Kingsmead School Job Description

Job Title

Head of Secondary
L17-21
Responsible to:
Executive Head Teacher (EHT)
Responsible for:
Designated staff at various levels within the schools staffing structure

Job Purpose:

The person appointed will be expected to be familiar with and able to demonstrate the skills, qualities and attributes of a Headteacher and as such deputise for the EHT in their absence.


You will be available to work across all areas of the school, including all sites and core work areas – within Kingsmead, within mainstream school and other settings where appropriate. 

Key Duties and Responsibilities:
Whole school 
· to ensure that the vision, values, ethos and culture of the school is clearly articulated, shared and modelled effectively by all in everyday work and practice;
· as a member of the SLT to contribute to the ongoing development of the aims and objectives of the school; to establish policies and procedures through which these will be achieved; to manage staff and resources to implement these, monitoring progress towards the achievements of these aims;
· to work as part of a flexible and supportive SLT to promote the positive ethos of the school and the welfare and behaviour of students, promoting positive student attitudes and behaviour in and around school and mutual respect for members of the school and wider community;  
· to ensure excellent communication and positive relationships across the whole school community and with all its stakeholders; 
· to have oversight for arrangement of medium and long-term cover for absent colleagues,

and line manage the AH on the various sites regarding day to day cover and other staffing 
issues;
· to attend meetings and events to support the work of the school as indicated on the school calendar or as directed by the EHT;
· to be willing to transport students subject to the appropriate risk assessments.
Progress and Achievement 

· to maintain an overview of all aspects of pupil progress across the school to ensure all pupils make progress towards identified targets in all areas – academic, attendance, behaviour, life and social skills;
· to monitor work across all sites to ensure that strategies are in place to address underachievement in all areas and that the focus on ‘narrowing the gap’ for all vulnerable learners is maintained;
· analyse whole school, site, group and individual pupil data against set targets to support school improvement in regard to academic progress, attendance and behaviour.
· To ensure that data for the Special School and the PRU can be presented and analysed separately for the purpose of evaluation and inspection 
Curriculum 

· to have overall responsibility and leadership of the school curriculum and timetable taking into account the specific needs of the special school and PRU elements and to ensure that Ofsted and all statutory requirements are met;
· to liaise with the AH’s, Heads of Subject and other staff to monitor and develop the curriculum offer and to promote and develop innovative approaches to the curriculum in order to re-motivate and engage disaffected students;
· to line manage and monitor the day to day work of the Heads of Subject, working with these middle leaders to ensure a quality curriculum and teaching and learning experience is provided for all students.   To ensure that robust subject development plans are in place which link into the overall school development plan and to monitor curriculum budgets to ensure best value;
· to support the professional development of Heads of Subject and maintain strong links with mainstream colleagues to support the development of the Kingsmead curriculum;
· maintain an up to date knowledge of wider curriculum developments to ensure that the Kingsmead offer reflects best practice and is in line with developments in mainstream schools; 
· to have oversight of all external examinations and accreditation including quality assurance processes 
· to ensure that parents are well informed about and understand and engage with the curriculum, targets, students’ progress and attainment;

· to ensure that curriculum aspects of the school website are kept updated and meet with Ofsted requirements. 
Teaching and Learning 

· to monitor the quality of teaching and learning across the school in line with the School’s monitoring and evaluation schedule and to work with the EHT to take appropriate steps to improve standards as necessary;
· to support staff in developing a stimulating and challenging environment which secures effective learning and provides high standards of achievement and behaviour and take steps to address areas where improvement is required;
· to lead meetings and continuing professional development activities and participate in regular meetings with colleagues to achieve the school aims and objectives;
· To ensure effective professional development is in place for all teachers, supply teachers and support staff, developing the schools coaching and mentoring approach as appropriate. 
Students 
· to maintain an overview of all placements and work closely with AH’s and middle leaders to ensure that the individual needs of pupils are appropriately met;
· to maintain an overview of the personal and social development of all students ensuring appropriate pastoral support strategies are in place;
· to support the school ethos of developing positive relationships that promote positive behaviour and contribute to the prevention and management of challenging behaviour in students;
·  to monitor that appropriate individual timetables are in place for all students and they are effective in meeting the needs of each student. 
Staff
· to ensure all aspects of the Kingsmead School monitoring and evaluation procedures are implemented, and that individual staff accountability is subject to rigorous review and evaluation;
· to ensure effective planning, allocation, support and evaluation of work undertaken by teams and individuals, ensuring clear delegation of tasks and devolution of responsibilities; 
· to develop and maintain a culture of high expectations for self, and for others and take appropriate action when performance is unsatisfactory, fostering at all times the expectation that every child should make progress;
· to ensure that all staff attendance monitoring procedures are followed in line with school policy;
· to ensure that all assigned permanent, temporary and supply staff receive appropriate inductions to work; 

· to support the EHT in ensuring that performance management arrangements are in place for all staff and to take responsibility for the performance management of identified staff.
Governing Body 

· to work with the Governing Body, providing information, objective advice and support to enable it to meet its responsibilities and to attend meetings of the Governing body as directed by the EHT;
· to develop and present a coherent, understandable and accurate account of the school’s performance to a range of audiences, including governors, parents and other partners.
Links with Newtons Walk

· Work closely with the Executive Headteacher and Head of Primary to understand the day to day management of Newton’s Walk

· Develop links to ensure strategic decisions for both schools ensure effective transition, maximise academic and social progress for pupils and make best use of resources for both schools in terms of finance and staffing.

