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JOB DESCRIPTION

Headmaster/Headmistress
Responsibilities, tasks and duties

· To promote the interests and reputation of the School.

· To promote the ethos of the School as a practising Catholic.

· To demonstrate efficient and successful fulfilment of the responsibilities, tasks and duties of a Head Teacher thus ensuring that all the pupils’ needs are met.
· To lead the Senior Management Team (SMT).

· To work closely with the School Chaplain to provide provision for the pupils’ spiritual needs

School Management

To be responsible to the Governors for the overall management of the School, the maintenance of good discipline, the setting of the curriculum and the direction of the teaching.

To advise and assist the Governors in the exercise of their functions.

To keep the Governors fully informed, by a written report, prior to each Governors’ meeting as to: 

· The progress of the School. 

· Present and projected numbers.

· Academic status of pupils.

· Extra-curricular activities. 

· The performance of staff with regard to their duties and responsibilities.

· Safeguarding report. 

· Any other relevant issues.

Work with the governors in line with the School development plan.
To be responsible for the appraisal of teaching staff.

To be responsible for Assemblies and ensuring they reflect the Catholic ethos of the School.

Financial Responsibilities
To ensure, in conjunction with the Bursar, that spending is maintained at a reasonable level to guard the financial security of the School.
To be responsible with the Bursar for setting targeted spending for all departments of the School.

Professional Duties
· To formulate the overall aims and objectives of the School and policies for their implementation.

· To apoint staff in accordance with the School’s normal salary scales.

· To deploy and managing all teaching and non-teaching staff, allocating particular duties to them in a manner consistent with their conditions of employment together with the Bursar.
· To ensure that staff receive information needed to carry out their professional duties effectively and have access to advice and training appropriate to their needs.
· To provide appraisal arrangements for all staff.

· To arrange and publish term dates. (Currently 176 teaching days per annum) plus staff training days (currently 3 per annum).

· To promote effective relationships with governors, staff, parents and pupils and to promote and market the School at all times.
· To maintain a liaison with other schools and educational establishments.

· To maintain, within the financial limits of the budgets, the proper state of the buildings.

· To ensure compliance with current Health and Safety regulations and any other statutory requirements.

· To comply with the ISI Regulatory Requirements and ensure any updates to the regulations are implemented expediently.
· To arrange for a Deputy Head or other suitable person to assume responsibility for the discharge of the Head’s function when the Head is absent or unavailable.

