
HIGHFIELDS SCHOOL 
Boundary Way, Penn, Wolverhampton, WV4 4NT 

Tel: 01902 556530 Fax: 01902 556531 
Email: enquiries@hswv.co.uk 

NOR 1558      6th Form 320 

HEAD of PE and SPORT (TLR1A) 

ASSISTANT HEAD of PE and SPORT (TLR2C) 

TWO POSTS - REQUIRED FOR SEPTEMBER 2016 

We wish to appoint two experienced, inspirational and highly motivated practitioners and develop 
PE and Sport.   

Any successful candidate will be an outstanding teacher who will have taught for at least three years.  
They will have a clear vision for PE and Sport and its contribution to the curriculum as well as the 
personal and social development of young people. 

Highfields is a successful and heavily over-subscribed school situated on the pleasant west boundary 
of Wolverhampton.  We moved into our inspirational £46 million new buildings in September 2012. 

We offer: 

• A vibrant and exciting comprehensive school which is culturally and ethnically diverse
• Well behaved students who are eager to learn
• State of the art facilities
• A highly praised CPD programme

Highfields School is committed to safeguarding and promoting the welfare 
of children and young people. 

If you would like to visit the school or discuss the post further, please contact Deputy Headteacher, 
Mr G Tate on email: GTate@hswv.co.uk 

The posts are subject to DBS and Medical checks and 2 very good references. 

Closing Date:  Monday 23 May 2016 (9.00 a.m.) 
    Interviews:    Wednesday 25 and Thursday 26 May 2016 

For an application pack and further details please go to Vacancies 
on our website www.hswv.co.uk 



HIGHFIELDS SCHOOL
Headteacher: M T Capel BA (Hons) Oxon, MBA

BOUNDARY WAY, PENN, WOLVERHAMPTON, WV4 4NT
 

Telephone: 01902 556530     Fax: 01902 556531     E-mail: enquiries@hswv.co.uk     Website: www.hswv.co.uk 

Company Registration no. 09527057 

Dear Colleagues, 

Thank you for your interest in the post of Head of PE and Sport at Highfields. The school is very hard working and, at times, 
relentless in securing the best outcomes for its students but it is also a very warm, welcoming and friendly community. Many 
of our staff are either former students or choose Highfields as the school for their own children. 

We are a genuine comprehensive school serving a very diverse local community. Over 60% of our 1500 students are from 
minority ethnic groups. The number of disadvantaged students and those with special educational needs are close to the 
national average. The attainment on entry of our students is close to the national average. Around 65% of our students stay 
on in the sixth form where they take level 3 courses. 

Academic standards are high and our exam results are very good at GCSE, A level and in vocational subjects. We have worked 
very hard at securing steady, incremental improvements in our outcomes to ensure they are sustainable over time. Our 
success is based on a strong emphasis on the core subjects of English, maths and science, an appropriate curriculum provision 
for all our students and high quality teaching and learning across the school. Much is in place to continue these improvements 
but the journey is not yet complete.  

Academic success is underpinned by outstanding pastoral care. We have a large team of non-teaching inclusion staff who are 
highly trained and committed to meeting the individual needs of our students. Meeting the needs of our diverse community 
is always challenging but the outstanding work of our inclusion team ensures the engagement of our students and enables 
our teachers to focus on teaching and learning. We are very proud of the exceptional support we provide for our students 
but recognise that each year brings fresh challenges requiring new solutions. 

Highfields has always been committed to developing the whole child. We nurture individual strengths and encourage our 
students to explore a wide variety of interests beyond the school curriculum. We want them to be thoughtful, kind and 
considerate in contributing to the school and its wider community. We have a good range of extra-curricular activities. The 
school production is brilliant every year.  There is an amazing variety of trips each year, including many residential visits. 

The development of PE and Sport is an important part of the next stage of our journey. Following a recent review and 
restructure we are looking to appoint a new leadership team. This team will have a clear vision of how PE and Sport can 
achieve academic excellence, high and inclusive levels of engagement and sporting success at local level and beyond. 

I believe that Highfields is a very good school but I would not want to give the impression that everything has been done. 
This is far from the case. The leadership of PE and Sport is an opportunity to be part of our next phase in making the school 
even better for all our students. 

