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DIOCESE OF LEEDS
OFFICE FOR EDUCATION AND SCHOOLS

JOB DESCRIPTION FOR RE CO-ORDINATOR

· To be responsible to the Head teacher and colleagues for the monitoring of teaching, assessment and planning of Religious Education based on the development of the children at each stage. Monitoring occurs in order to support staff and raise pupil attainment and may include classroom observation/involvement in line with school practice.

· To manage resources and facilities for Religious Education.

· To liaise with the Diocesan RE Co-ordinator particularly through attendance at the Co-ordinators’ meetings, and inform the Head teacher and colleagues of current standards and developments within Religious Education.

· To attend appropriate In-service training for Religious Education, keep up-to-date with current developments and to organise school based INSET.

· To advise individual colleagues and induct new members of staff as required on the Religious Education process and teaching methods.

· To set up and maintain a portfolio of work in order to monitor progression and continuity. Samples of work should reflect the appropriate Attainment Target strands and levels.

· To ensure that cross-curricular concerns such as literacy skills, multi-cultural issues, equal opportunity, the use of Information Technology and PSHE are reflected in Religious Education.

· In consultation with the Head teacher to communicate with parents, governors and the parish community regarding issues associated with Religious Education.

· To liaise with other primary and secondary colleagues.

· To maintain a Subject Leader’s file containing:




1.
The Religious Education Policy and Guidelines



2.
Medium term plans which represent schemes of work in school

                           3.
Assessment and monitoring procedures for teaching and learning

4. Methods for collecting evidence.

5. A Record of Staff Professional Development in Religious Education

6. A List of Resources available in school for Religious Education

7. (See RE Co-ordinator File on website).

Working with the Head teacher and colleagues, to undertake a regular audit/review of  Religious Education in line with the school improvement plan.
	Focus
	Date
	Points for Development

	Planning 
	
	

	Work Scrutiny
	
	

	Lesson Observation 
	
	

	Prayer Corners
	
	

	Collective Worship
	
	

	Assessment
	
	

	Display
	
	

	Pupil Self Assessment
	
	


Monitoring Overview
Year Group:





Monitoring of Planning





Date:
	Focus
	Comments

	Learning Outcomes

· Are learning objectives informed by assessment criteria eg
       “Driver Words”?

· Are learning outcomes clearly identified?

· Do learning outcomes focus on the objectives from
       the RE programme?

	

	Attainment Targets
· Are lessons planned which cover both ‘learning about’ (AT1) and ‘learning from’ (AT2) RE?
	

	Differentiation 

· Does the planning include a range of differentiated activities to cater for individual and group needs?

· Is there evidence that the planned activities go beyond those outlined in the Teacher or Pupil Book?


	

	Key Questions/Words
· Are key questions identified which foster pupil talk and 

       creative tasks?

· Are key words identified? 

	

	Assessment

· Are opportunities for assessment highlighted?

· Do “driver words” & ‘I Can’ statements help to shape learning

       activities

· Are there opportunities for pupil self evaluation?

	

	ICT

· Is ICT used to support teaching and learning?


	

	Links to other areas of learning 

· Are opportunities identified for links with other areas of the curriculum especially literacy, numeracy and the arts?


	

	Resources

· Are appropriate resources clearly identified?


	


A copy of this monitoring sheet has been given to the class teacher 

Coordinator …





Class Teacher …
Class Teacher:





Work Scrutiny


Year Group:


Date:

	Focus 
	Comments

	Writing

· Is there a range of opportunities for writing which include evidence of note taking, drafting and redrafting, narrative etc?

· Is there any record of class discussion?

	

	Differentiation 

· Is there evidence of activities being matched to ability & understanding?

· Are pupils offered an appropriate range of activities?
· Are differentiated activities shaped by assessment criteria e.g. “driver words”/ ‘I 
    Can’ statements?
	

	Quantity/Pace

· Are pupils doing as much work in the time available as they would in other subjects?

· Is the work complete?


	

	Presentation 

· Is there consistency in the standard of presentation of each pupil’s work?


	

	Marking

· Is work marked regularly?

· Is marking developmental with specific comments to challenge pupils?
· Do the next steps identified focus on religious literacy?

	

	ICT

· Is there evidence of use of ICT and other media to support RE?


	

	Assessment

· Is there evidence of ongoing assessment?
· Is there evidence of teachers’ comments, levels of attainment, self assessment?


	

	Other World Faiths

· Is there evidence of the study of Judaism and at least one other world faith?
	

