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Job Description
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment
Role: 	Head of HR
Reporting to: 	Bursar
Summary role: 	This post is responsible for the School’s HR function.  This is a whole school post – with responsibilities from across all areas of the school including pre-prep.  You will take full responsibility for all matters relating to HR; organisational development coaching and business partnering; HR policy; employment law; staff engagement; organisation change and development; employee performance management; and employee OH and wellbeing.
Key duties
1. Leadership 
· Being an active member of the school’s senior leadership group (SLG). SLG’s responsibilities include ensuring delivery of the school’s strategic plan, decision making with respect to finance and strategy and understanding the strategic environment in which the school operates, including responding to strategic choices facing the school, analysing threats and identifying and responding to new opportunities.  
· Manage and support the appraisal processes and work with the deputies and heads of professional services to create and implement school level training plans.
· Deliver in house management training, ensuring it aligns with the school’s strategic plan.
· Support and develop initiatives for current and aspiring leaders. 
· Lead on special projects and direct on strategy and implementation.
· Champion change initiatives getting buy-in from governors, management and staff.
· Foster a culture of distributed leadership and ownership.
2. Compliance 
· Ensure compliance with Independent School Inspectorate (ISI) Regulatory Requirements, with particular emphasis on Part 4 (suitability of staff) and maintenance and updating of the Single Central Register.
· Administer all necessary safer recruitment checks for staff, contractors, volunteers and other regular visitors to the school community and champion best practice in staff protocols to safeguard children.
· Develop and administer all necessary HR policies, procedures and practices in accordance with statutory legal requirements. Monitor staff online use via filtering and monitoring protocols and provide management reports on staff low level safeguarding concerns.
· Monitor and ensure staff conform to school policies and procedures and statutory regulations.

3. People practices 
· Maintain and review the framework for people policy creation and maintenance, ensuring continued compliance with UK employment laws.
· Manage the employee lifecycle framework including the integrated onboarding, induction, and probationary process, providing support to line managers.
· Provide school-wide expert employee relations and legally compliant advice. 
· Give counsel and oversee complex employee relations issues such as grievance and disciplinary cases, absence, reasonable adjustments - managing difficult cases with discretion and professionalism. 
· Manage budgets allocated to the role, seeking value for money and identifying savings.
· Maintain and assess existing staff benefits to ensure value for money and effectiveness.
· Manage the centralised electronic system for employee HR records.
· Utilise a data-driven approach to people data to inform strategic decision-making and optimise workforce management practices.
· Manage mechanisms for collecting, aggregating, and analysing people data, reporting data trends to SLG and governors. 
· Collect and manage staff EDI data to understand lived experiences and act on any trends.
· Review and refine workforce planning approaches, optimising staffing options and creatively identifying opportunities. 
4. Recruitment
· Ensure best practices in keeping children safe through safer recruitment policies are consistently followed.
· Work with the leadership teams to ensure recruitment strategies remain effective and compliant.
· Manage and review employee branding for recruitment – identifying changing trends and ensuring timely and cost-effective recruitment strategies to recruit first time into posts. 
· Oversee the school’s approach to recruitment of casual staff and appointment of volunteers and specific categories of contractors to ensure the best safeguarding procedures are followed. 
· Provide advice to SLG on grading of posts and offers of employment.  
5. Organisational Development 
· Ensure poor performance is addressed, and exceptional performance is acknowledged.
· Develop career pathways for teaching and operations and professional services staff.
· Review and act on annual training needs analysis for staff. 
· Advise on succession planning.
· Oversee the implementation of actions to address themes from the staff surveys, such as workload and flexible working. 
6. Employee engagement.
· Support a culture of open communication and collaboration among staff.
· Manage the “test and learn” approach to implementing new people processes.
· Chair task and finish groups and working parties.
· Chair the staff representative working group and liaise with staff representatives, SLG and governors regarding employee engagement and relations. 
General responsibilities: 
· ensure all duties are carried out in accordance with Health and Safety regulations and with due regard to child protection and safeguarding. 
· undertake any training and development for the better fulfilment of the post. 
· undertake any ad hoc duties or projects as requested. 
· undertake any other duties and responsibilities as determined by the Bursar. 


Safeguarding	
This role will require regular interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 
The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.

Person Specification

	
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Qualifications & training 
	· Educated to graduate level or equivalent
· Qualified as Member of CIPD demonstrating strategic thinking and complexity in delivery
	· Qualified as a Fellow of CIPD
	Application form, qualifications


	Experience 
	· Experience managing HR functions at a senior level, with 5+ years in leadership/management roles i.e. managing an HR team, budgets, and strategy
· Proven experience of supporting transformation and change management projects including TUPE
· Implementing HR strategy aligned with business goals
	· Experience in multiple specialist knowledge areas such as employee relations, equality, diversity, and inclusion, learning and development, and talent management
· Been the lead on senior people projects
	· Application form
· References

	Knowledge and understanding 
	· Strong knowledge of UK employment law, ACAS guidelines, and company policies to ensure fair and legally compliant grievance and disciplinary processes
· Knowledge of the employee; lifecycle; workforce planning; skills and capabilities; performance management; wellbeing; equality, diversity, and inclusion, and flexible ways of working
· Knowledge of evidence-based practice, analysis and problem-solving, data and analytics, stakeholder insight, and measuring impact
	· Awareness and understanding of safeguarding and welfare of children
· Knowledge of an education setting
	· Application form
· References
· Interview
· Tasks

	Skills 
	· Ability to make thought through decisions, applying employment law, and demonstrate transparency and integrity
· Strong ability to handle difficult conversations, manage emotionally charged situations, and clearly explain decisions to stakeholders
· Skilled in advising senior leaders, collaborating with legal teams, and ensuring consistent application of HR policies across the organisation
· Skilled in commercial focus, customer focus, financial acumen, delivery focus, and personal resilience
· Proficiency in MS Office programmes, AI and using electronic HR systems
	· Mediation training or qualifications
	· Application form
· References
· Interview
· Tasks

	Personal characteristics 
	· Able to connect with people, communicate effectively, and build trust, with a good sense of humour to create positive working relationships
· Willingness to influence stakeholders, and stand by difficult choices when necessary
· Demonstrate respect for others by acknowledging different opinions and actively listening
· Recognise the importance of knowledge sharing, valuing and highlighting good practices wherever they are found
· Lead by example as a role model, consistently demonstrating strong leadership values and fostering a positive, collaborative culture
· Has a results-driven mindset with the ability to manage challenges, focus on business goals, and maintain personal resilience
· A data-driven approach to understanding complex issues, identifying patterns, and making sound, evidence-based decisions
	· Adaptable and capable of situational decision-making
	· Interview
· References



Exeter School is an equal opportunities employer and welcomes applications from any appropriately
qualified person. 
Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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