· In the absence of the Executive Headteacher, the Head of Secondary, acting as Deputy Headteacher will assume overall responsibility for Newton’s Walk  

Personal 

· to undertake relevant training to enhance personal development and the ongoing improvement of the school; 
· to reflect on own personal contribution to school achievements and take account of feedback from others and to engage with any relevant training to enhance personal leadership skills.  
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	PERSON SPECIFICATION


	Job Title:  Head of Secondary
	Grade:    Leadership 17 - 21



A I T shows how the job criteria will be assessed – A = Application, I = Interview, T = Test

	EXPERIENCE:



	Essential Criteria:
	AIT
	Desirable Criteria:
	AIT

	· teaching pupils with ESMH in secondary mainstream or special school setting

· experience of working in a secondary senior leadership and management role and of contributing to whole school self evaluation and development

· developing innovative approaches to behaviour management strategies

· developing work with other agencies to support pupils with ESMH
· experience of managing staffing issues, including competency, misconduct and attendance issues

· experience of conflict resolution and problem solving
· establishing appropriate targets and monitoring and evaluating outcomes.

	AI

AI

AI
AI

AI

AI

AI

	· leading CPD on ESMH
· experience of managing department or whole school CPD.

	A
AI


	QUALIFICATIONS:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· Qualified Teacher Status

· Accreditation linked to leadership. 
	A
A


	· Additional qualification in SEN/ESMH
	A


	SKILLS AND KNOWLEDGE:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· Up to date knowledge of and ability to support pupils’ with ESMH and a knowledge and understanding of the reasons for disaffection in young people

· a working knowledge of a range of strategies to develop the behavioural, emotional and social skills of children and young people including restorative practice

· secure knowledge of KS3/4 curriculum and awareness of emerging curriculum developments

· knowledge of a range of accreditation routes
· ability to analyse and interpret data to inform improvement and development 

· secure knowledge of a range of interventions to ensure underachievement in all areas can be appropriately targeted

· SEN code of practice
· knowledge of the legislation and processes relating to exclusion
· knowledge of range of support available for pupils and their families ability to intervene confidently and objectively in emotionally charged situations following agreed procedures including potentially violent ones

· secure knowledge of child protection/safeguarding procedures; Health and Safety and physical intervention procedures 


	AI
AI
AI

AI

AIT
AI

A

AI
AI

AIT

	· knowledge of virtual learning solutions and their application

· knowledge and understanding of good practice in EAL/ESOL and the barriers to learning that can present.

	A
A



	OTHER FACTORS:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· able to work independently and as part of a team

· experience of carrying out appraisal or performance management 
· able to be flexible in both time and working practice
· demonstrate a clear understanding of equal opportunities particularly relating to SEN

	AI 

A

AI
AI
	
	

	PERSONAL QUALITIES:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· excellent inter-personal skills

· ability to form effective working relationships with young people, their families and other professionals 

· motivated and enthusiastic

· well organised in approach to work and able to set and meet deadlines by prioritising work

· able to recognise when to praise members of the team and also when to challenge underperformance

· positive attitude to managing change
	AI

AI

I

AI

I

I


	· enterprising and Innovative
· sense of humour

	I
I


	EQUALITIES:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· demonstrate a clear understanding of equal opportunities particularly issues relating to SEN

	A/I
	
	


T


To take the lead role in continuing to raise standards, both academic and pastoral, to ensure Kingsmead School delivers quality provision for all students of all abilities, including PP and LAC;


To be responsible for ensuring that all teaching and learning at Kingsmead is good or better; 


As Head of Secondary to demonstrate loyalty, professionalism, commitment and high standards of work, integrity and confidentiality both within the school and wider community. 


To play a key role in the strategic development of the school, leading and managing staff and taking responsibility for the effective deployment of staff and resources


To have overall responsibility for monitoring progress and achievement across the school including analysis of data leading to a positive impact on student performance


To take overall responsibility for the school curriculum and timetable, leading curriculum development to 


ensure that the core curriculum is appropriate and robust in supporting best life chances of our students; 


that the special school and PRU curriculum offer meets Ofsted expectations and the personalised 


curriculum offered meets the needs of individuals 


To have oversight of all the Kingsmead school sites and line management responsibility for the Assistant Headteachers or other designated staff who manage these sites on a day to day basis. 


Work closely with the Executive Headteacher and Head of Primary to understand the day to day management and strategic direction of Newton’s Walk. In the absence of the Executive Headteacher, the Head of Secondary, acting as Deputy Headteacher will assume overall responsibility for Newton’s Walk 


To be fully accountable for the leadership and success of any assigned whole school 


responsibilities commensurate with the weight of responsibility implied by the remuneration 


of the post 


Everyone who comes into contact with children and their families has a role to play in safeguarding 


Children. All Governors, staff, trainees and volunteers have a responsibility and role to play to safeguard 


and promote the welfare of children. Staff members will maintain an attitude of “it could happen here”


 where safeguarding is concerned.
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