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HEADSHIP OF BIRCHFIELD SCHOOL

JOB DESCRIPTION

The main purpose of the Head is to take the lead role in ensuring the highest standards of learning, behaviour, teaching, leadership and management in order to ensure the reputation of Birchfield School as the leading independent co-educational prep school in the area. The Head will work closely with the School’s Governors and the Senior Management team (SMT) to develop polices that promote Birchfield School’s values.
The main responsibilities of the Head include:

· Responsibility as delegated by the Governors for the day to day operations at the School and for the management and performance of all the School’s staff;
· To develop, in partnership with the Governors, the overall aims and objectives of the School;
· The organisation of the curriculum in order to ensure that  pupils of all abilities can benefit from the educational, artistic, cultural and sporting opportunities that the School offers;
· Responsibility, in conjunction with the Bursar, for ensuring the School operates within the financial parameters set by the Governors ensuring that best use is made of the School’s resources as a consequence;

· The selection, appointment, leadership, pastoral care and development of all staff
; 

· Establishing strong relationships with past, present and potential pupils and their families as well as organisations and members of the local community;
· Marketing the School effectively;
· Overall responsibility for compliance with statutory requirements;

More specifically, the Head will be responsible for the following in accordance with the School’s policies and procedures:
Teaching and Learning
· Establish a broad and balanced curriculum relevant to the academic abilities and needs of the pupils, allocate staff responsibilities accordingly and ensure that the highest standards are achieved.

· Monitor and evaluate teaching and learning standards and, where necessary, identify and implement strategies for improvement.

· Co-ordinate the School’s work with that of the senior schools into which the School will feed.

· Determine the policy for and the organisation of pastoral care for the children ensuring due consideration is given to relevant statutory frameworks. 

· Set the norms for behaviour and discipline for both pupils and staff.

· Ensure that a variety of sports and extra-curricular activities are offered in order to develop skills and enrich the educational experience of all pupils.
Leadership and Management

· To lead by example and to inspire and motivate staff.

· In association with the Governors be responsible for the selection, appointment, induction and retention of all staff for the School and monitor their effectiveness against the criteria set out in the School’s performance management procedures.

· Lead performance management and ensure that there is effective appraisal of staff.

· Represent the School’s interests through membership of professional bodies, ensuring that Governors and staff are informed of relevant educational initiatives.

· Ensure that staff  have current job descriptions with defined responsibilities in order that they are aware of the expectations and purpose of their roles and the contribution that they make to the objectives of the School.

· Promote leadership and management throughout the School including innovation, sharing good practice, rigorous self-evaluation and efficiency.

· Lead staff meetings. Ensure that staff are briefed regularly and that they have the opportunity to offer feedback and suggestions.

· Work with the Governors to develop future strategies and policies for the School.

· Inspire and energise children to achieve academically and to take part in extra-curricular activities including sport, music and drama.
Administration and Finance

· Ensure that the School complies with Health and Safety regulations.

· Monitor and evaluate the implementation of School policies and procedures, delegating responsibilities where appropriate.

· Ensure that all statutory records are kept accurately and that necessary returns are made.  Preparation for inspections should be effectively put in place.

· Be responsible to the Governors for compliance with the School’s financial policies and ensure that the School operates within the budget, or subsequently modified, by the Governors.

· Work closely with the Bursar, the Executive Committee of the Governors and School’s Management Accountants in the preparation of the annual budget and longer term forecasts ensuring compliance with the principles of prudent financial planning.
· Supervise, through the Bursar, the maintenance of the buildings and the grounds to ensure that agreed standards are met, taking due care to uphold Health and Safety standards.

· Manage the School so that it achieves its targets, ensuring that management information is produced and shared regularly.

· Ensure that the School complies with the Trust’s charitable purpose and principles.
Relationships with Parents and External Bodies

· Manage a system of communication with parents through meetings, newsletters, the School website, social occasions, the Friends of Birchfield, the Parents’ Forum and any other groups to encourage a valued and effective partnership with the School, and ensure that their views can be heard and considered within the context of policy making.
· Ensure that parents feel confident that any concerns will be dealt with promptly and sympathetically.
· Act as the School’s spokesman/woman to parents and the community.
· Be responsible for marketing the School within the catchment area.  Manage PR issues and the media to maintain and develop the image of Birchfield.
· Maintain effective relationships with nurseries, in particular with Birchfield Prepcare, whose children progress to the School.
· Welcome prospective parents and visitors to the School.  
· Support and guide pupils and parents to understand the best future schools to suit their individual need. 

· Build strong relationships with senior schools and be familiar with entry examination processes and scholarship timetables. 

� Those of the Deputy Head and the Bursar should be made in conjunction with the Governors.