Every good wish, 

Yours sincerely, 

Mark Capel 

Headteacher 



HIGHFIELDS SCHOOL
JOB DESCRIPTION 

Post Title: Head of Department 

Name: 

Purpose: • To develop and enhance the teaching practice of others
• To improve the quality of students’ learning
• To monitor pupil progress within the Department
• To ensure the effective implementation of an appropriately

broad, balanced, relevant and differentiated curriculum in all
lessons within the Department

• To be accountable for leading, managing and developing
teaching and learning within the Department

• To effectively manage and deploy appropriate teaching and
learning resources within the Department to support the
designated teaching and learning portfolio

Reporting to: Head of Learning School 

Responsible for: Teaching staff and other relevant personnel within the 
department 

Liaising with: Head/Deputies, Lead Practitioners other Heads of Department, 
Heads of School, Student Support Services and relevant staff 
with cross-school responsibilities, relevant non-teaching 
support staff, LA staff, parents. 

Working Time: 195 days per year.  Full time 

Salary/Grade: TLR 1a 

Disclosure level Enhanced 



 
MAIN (CORE) DUTIES 
 
Operational/ 
Strategic 
Planning 
 
 
 
 
 
 
 
 

• To link the development of appropriate syllabuses, schemes 
of work, programmes of study and assessment to teaching 
and learning strategies in the classroom 

• The day-to-day management, control and operation of 
teaching and learning within the Department, including 
effective deployment of teaching and learning resources 

• To prepare and implement a Departmental 
Development/Improvement Plan on a three yearly cycle 

• To implement School Policies and Procedures, e.g. Equal 
Opportunities, Health and Safety, COSHH, accommodation 
Strategy, etc. 

• To ensure an appropriate teaching and learning environment 
throughout the Department through active monitoring and 
follow up 

• To work with the Head of Learning School to ensure that the 
work in the curriculum area fully reflects the School’s 
distinctive ethos and mission 

• To support the Head of Learning School in ensuring that 
Health and Safety policies and practices, including Risk 
Assessments, throughout the Department are in-line with 
national requirements 

• To lead the active monitoring and tracking of pupil progress 
within the Department. 

• To liaise with Head of Learning School and ensure under-
achievement is appropriately addressed. 

• To work with Lead Practitioners in ensuring appropriate 
provision for Gifted and Talented pupils across the 
Department 

• To work with SENCO/Lead Practitioners in ensuring  
appropriate provision for SEN pupils across the Department. 

  
Teaching and 
Learning 
Provision: 

• To liaise with the Deputy Headteachers and the Head of 
Learning School to ensure the delivery of appropriate, 
comprehensive, high quality and cost-effective Teaching and 
Learning programmes which complement the School 
Development/Improvement Plan 

• To be accountable for the development and delivery of 
teaching and learning in the Department. 

  



Teaching and 
Learning 
Development: 

• To lead the development of teaching and learning in the 
Department. 

• To keep up to date with national developments in teaching 
and learning practice and methodology 

• To actively monitor and respond to teaching and learning 
development and initiatives at national, regional and local 
levels 

• To respond to and support new initiatives in teaching and 
learning introduced by Lead Practitioners 

• To liaise with the Head of Learning School to maintain 
accreditation with the relevant examination and validating 
bodies 

• To ensure that the development of curriculum areas within 
the Department is in line with national developments 

  
Staffing 
 
Staff 
Development: 
 
Recruitment/ 
Deployment of 
Staff 
 
 
 
 
 

• To work with the Head of Learning School, Deputy 
Headteachers, and Lead Practitioners to ensure that staff 
development needs are identified and that appropriate 
programmes are designed to meet such needs 

• To liaise with the Head of Learning School for the efficient 
and effective deployment of the Department’s technicians 
and support staff 

• To undertake Performance Management Review(s) and to 
act as reviewer for colleagues within the Department 

• To participate in the interview process for teaching posts 
when required and to ensure effective induction of new staff 
on matters pertaining to teaching and learning 

• To promote teamwork and to motivate staff to ensure 
effective working relations 

• To participate in the school’s ITT programme on matters 
pertaining to teaching and learning 

  
Quality 
Assurance: 
 
 
 

• To establish common standards of practice in teaching and 
learning within the Department 

• To contribute to the School procedures for lesson 
observation 

• To implement School quality procedures 
• To monitor and evaluate the Department in line with agreed 

School procedures including evaluation against quality 
standards and performance criteria 

• To seek/implement modification and improvement where 
required 

• To ensure that the Department’s quality procedures meet the 
requirements of School Self Evaluation and the School 
Development Plan 

  
Management 
Information: 

• To make use of data to inform the development of teaching 
and learning in the Department 

• To make use of data to evaluate the outcomes of teaching 
and learning in the Department 

• To provide the Governing Body with relevant information 
relating to teaching and learning across the Department 



Communications: • To ensure that all members of the Department are familiar 
with its aims and objectives 

