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THE DERBY
— HIGH SCHOOL —

Inspired to make a difference





	THE DERBY HIGH SCHOOL

JOB DESCRIPTION

	Post Title:  
DATA, ASSESSMENT AND EXAMINATIONS MANAGER

	Department:
CHILDREN’S SERVICES
	Post Grade:  Grade 10 SCP 24-27

            £34,314 - £37,035 (FTE)

	Location:  
THE DERBY HIGH SCHOOL



 RADCLIFFE ROAD



 BURY



 BL9 9NH 
	Post Hours: 
37 hours per week
                      Term time only plus 5 days




	Accountable to: 


      School Business Manager



      Deputy Headteacher – Curriculum & Standards 

                 Ultimately the Headteacher



	Purpose and Objective of Post:


· To lead on the development and delivery of clear data processes, management information systems and to be an efficient part of the support team in order to ensure accurate and effective data across the whole school.
· To take responsibility for all areas of data input and output ensuring the integrity of the data and that the data is stored safely and readily accessible for those who require it.
· To be an expert user of Management Information Systems and Microsoft Packages, particularly Excel.
· To be responsible for providing reports, as required, for all stakeholders including the DfE, LA, Governing Body, Senior Leadership Team, Heads of Department, Heads of Year, SENDCo, parents and students.

· To be responsible for the smooth running and administration of all internal and external examinations


	DATA AND ASSESSMENT SYSTEMS MANAGER

MAIN DUTIES/RESPONSIBILITIES:

· To liaise with the senior leadership team in the processing of target data, internal data and external data, producing any related documents and information.

· To ensure that target data is generated on an annual basis and an ad hoc basis when new students join the school.

· To set up and manage systems for tracking student progress data at each Key Stage.

· To be responsible for managing and co-ordinating all aspects of the school’s Information Management System relevant to the role to maximise its use.  
· To have overall responsibility for completion and submission of school termly Census.
· To ensure the general upkeep and maintenance of the Information Management System including beginning/end of year procedures.

· To be responsible for developing the potential of the school’s Information Management System package for increased needs in school and to act as Super User in relation to Secure Access (S2S), FFT, SISRA, etc.
· To be responsible for the set-up, maintenance and support of various behaviour tracking data using the school’s Information Management System.
· To manage the efficient transfer of data in readiness for the beginning of each new academic year including the setting, forming and banding of students in each year group.
· To ensure relevant data is transferred to the school management system such as Key Stage 2 and 4 data and pastoral indicators.
· To ensure all data, including examination information, student performance, SEN and KS3 and KS4 assessments are correctly stored and managed within SIMS.
· To produce curriculum and behaviour data from all data sources at points identified in the assessment calendar throughout the year for Middle and Senior Leaders.

· To provide clear and accurate data to support the curriculum and inclusion quality assurance cycles.

· To provide clear data or use during the performance management cycle.

· To develop and produce all reports over a weekly, monthly and yearly basis to meet the needs of teachers, parents, carers and students as outlined in the assessment calendar.  This will include written instructional programmes on the software.
· To analyse SIMS, SISRA, FFT, other data packages and reports as required producing specific information for a wide cohort of staff and agencies.

· To ensure that staff have access to SISRA Analytics, so that they have accurate live information regarding the progress of their students.

· To maintain SISRA Analytics so that it operates effectively.

· To manage user accounts on data management systems.

· To ensure that information, including curriculum and KS2 data on SISRA Analytics is accurate and matches SIMS.

· To ensure the punctual addition of information to SISRA Analytics, e.g. Data Captures.

· To support the Students’ Aspirations Lead in the management of student destination data.  
· To support the school in the development and production of the timetable including allocation of staff and students to their relevant rooms, form groups and classes. 

· To input any changes to timetables including for new staff and students. 

· To be the first point of contact for staff around data queries.

· To provide training to staff and Governors on the use of the school’s data systems.

· To undertake relevant CPD.
· To manage the administration of each reporting cycle and to generate reports to parents at the end of the assessment periods as outlined in the assessment calendar.

· To monitor return deadlines for data returns.

· To produce a range of reports to provide appropriate information for different audiences, e.g. Governors, Senior Leadership Team, Heads of Department, Heads of Year, parents, teaching staff and support staff.

