7.          Write/ Update Subject Leaders files (agree contents so there is a “school style”).  Draw up an action plan of what needs to be done
	
	

	8.          Draw up  long - term plan for subject
	
	

	9.          Gather medium - term plans and monitor
	
	

	10. Visit each others classrooms – see checklist on www.marialandy.co.uk - useful info section
	
	

	11. Monitor each other’s planning, outcomes, displays, pupils’ work (scrutiny) not teaching and learning
	
	

	12. Monitor standards – i.e. P/National curriculum levels in the subject – analyse trends (improving?) You’ll need to do this by tracking individual students progress over time
	
	

	13. Develop “Standards File” section to show the range i.e.  P and NC – with summary analysis plus annotated, dated, named and leveled work to assess and track progress for different groups, cohorts and primary needs
	
	

	14. Photograph displays related to subject or activities
	
	

	15. Give examples of any certificates/ celebrations of achievements, accreditation results year on year
	
	

	16. Summarise annual development needed and progress made after annual review - use SEF headings
	
	

	17.  Prepare annual summary report for governors/ owners and identify strengths and areas for further development
	
	

	18. Present annual report
	
	

	19. Develop improvement plan for subject or aspect
	
	

	20. Link into SEF and school improvement plan 
	
	


CURRICULUM LEADERS/ CO-ORDINATOR’S FILE FOR: ……………………  
Contents Page:
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7. 
Resources
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13. Evaluating Standards
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17. SMSC (+ Citizenship) ECM: SHEEP and Community Cohesion 
18. ICT across the curriculum
19. Literacy across the curriculum
20. Numeracy across the curriculum
Suggest use photographs and samples of leveled work on your dividers and covers to bring your file to life!
The file should be self explanatory with clear contents and labels.
The file should explain what you do and should be kept up to date! 
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