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Job Description
 


Core Purpose
 


· To understand the nature and purpose of Catholic education and know that his/her first responsibility is to maintain and sustain the Catholic identity of the school as a whole and safeguard the teaching of the Church. 
· To ensure that this Catholic mission and identity is reflected in every aspect of the life of the school, in particular in the curriculum, the day to day organisation of the primary school, staff development, staff and pupil relationships and the partnership between school, home, parish, local community, other primary schools, the LA and other agencies. This duty provides the context for the proper discharge of all other duties and responsibilities.
Catholic Purpose, Mission and Identity of the School
 



· To ensure that the school’s Catholic mission and identity is reflected in every aspect of school life. In particular the curriculum, day to day organisation of the school, staff development, staff and pupil relationships and the partnership between school, home, parish, diocese, local community, the local authority and other agencies.
· To maintain a caring and inclusive Catholic mission and identity in which all individuals feel valued and where personal endeavour and responsibility are encouraged and embedded within the school and the wider community.
· To maintain and develop good relationships and communication with local parishes and the Westminster Diocesan Education Service.
· To maintain the worship programme in the school in collaboration with the parish, including the celebration of Christian festivals.
· To maintain and develop a Catholic mission and identity and provide educational vision by determining the values and standards of learning, behaviour and relationships.
· To ensure that the National Curriculum, Religious Education, PSHE and RSE are delivered as a minimum entitlement and that collective worship takes place in accordance with legal requirements, the agreed syllabus and Westminster Diocesan guidelines.
· 

Strategic Leadership and School Management
 


· To establish roles and responsibilities in the school.
· To share leadership and to bring out the potential for leadership in others.
· To recognise the skills people have and use them through delegation.
· To challenge and support all others in developing professionally, both formally and informally. 
· To hold staff accountable for their performance.
· To ensure your own continuing professional development.
· To deal with any poor performance of staff, teams or pupils.
· To maintain high morale and to set an example of professional standards and leadership.
· To be pro-active in ensuring that all staff take responsibility for their continuing professional development and performance.
· To lead the school in clearly articulating its vision in consultation with stakeholders, and to keep this under review.
· To ensure there is shared responsibility and collaborative leadership through empowering others, thereby creating capacity in the school to move forward.
· To use evaluation evidence from external and internal sources to plan targets for continuous school improvement.
· To develop a clear, strategic improvement plan which is shared with stakeholders
· To prioritise and plan CPD linked to the school improvement plan.
· To be prepared to take risks to achieve outcomes; to be prepared to look at alternatives.
· To work with the Governing Body in helping them to fulfil their statutory responsibilities and act as a principal professional advisor.
· To support the Governing Body in shaping the strategic direction of the school.
· To support the Governing Body in challenging and supporting the school effectively so that weaknesses are tackled decisively and statutory responsibilities are met.
· To work with the Governing Body to ensure that the school demonstrates effective financial management.
· Ensure that all statutory and relevant policies are in place, regularly evaluated, are understood and followed by all colleagues.


Pupils
 


· To ensure that all pupils are always engaged in safe, healthy and personalised educational activities in a school environment that secures enjoyment, achievement and excitement in learning.
· To ensure that the progress of the pupils of the school is monitored and recorded in such a way that, at each stage of development, sufficient information is available and is used to make the most appropriate decisions concerning the pupil.
· To ensure that pupils receive an effective and appropriate education according to their individual needs and abilities.
· To ensure that the behaviour management policy of the school is implemented consistently and is effective.
· To maintain an overarching responsibility for the safeguarding and welfare of children and young people.
· To create and maintain an effective partnership with parents and carers to support and improve pupils’ achievement and personal development.
Educational Excellence: Teaching, Learning and Curriculum
 


· To be accountable for the teaching and learning within the school and be able to lead by example.
· To ensure that there is a teaching and learning policy agreed and understood by all staff which sets out common standards.
· To set expectations for high standards in teaching, learning, progress and attainment.
· To ensure that regular monitoring of teaching and learning, against agreed policy, takes place with feedback to staff and pupils.
· To ensure the accuracy of pupil assessment and pupil performance information is regularly and effectively used to inform planning.
· To ensure appropriate and innovative use of pupil premium to secure positive outcomes for vulnerable children within the school.
· To ensure that high quality teaching and learning is our core purpose.
· To ensure curricular policy development is focused on continuous improvement
· To find creative ways of achieving desired outcomes.
· To ensure that the school takes account of local and national initiatives and policies relevant to teaching and learning in the delivery of a broad and rich curriculum.
· To ensure the on-going monitoring and regular evaluation and development of the curriculum, including extended school provision.