· To undertake quality assurance methods to ensure the integrity of the data at all times.

· To provide compliance with Government data requirements and the completion of all statutory data returns.

· To provide training for staff on school systems and how to optimise their use.
· To provide support at awards events.

· Any other appropriate duties commensurate with the grade of the post which may be required from time to time.

	EXAMINATIONS OFFICER

MAIN DUTIES/RESPONSIBILITIES:

· To act as a central point of contact for all matters relating to all examinations.

· To be responsible for all external and internal communication with examination boards/awarding bodies.

· To be the lead point of contact during all external examination inspections.

· To design, implement and review all examination policies on an annual basis.  Produce guidelines on examinations procedures for staff, pupils and parents, ensuring compliance with JCQ regulations.
· To be familiar with rules and regulations issued by awarding bodies and to ensure awareness and compliance by Heads of Department, invigilators and candidates.
· To carry out risk assessments for any conflict of interest relating to the examinations in according with JCQ.

· To prepare the examination timetables for internal examinations.
· To advise the Senior Leadership Team on the organisation, administration and conduct of internal and external examinations.
· To set calendar deadlines and schedules for all stages in the process of entering and examining students for external examinations, and to inform pupils and staff of details.
· To communicate with Heads of Department to ensure accuracy of all subject specifications, informing them of any relevant changes.

· To prepare examination entry forms and to liaise with Heads of Department in completing and despatching accurate lists of candidates to examination boards/awarding bodies at the dates set by the boards.
· To check and confirm all examination entries with departments and candidates.
· To advise students of the examination boards’ code of conduct during examinations.
· To liaise with the SENDCo to ensure that all pupils have access to relevant examinations and assessment regardless of ability and complete and manage all the relevant Access Arrangement documentation in accordance with JCQ regulations.
· To complete special consideration forms for unwell/injured/absent candidates where appropriate.

· To manage all private entries including payment of fees.
· To ensure the correct number of external examination papers have been received and be responsible for storage and security of the papers and completed examination work, as necessary.

· To make practical and administrative arrangements for the conduct of all examinations (internal and external), including rooming timetables; statements of entry to candidates; availability of papers and stationery; seating and numbering arrangements and liaison with caretakers, as necessary.
· To resolve examination clashes in accordance with regulations.  

· Management, recruitment and training of the external invigilation team with regard to invigilation requirements, arrangements for the beginning and end of exams and school procedures.
· To be responsible for ensuring sufficient invigilators are provided for each examination including producing the invigilation rota.

· To provide training for examination invigilators so they are able to fulfil their roles effectively.

· To be responsible for the smooth running of the examinations in the exam rooms.

· To officiate at the start and end of examinations.

· To be responsible for the distribution of examination papers on examination days.

· To be responsible for carrying out any malpractice investigations along with the Assistant Headteacher (Data, Assessment and Achievement). 

· To collect, sort, check, pack and arrange postage of examination scripts and associated administrative documents.

· To collect controlled assessments, mark sheets and samples of controlled assessments, for transmission to examination boards/moderators, together with any forecast grades required.

· To be responsible for co-ordinating JCQ and other external assessor inspections.

· To download results at the relevant times, printing off the appropriate documentation and to make the necessary arrangements for their distribution to pupils.

· Being present and available in school on the days when results are notified and overseeing the distribution of results to candidates on the day and any data required for press release.

· To manage and co-ordinate any administrative tasks required relating to re-sits, queries and appeals, following consultation with relevant staff (Line Manager or Deputy Headteacher Curriculum).
· To be responsible for the management of the examinations budget and keep accurate records of exam entry costs and report on the examinations budget to the Senior Leadership Team.
· To make arrangements to receive, check, file, store and secure all certificates relating to external examinations; to participate in the organisation and arrangements for their distribution at both presentation evenings and subsequently.

· To collect and input as required various performance data into the School Information Management systems.

· To deal with staff, students and parent enquiries and requirements as they arise, including all appeals and result enquiries.

· To organise and chair Examination Officers Network Meetings and attend Examination Board meetings as required.



	Secondary Duties: 

· Be aware of and comply with policies and procedures relating to child protection, health, safety, security and confidentiality, reporting all concerns to an appropriate person.

· Any other duties which the Headteacher or Line Manager may reasonably request.
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