Academic Quality Manager

Summary:

AQMs are appointed to support and ensure consistency of specific subject areas of the curriculum and to respond to particular emergency situations within a Centre involving their subject area.  Four AQMs are appointed to cover the areas of English, Mathematics, Science and Business Subjects.  The AQMs will be based in a centre in reasonable proximity to Shanghai and co-teach with an inexperienced teacher (possibly an NQT) to allow them to provide appropriate training and to be mobile when required.  They will be line-managed by the Academic Director (AD).

Responsibilities & Duties: 
The role of the AQM involves the following areas: 

1
Curriculum Schedule/Development

· Provide copies of Schemes of Work for each of their subjects for the following year and ensure their distribution to all teachers by first week of July.
· Receive requests from Centres for amendment to schemes of work.  Such requests should be received at least one full semester in advance of proposed implementation.

· Approve amendments to schemes of work based mainly on the criteria of an assessment of the benefits to the students involved.

· Offer advice and guidance to teachers on developing the schemes of work into medium and short term teaching plans

2. 
Resources

· Gather feedback from teachers on resources used within subject areas

· Compile a list of resources to be ordered to support each subject area taking due account of the views of teaching staff

· Prepare, collect (from subject teachers) and coordinate a bank of subject resources, making these readily accessible to staff in the Centres.

· Input regularly to the subject-based sections of the website, developing this as a valuable support for teaching staff

3. 
Assessment

· Prepare the ‘End of first semester’ standardised test and marking scheme within each subject under their jurisdiction for use across all centres as set out by the Quality Programme. Test and marking scheme should be in centres one month before test date.
· Provide advice and support as necessary to Centres compiling other assessment instruments during the course of the year.
· Ensure each Centre produces a minimum of four sets of assessment data on produced on students under exam conditions, which can be supplied to the host school for use in transcript compilation.  The ‘End of first semester’ test will form one such assessment.
· Provide or advise on Entry Test papers for testing of applicants to the Centre, editing as required according to requests from Host School and Centre. 
4. 
Assessment of Quality (Quality Programme) 

· AQM to receive a sample of marked papers (3 in total) from subject teachers in each centre. AQM to assess teachers’ marking with regards to accuracy and quality of feedback (formative). AQM to provide written feedback on quality of assessment to the AD, the relevant CP and individual subject teachers. Marked scripts are to be returned to CPs for their centres. 

· AQM to write a section for inclusion within the Annual Dipont Report outlining standards and trends within their subject areas having reviewed final examination results from Cambridge. 

5. 
Support for Colleagues

· AQM to offer advice/support to Subject Teachers within 3 days, via e-mail or telephone if appropriate. AQM to keep a log of support given.

· AQM to visit centres to carry out observations or/and provide support to Subject Teachers when required by AD. AQM to provide written feedback on visit to CP and AD.

· To offer support/advice to CPs if they have concerns over subject teachers.

6. 
Staff Development

· To provide one-to-one support for teachers where considered necessary.

· To mount training sessions within centres to promote more effective teaching within their subject areas

· To play a major role in the annual induction weekend programme

· To advise AD on relevant training needs within their subject area

· To work closely within their own centre as a mentor/team teacher with an NQT or inexperienced member of staff.  This close relationship provides individual training plus the facility for the AQM to leave the Centre when necessary.

7.
Academic Calendar

· To combine with Academic Quality Team to compile an Academic Calendar in advance of the academic year for the guidance of Centres.

· To monitor the implementation of the Academic Calendar as it affects subject areas under their jurisdiction.

8. 
Meetings

· Attend regular coordination meetings with AD as required

· Prepare and coordinate Subject meetings with Subject Teachers according to the Academic Calendar

9. 
Other

· To be prepared to provide emergency cover within their subject area should a Centre face a major problem through loss of a staff member.  Such cover will not extend continuously beyond five teaching days.

· To seek opportunities to develop inter-centre competitions/challenges for students within their subject areas.  To extend this concept to promoting the entry of Dipont students into international competitions where feasible.

