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Maiden Erelgh Trust

	Role
	Literacy and Communication Lead
	School/Department
	OTS 

	Grade
	MPR/UPS + TLR2c + SEN1
	Reports to
	Assistant Headteacher

	Purpose 
	The Literacy and Communication Lead will provide professional leadership for reading, literacy, English and communication across Oak Tree School, ensuring pupils from EYFS to Year 11 receive high-quality teaching, curriculum pathways, assessment and targeted support that reflect their needs, including pupils with ASD and additional complex needs. The postholder will lead the development and implementation of the whole-school literacy and communication strategy, oversee KS4 literacy and English pathways from entry level and Functional Skills to GCSE, work collaboratively with speech and language therapists and the wider multidisciplinary team, and contribute to strong pupil progress, effective communication provision and high standards of teaching, learning, behaviour and inclusion.

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	Staff group: teaching staff and support staff assigned to classes, lessons, literacy, English and communication provision. Fixed-site deployment at Oak Tree School, with occasional support across Maiden Erlegh Trust schools as required.
	No budgetary responsibility.

	Key accountabilities

	Leading high-quality teaching, learning, curriculum development and classroom practice in English, literacy and communication across EYFS to Year 11; developing, implementing and monitoring a whole-school literacy and communication strategy tailored to pupils with ASD and additional needs.

Overseeing the delivery and development of KS4 literacy qualifications, including entry level, Functional Skills and GCSE pathways; leading assessment, tracking and reporting of pupil progress in literacy, English and communication.

Working with speech and language therapists, the clinical team, multidisciplinary colleagues and teaching staff to embed effective communication pathways and programmes linked to pupils’ EHCP needs; supporting colleagues through professional leadership, CPD, advice, resources and strategies that improve literacy and communication practice; promoting reading and effective communication across the school community to strengthen pupil access, engagement and outcomes.

Maintaining high standards of behaviour, attendance, safeguarding, health and safety and inclusion; contributing to the effective working of Oak Tree School and Maiden Erlegh Trust, including implementation of policies, professional standards and readiness for inspection, benchmarking or assessment visits

	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	Teaching and Learning
 Lead and develop a whole-school approach to reading, literacy and communication across EYFS to Year 11, ensuring a consistent and high-quality experience for all pupils. 
 Implement and lead an appropriate English and literacy curriculum for the variety of needs within the school. 
 Ensure literacy and English are taught to a high standard across the school. 
 Plan, resource and deliver highly effective and inspiring lessons as per the allocated timetable. 
 Ensure students make progress in English at Key Stage 3 and Key Stage 4 and achieve strong academic results. 
 Work with colleagues to design engaging and challenging schemes of work and lessons. 
 Follow the Trust’s Learning and Teaching Framework and Homework Procedures. 
 Plan and prepare highly effective lessons, including incorporating cross-curricular elements such as literacy, numeracy and PSMSC, in line with Trust and school schemes of work and assessment. 
 Motivate and inspire students so they enjoy their learning, manage their own learning effectively and aim as high as possible. 
 Direct and supervise support staff assigned to lessons. 
 Participate in preparing students for internal and external assessment and examinations. 
 Enrich the curriculum with trips and visits to enhance the learning experience of all students. 
 Keep up to date with developments relating to the subjects taught, examinations and good practice. 
 Ensure all classroom, assessment and feedback routines are upheld in all lessons. 
 Provide professional leadership and support to staff in the delivery of literacy and communication, ensuring high standards of teaching and learning from EYFS through to Year 11. 
 Work collaboratively with the multidisciplinary team and teaching staff to embed literacy and communication skills across all subject areas. 
 Deliver and facilitate high-quality CPD for staff focused on effective literacy and communication strategies. 
 Promote a love of reading and effective communication throughout the school community to build confidence, independence and achievement for pupils.
Assessment
• Lead on the assessment, tracking and reporting of pupils’ progress in literacy and communication.
• Use a detailed understanding of students’ starting points, barriers to learning and needs to ensure they are supported and challenged effectively
• Ensure students make progress in English at Key Stage 3 and Key Stage 4 and achieve excellent academic results.
• Participate in preparing students for internal and external assessment and examinations.                                                        • Ensure all students are guided to set realistically aspirational targets which are used to inform planning and assessment as the course progresses..
• Use regular formative assessment to monitor student progress and make necessary changes or implement necessary interventions.
• Implement and adhere to the Trust’s Learning and Teaching Framework, Homework Guidelines and Assessment and Reporting Policy.                                                                                • Establish plans and processes for individual students and groups of students, with measurable results, and evaluate those results to support improvements in student progress
•Provide verbal and written assessments, feedback, reports and references relating to individual students and groups of students.
• Maintain regular and productive communication with students and parents regarding progress, improvement actions, how parents can help, sanctions and rewards.                                                       • Be accountable for the standards of progress and attainment of all students taught, including disadvantaged students and more able students.
• Be accountable for the reliability and accuracy of formative and summative assessment of all students.                                               • Be accountable for the reduction or removal of any differences in performance between groups of students.
Behaviour Management and Student Wellbeing
• Establish and maintain discipline in all aspects of the role and support others in the school to do so.
• Implement and adhere to the Trust’s policies, including Behaviour, Safeguarding, GDPR, Anti-bullying, Health and Safety and Acceptable Use, ensuring the health and wellbeing of students is maintained at all times.
• Create a positive, nurturing and open learning environment where students are safe and feel safe to show curiosity and enthusiasm for the subject being taught
• Take responsibility for the behaviour and attendance of students in lessons, implementing appropriate sanctions and rewards and recording them appropriately.                                                             • Undertake allocated duties and ensure a presence which promotes the safety and wellbeing of students and staff                    • Ensure all concerns of a safeguarding nature are reported and recorded in line with the Safeguarding Policy and within a timely manner.                                                                                            • Ensure all concerns of a health and safety nature are reported and recorded in line with the Health and Safety Policy and within a timely manner.                                                                               • Be accountable for the standards of conduct and behaviour for learning of all students.
• Be accountable for the safety and wellbeing of students in their care.
Pastoral and Inclusion
• Act as a form tutor and, with direction from the relevant Head of Year, plan and deliver effective tutor and Personal, Social, Moral and Spiritual sessions.
• Take responsibility for the behaviour and attendance of students in the tutor group, implementing appropriate sanctions and rewards and recording them appropriately.
• Review tutees’ reports and or Individual Learning Plans at least half termly, recording outcomes of conversations and agreed actions as required.
• Provide information and reports to inform discussions relating to SEND, involvement of other agencies, alternative provision and related matters.                                                                                    • Ensure appropriate referrals are made to the clinical team so that students receive timely and relevant support for their learning.
• Work with middle managers and tutors to support students with literacy and communication.
• Liaise with parents, carers and external agencies to support pupils’ progress and wellbeing.
Trust Culture
• Support the Trust’s values and ethos by contributing to the development and implementation of policies, practices and procedures.
• Maintain the highest expectations of all students within a “no excuses” culture.
• Contribute to a strong Trust and school community characterised by consistency, collaboration and respectful relationships.
• Support extra-curricular and whole school events.
• Work collaboratively with colleagues and other professionals in and beyond the school, covering lessons and providing other support as required in line with school policy.
Other
• Participate in the compulsory electives scheme, where students are required to stay after school one day per week.
• Help create a strong Trust and school community, characterised by consistency, collaboration and measured and respectful relationships.
• Support extra-curricular and whole-school events
• Support and work in collaboration with colleagues and other professionals in and beyond the school, covering lessons and providing other support as required in line with school policy
• Undertake any other duties that reasonably fall within the purview of the post following consultation with the postholder                      . • Conduct themselves with professionalism and integrity at all times, acting in the best interests of students in the Trust.
• Be prepared for Ofsted inspections and any other benchmarking or assessment visits.
• Be accountable for the consistent implementation of school policy in the subject.
• Be accountable for the effective and safe use of resources.
Other
• When required, participate in recruitment and selection or teacher training activities.
• Participate in the appraisal system, taking full responsibility for their own objectives and professional development.
• Undertake other reasonable responsibilities as directed by the Head of Department, Headteacher or line manager.