• To ensure effective communication/consultation as 
appropriate with the parents of students 

• To liaise with partner schools, higher education, Industry, 
Examination Boards, Awarding Bodies and other relevant 
external bodies 

• To represent the Department’s views on teaching and 
learning 

  
Marketing and 
Liaison: 

• To contribute to the School liaison and marketing activities, 
e.g. the collection of material for press releases 

• To lead the development of effective subject links with 
partner schools and the community, attendance where 
necessary at liaison events in partner schools and the 
effective promotion of subjects at Open Days/Evenings and 
other events 

• To actively promote the development of effective subject 
links with external agencies 

  
Management of 
Resources: 

• To manage the available resources of space, staff, money 
and equipment efficiently within the limits, guidelines and 
procedures laid down; including deploying the department 
budget, acting as a cost centre holder, requisitioning, 
organising and maintaining equipment and stock, and 
keeping appropriate records. 

• To ensure that all teaching rooms offer an appropriate 
teaching, learning and working environment 

  
Pastoral System: • To act as a Form Tutor and to carry out the duties associated 

with that role as outlined in the generic job description 
• To ensure the Behaviour Management system is 

implemented in the department so that effective learning can  
take place 

  
Teaching: • To undertake an appropriate programme of teaching in 

accordance with the duties of a standard scale teacher 
  
Additional 
Duties: 

• To play a full part in the life of the school community, to 
support its distinctive mission and ethos and to encourage 
and ensure staff and students to follow this example 

  



Other Specific Duties 
• To continue personal development as agreed

• To engage in the performance review process

• To undertake any other duty as specified by STPCB not mentioned in the above

• Whilst every effort has been made to explain the main duties and responsibilities
of the post, each individual task undertaken may not be identified

• Employees will be expected to comply with any reasonable request from a
manager to undertake work of a similar level that is not specified in this job
description

• Employees are expected to be courteous to colleagues and provide a welcoming
environment to visitors and telephone callers

• The school will endeavour to make any necessary reasonable adjustments to the
job and the working environment to enable access to employment opportunities
for disabled job applicants or continued employment for any employer who
develops a disabling condition

Date: May 2016 



HIGHFIELDS SCHOOL 
PERSON SPECIFICATION - MAIN SCALE TEACHER 

QUALIFICATIONS ESSENTIAL DESIRABLE HOW IDENTIFIED 

Degree or equivalent qualifications • Application Form 

Qualified teacher status • Application Form 

SKILLS / KNOWLEDGE ESSENTIAL DESIRABLE HOW IDENTIFIED 

Understanding of National Curriculum 
• 

Application Form 
Letter of Application 
Interview 

Knowledge and Understanding of 
Literacy/Numeracy Programmes • Application Form 

Letter of Application 

Knowledge and Understanding of Assessment • Interview 

Able to communicate well with others 

• 

Application Form 
Letter of Application 
Interview 
References 

ICT/Data Literate • Interview 

Working knowledge of school procedures • Interview 

Knowledge and Understanding of Inclusion 
and Pastoral Procedures 

• 

Application Form 
Letter of Application 
Interview 
References 

Evidence of undertaking professional 
development 

• 

Application Form 
Letter of Application 
Interview 
References 

Flexible approach to people and situations 
• 

Letter of Application 
Interview 
References 

Ability to use own initiative appropriately 
• 

Interview 
References 



Work constructively as part of a team 
• 

Interview 
References 

Excellent 

 organisational and time management skills 
• 

References 

Understand roles of LSAs and TAs • Interview 

Experience of liaising and planning with staff 
• 

Interview 
References 
Letters of Application 

OTHER ESSENTIAL DESIRABLE HOW IDENTIFIED 

Personal presence and high expectations 
• 

Interview 
References 

Capacity for sustained hard work • References 

Presentation skills • Interview 

Career orientated 
• 

Interview 
References 
Letters of Application 

Sense of humour • Interview 



 
 

How to apply for the post of: 

Head of P.E./Sport 

• Download and complete the standard Application Form from our 
website.  Please ensure you include all relevant details.

• You may wish to include a C.V. although this is optional.

• Should you wish to be considered for both posts, please indicate 
on your application.

• Complete a letter of application.  This should be word-processed 
using Font size 12.

This should include a paragraph on each of the following:

> The qualities that candidates will bring to this management and 
hhleadership role.
> What does outstanding teaching and learning in P.E. look like?
> Independent learning within P.E. 

Selection Process: 

• Panel Interviews

• Teach a lesson

Please email your completed application to: dshillito@hswv.co.uk 

HIGHFIELDS SCHOOL 
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