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                                         Job Description: HEADTEACHER
	Post Title:
	
	HEADTEACHER 

	
	
	

	Location:
	
	The Hollyfield School

	
	
	

	Purpose:
	
	· The Headteacher will lead the school within our MAT, inspiring staff to achieve the highest possible standards in teaching and develop well-rounded and ambitious students.

· Set and review the school’s priorities and objectives, leading activity to ensure these are delivered alongside the trust leadership team. 
· Demonstrate exemplary leadership. 
· Develop, motivate and deploy teaching and non-teaching staff to secure the best possible use of available talent. 
· Determine and drive appropriate standards and targets to deliver improvement each year. 
· Create an accountable, safe and positive learning environment in which diversity and co-operation are celebrated.
· Demonstrate astute financial leadership so as to achieve value for money for each student. 



	
	
	

	Reporting to:
	
	CEO, Governors, Trust Board

	
	
	

	Responsible for:
	
	The organisation, management and control of the school


	
	
	

	Liaising with:
	
	Leadership Team
Heads of Departments
LEA, governors, parents.

	
	
	

	Working Time:
	
	As per national TPC document

	
	
	

	Salary/Grade:
	
	NEEDS TO BE CLARIFIED 

	
	
	

	Disclosure level
	
	Enhanced

	MAIN (CORE) DUTIES

	Operational/ Strategic Planning


	
	Lead work with the Governing Body, CEO, Trust Board and SLT to:
· Plan and manage the school curriculum, including pastoral systems

· Plan appropriate levels of teaching and support staff with leadership structures, that will deliver the school’s provision effectively

· Plan and organise the school’s finances to deliver effective provisions and its key priorities

· Ensure robust and accurate self-evaluation of the quality of provision and student outcomes

· To strategically and operationally lead the deployment of appropriate behaviour for learning strategies to ensure students behave in an exemplary manner
· Formulate and review the school improvement plan, identifying key priorities, allocating resources and maintaining progress 
· Develop and ensure consistent implantation of school and MAT policies and procedures, providing regular review of them.

· Develop, implement and monitor rigorous quality assurance systems in order to deliver consistently good provisions and outcomes.



	
	
	

	Resources -

Management of Resources:


	
	· Work with the CEO, trustees and governors to allocate, control and account for the financial and material resources of the school, which are under the control of the Headteacher and be accountable to the governing body for their proper use.

· Be responsible for the organisation and management of staff within the school in accordance with statutory guidance on school teachers’ pay and conditions.

· Ensure the effective security, supervision and maintenance of school buildings, their contents and the school grounds.

· To manage the available resources of space, staff, money and equipment efficiently within the limits, guidelines and procedures laid down; including deploying the Department budget, acting as a cost centre holder, requisitioning, organising and maintaining equipment and stock, and keeping appropriate records.

· To work with the Executive Head Teacher in order to ensure that the School's teaching commitments are effectively and efficiently time-tabled and roomed.



	Curriculum Provision:
	
	· Ensure a broad and balanced curriculum that is right for the students of Hollyfield. 

· Work with the staff to develop, organise and implement an appropriate curriculum for the school taking into account the needs, experience, interests, aptitudes and stage of development of the students and the resources available to the school.

· To keep up to date with national, regional and local developments in the curriculum and teaching practice and methodology in the all subject areas 

· Monitor and evaluate the standards of teaching and learning in the school and ensure that proper standards of professional performance are established and maintained.

· Develop a culture of coaching and peer support to enable teachers and staff to develop professionally and enable our children and community to succeed.
· Ensure that the progress of the students at the school is monitored, evaluated and effectively recorded. Analyse and use available school based and comparative data to assist in raising standards.



	
	
	

	Staffing

Staff Development:

Recruitment/ Deployment of Staff


	
	· Lead, supervise and participate in the selection and appointment of the teaching and non-teaching staff of the school.

· Deploy and manage all the teaching and non-teaching staff of the school and allocate particular duties to them in a manner consistent with their conditions of service and the need to ensure a proper work/life balance.

· Delegate, as appropriate and agreed, specified duties of the Headteacher to the members of the leadership team or other members of staff.

· Ensure that cover is provided for absent teachers, taking account of conditions of service and the availability of supply teachers.

· Ensure that the teachers at the school receive the information they need to carry out their professional duties effectively.

· Supervise and participate in arrangements for the appraisal of the performance of teachers

· Ensure that newly qualified teachers and those returning to work after a break in service have access to adequate support and training in their first year of service or resumed service.

· Exercise responsibility for the supervision and training of teachers during their induction periods.

· Manage the threshold assessment process fairly and undertake the assessment of any eligible teacher who requests it in consultation with the Executive Head teacher if appropriate.

· Work to identify opportunities for continuing professional development including in house courses, external courses and job related training.

· Ensure that all staff in the school have access to advice and development opportunities appropriate to their needs and report to the governing body on the professional development of all staff.

· Provide regular updates to the governing body, on staffing and management matters.

· Provide information about the work and performance of the staff employed at the school where this is relevant to their prospective employers.

· Maintain a professional working relationship with organisations representing the teachers and other persons on the staff of the school.

.

	
	
	

	Relationships


	
	· Make and maintain arrangements for parents to be given regular information about the school curriculum, the progress of their children and other matters affecting the school, so as to promote common understanding of its aims.

· Work with students, parents, governors, the local community and other stakeholders to ensure that they contribute to the evaluation of the school.

· To work with the governors of the school to ensure that they carry out their role effectively.

· Provide for liaison and co-operation with officers of the local authority and report to the local authority on the discharge of the head of school’s functions as required.

· Develop and maintain liaison with other schools and further education establishments.
· Recognise and support the work of the parents’ and carers’ group in supporting school initiatives.

· Identify and offer opportunities for approved volunteers to support the work of the school in terms of curriculum and extracurricular activities.



	
	
	

	Communications:
	
	· To ensure that all members of the Leadership Team are familiar with its aims and objectives.
· To ensure effective communication/consultation as appropriate with the parents of students.

· To liaise with partner schools, higher education, Industry, Examination Boards, Awarding Bodies and other relevant external bodies.

· To represent the School’s views and interests.

	
	
	

	Additional Duties:
	
	· To play a full part in the life of the school community, to create its distinctive mission and ethos and to encourage and ensure staff and students to follow this example.

· Arrange for a deputy Headteacher or other suitable person to assume responsibility for the discharge of Headteacher responsibilities at any time when they are unavailable.

· Participate, as appropriate and where necessary, in the teaching of students at the school.

· Have due regard for local authority and school policies on equal opportunities, health and safety and any other relevant area.
· Have regard for the work-life balance of school staff.



	

	Other Specific Duties:

	To continue personal development as agreed.

To engage actively in the performance review process.

To undertake any other duty as specified by STPCB not mentioned in the above.
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description 

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	

	This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
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