	Other requirements and responsibilities

	The duties outlined in this job description are to be performed in accordance with the provisions of the latest School Teachers’ Pay and Conditions Document as adopted by Maiden Erlegh Trust and may be modified by the Headteacher, with the postholder’s agreement, to reflect changes in the role commensurate with the salary and job title.
Enhanced DBS clearance is required.





Person Specification 

	
Role 


	Curriculum Leader 
	School/Department 
	Trust School 

	Qualifications, training and education 
	• Good quality degree.
• PGCE, or equivalent, in secondary education.
• Qualified Teacher Status (QTS).


	Skills and abilities 
	Teaching and learning
• Ability to lead and develop reading, literacy, English and communication provision across EYFS to Year 11, including for pupils with ASD and additional complex needs to support pupil access, engagement and outcomes.
• Ability to teach English and literacy to a high standard and support strong pupil progress across Key Stage 3 and Key Stage 4.
• Ability to design, adapt and evaluate schemes of work, lessons and curriculum pathways that meet a range of pupil needs.
• Ability to support colleagues in improving literacy and communication practice through professional leadership, advice, resources and CPD to strengthen consistency of classroom practice.]
• Ability to keep up to date with developments in English, literacy, communication, examinations and good practice.

Communication
• Excellent communication and interpersonal skills, with the ability to engage effectively with pupils, colleagues, families and external professionals.
• Ability to work collaboratively with speech and language therapists, clinical colleagues, multidisciplinary colleagues and teaching staff to support literacy and communication provision to strengthen joined-up support for pupils.
• Ability to maintain regular and productive communication with pupils and parents or carers about progress, improvement actions, support, sanctions and rewards.

Organisation and planning
• Ability to manage workload effectively, prioritise tasks and organise data and information accurately.
• Ability to work independently and use initiative, as well as contribute effectively within a team environment.
• Ability to lead assessment, tracking and reporting processes in literacy, English and communication.
• Ability to use assessment information, starting points, barriers to learning and pupil needs to support planning, intervention and progress.
• Ability to prepare pupils for internal and external assessment and examinations.

Behaviour management
• Strong understanding of positive behaviour management approaches.
• Ability to establish and maintain appropriate discipline and support a safe, positive and nurturing learning environment.
• Ability to take account of behaviour, attendance, safeguarding, health and wellbeing expectations when supporting pupils.

Personal qualities
• Assertive within professional contexts to advocate for pupils’ needs.
• Maintains confidentiality at all times.
• Calm under pressure, adaptable and resilient in approach.
• Flexible and committed to ongoing professional and personal development through reflection and learning from others.
• Demonstrates a strong sense of responsibility and accountability.
• Professional and able to act with integrity in the best interests of pupils.
• Able to contribute to a Trust and school culture based on consistency, collaboration and respectful relationships to support a safe and inclusive school community.

	Requirements specific to the role 
	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.

To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required 




Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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