	Continuity and Progression 

· Is there evidence of progress for high, average and low attaining pupils?

· Is there continuity from year to year?

	


A copy of this monitoring sheet has been given to the class teacher: Co-ordinator:




Class Teacher:

Monitoring of Prayer Corners/Areas

Teacher:



Year Group:


Date:

The prayer corner/area is prominent in the classroom




YES/NO

It reflects the current religious education topic





YES/NO

It looks clean, fresh and well presented





YES/NO

The focus is changed regularly





YES/NO

Pupils help to assemble and care for the area, if appropriate 




YES/NO

The Bible is prominently displayed 





YES/NO
(turned to the Scripture reading of the day/theme)

A selection of religious objects, items for reflection and cloths


             YES/NO

are available and brought out at different times

The prayer area is used interactively e.g. by using prayer intention cards 


YES/NO

Interesting stimuli are used e.g. incense, music, wind chimes, running water
             YES/NO

The prayer area is used regularly by teachers and pupils 





YES/NO

Areas for development:


	RECORDING & EVALUATING LITURGY SHEET

	Date
	Occasion

	Building Block
	What did we do?
	What was good?
	What could be improved?

	Environment


	
	
	

	Gesture


	
	
	

	Ministry


	
	
	

	Music


	
	
	

	Prayer


	
	
	

	Scripture


	
	
	

	Silence


	
	
	

	Symbolic Action


	
	
	

	Words


	
	
	

	Remarks


A School Audit for Collective Worship/Liturgy
	
	Comment if needed
	Maintain
	Improve
	Change
	Introduce

	Do we have an updated policy for collective worship/liturgy?


	
	
	
	
	

	Is our worship guided by the principles stated in the Diocesan Collective Worship Policy?


	
	
	
	
	

	Do we have a CW coordinator with job description?

	
	
	
	
	

	Is there a development plan for collective worship and does it form part of the S.I.P.?


	
	
	
	
	

	Do we plan acts of collective worship/liturgies?


	
	
	
	
	

	Do we monitor, record and evaluate collective worship?
	
	
	
	
	

	Do we use a variety of pupil groupings?


	
	
	
	
	

	Do we offer a variety of settings?


	
	
	
	
	

	Do we offer a range of experiences? E.g. songs, reflection, silence, etc.


	
	
	
	
	


A School Audit for Collective Worship/Liturgy

	
	Comment if needed
	Maintain
	Improve 
	Change
	Introduce

	Do we provide opportunities for voluntary worship and retreat experiences?


	
	
	
	
	

	Do liturgical celebrations in school highlight a special occasion? 
	
	
	
	
	

	Do we acknowledge the variety of faith traditions or lack in pupils and staff gathering for worship?
	
	
	
	
	

	Is scripture a focus in all acts of worship?


	
	
	
	
	

	Do pupils plan and lead collective worship?


	
	
	
	
	

	Do we have adequate resources for collective worship/liturgy?
	
	
	
	
	

	Have we provided recent INSET for staff?
	
	
	
	
	

	Reflection on Audit

	What are the key strengths?



	How will you consolidate these key strengths?



	What are the areas for development?




Display Feedback Form

	Name of Teacher:                                           Year Group:

Topic Title:                                                       Date:



	Is the display easy to see and well cared for?                                                                                        YES/NO

Comment:



	Are key words displayed?                                                                                                                      YES/NO

Example:



	Is there a balance between teacher and pupils work?                                                                            YES/NO

Example:



	Are critical questions asked?(making the display interactive)                                                                YES/NO

Example:



	Is a variety of media used including ICT?                                                                                              YES/NO

Example:



	Are links made with other areas of learning (if relevant)?                                                                    YES/NO

Example:



	Other:




Signed………………………………



Date……………………..

Staff Inset Record

	Staff Meeting/Courses etc.

	Date
	Details
	Attendee

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Suggested Elements of the RE Co-ordinator’s File

· Mission Statement

· RE Policy

· EPR Policy

· Collective Worship Policy

· Other relevant policies e.g. SEN, Assessment

· Job Description

· RE Action Plan (part of School Improvement Plan)

· Sample Planning Sheet

· Annual Monitoring Schedule

· Monitoring Pro-forma

· Areas for Development

· Tracking of Assessment outcomes

· Previous Section 48 Report and Action Plan

· Training Record – Co-ordinator and all staff

· Record of Liturgies, Masses, Celebrations

· Support for Charities