Communications, Community Engagement and Strengthening
 


· To maintain a high profile within the local community, developing the school as an integral part of the locality.
· To encourage family involvement in, and support for, the school and the Friends of Our Lady & St John’s School, including access to extended services, extra-curricular opportunities, homework and other educational and social experiences.
· To arrange for parents/carers to be given regular information about the progress of their children and other educational issues so as to promote common understanding.
· To take account of feedback sought from pupils, parents and the wider community.
· To maintain an environment where all members of the school community actively demonstrate their care and concern for everyone and fulfil the requirements of the school’s Equality Policy paying particular attention to vulnerable learners and hard to reach families.
· To liaise as necessary with any other recognised body or agency in the furtherance of the school’s needs, or those of any pupil, employee or parent/carer.
· To maintain an environment where all members of the school community actively demonstrate their care and concern for everyone and fulfil the requirements of the school’s Equality Policy.
· To promote and market the school within the community. 
Staff
 


· To continually develop all staff members in the performance of their work by providing clear expectations and guidance, encouraging responsibility in their own management and valuing each individual’s contribution and responsibilities.
· To ensure staff and volunteers feel able to raise concerns about poor or unsafe practice and that any concerns are addressed sensitively and effectively within school policy.
· To implement the governing body’s performance management policy, providing guidance, support, training and CPD as appropriate.
· To monitor and review staff deployment to pre-determined priorities within the development plan.
· To ensure that all areas of work are effectively performed by the appropriate person.
· To seek effective ways of retaining and recruiting staff.
· To take overall responsibility for the appointment of all staff of the school in collaboration with the Governing Body.
· To ensure the maintenance of a Single Central Record in line with current legislation.
· To maintain links with organisations representing staff.
· To empower individuals to become effective members of the team.


Finance
 


· To propose to the Governing Body a balanced budget which meets the needs and addresses the priorities through the School Improvement Plan.
· To monitor the monthly budget statements and to take action as appropriate, bringing any actual or anticipated overspend to the immediate attention of the named Governor for Finance, of Chair of Governors in their absence.
· To present the budget statements to the Governing Body at Governor Finance Meetings with an analysis of the figures. 
· To take opportunities to generate new income where appropriate.
· To ensure that the school meets the requirement of the Schools Financial Value Standard.
· To keep in mind principles of best value in the deployment of resources.
Governing Body
 


· To work with and appropriately empower the Governing Body to be strategic, a critical friend and accountable by providing all necessary information, advice and support.
· To supervise the production of the annual School Development Plan for submission to full Governing Body for approval.
· To provide a termly written report, which by providing relevant strategic level information enables the Governing Body to be strategic, a critical friend and accountable.
· To advise, support and encourage the Governors’ involvement and participation in school life and activities. 
Safeguarding
 


· To co-operate and work with relevant agencies in establishing and maintaining rigorous systems to protect children.
· To be responsible for the welfare, health and wellbeing of all children and young people in the school.
· To create a vigilant organisational culture which monitors and prioritises the safeguarding of children and young people above all else. 
Health and Safety / Facilities Management
 


· To establish and implement policies which ensure the security, maintenance and cleanliness of the school and its surroundings meet the needs of the curriculum and statutory and local regulation requirements.
· Ensure that the school meets all health and safety requirements and that the policy is regularly reviewed.
· Manage all aspects of health and safety and security of the school site.
image1.jpg
g Qﬂ & Q‘,

Segoo®




