[image: image1.png]Melrose Education logo boy with book pdf - Adobe Acrobat Reader DC (64-bit) - X
File Edit View Sign Window Help

Home  Tools Melrose Education I... % @ ‘ Sign In

B ® 8 Q ® © /| K Q@ ®@ wx - T B2 e W a =2 e
©
@
8

Y)

i

N

Melrose Education

LIMITED

%
I»
H P Type here to search © =i 3 - wE L= » & 16°C @ ]





	Role
	Principal

	Responsible To
	Executive Principal or Operations Director


Purpose of Job

1. To act as not only a principal of an appointed school but assume the role of the proprietor on a day-to-day operational basis ensuring the school is operating effectively in terms of teaching and learning.
2. To ensure the school is operating in line with its statutory requirements, and protocols including any safeguarding and child protection legislation, local authority agreements, health and safety regulations and the independent schools guidance/Ofsted.
3. To ensure the school has a robust and transparent safeguarding and child protection ethos and policy. 
4. To have overall responsibility for the development and management of the schools SLT (senior leadership team), SMT (senior management team) and SAP (school advisory panel).
5. To support the development of the school’s curriculum including the educational and assessment processes. 
6. To support, develop and improve the school’s quality assurance systems.

7. To support the emotional management and re-engagement of learners ensuring the appropriate measures are in place to meet each individual child’s needs.
8. To ensure the school is financially viable whilst offering all services to meet children’s needs and recruiting staff (using the safer recruitment procedures) that are best in class.

9. To deliver a mission, vision and values that aligns with Melrose Education’s strategic objectives and direction.
Key Responsibilities (as above and)
· To manage the tracking of school performance and data points whilst adhering to performance monitoring systems. 
· To monitor data to ensure appropriate educational interventions are made, to meet all learners’ SEND/educational needs.  
· To ensure the safer recruitment policy and procedures are adhered to.

· To ensure the health and safety, fire and food safety and risk assessments processes are adhered to.

· To ensure that any complaints and concerns are addressed swiftly and appropriately. 
· To co-ordinate the school EQA visits and internal IQA processes.  
· To carry out, on a termly basis, internal quality audits including OTLA.
· To oversee and manage the effective delivery of the schools GCSE provision.
· To support the development, delivery, and monitoring of the school’s foundation curriculum.
· To contribute to maintaining and improving the overall quality across the whole school. 
· To ensure the processing of timely EHCP reviews for all learners.
· To ensure financial viability by developing funding opportunities and managing contracts with local authorities.
· To ensure that occupancy and financial budgets and targets are met whilst managing effective all school costs.
· To undertake relevant training, safeguarding, team teach and health and safety courses to   ensure the role of principal is carried out effectively. 
· To regularly monitor, review and evaluate the safety, well-being, and education of all learners in the school.
· To ensure relevant internal and external deadlines are met throughout the school.

· To fully understand and adhere to all policies, procedures, rules, regulations, and protocols and to ensure also that all members of the team (including the SAP) do.
· To attend and lead staff meetings and new initiative.
· To support in any area that the school’s leadership team identifies as an area for improvement within the school. 
· To support the Designated Safeguarding Lead (DSL) with all matters relating to safeguarding and child protection including liaison with the LADO and other professional partners, if required.
· To ensure that partnership with parents is exemplary and communication is of a high standard.
· To issue surveys termly to partners, parents, staff, and learners to aid the school’s continuous improvement and development.
· To deliver teaching/support in a classroom environment if required to do so.
· To undertake relevant and regular training in safeguarding and child protection, including strict adherence to the safeguarding and child protection policy including CPOMS reporting procedures.
· To oversee and manage the creation of a full academic curriculum for all areas of the school in line with the independent school standards. (This includes S.O.W, lesson plans, resource development and long-term planning).
· To implement any actions or strategies requested by the school leadership team or your line manger to improve the overall functionality of the school.
· To support in the training and implementation of any new elements of the curriculum with staff and management.
· To oversee and manage the school quality assurance systems and work directly ensuring the school is compliant in line with external requirements/regulations. 
· To support the school’s leadership team in critical self-assessment and implementation of school improvement plans, including the termly safeguarding self-assessment audit tool.
· To monitor personalised learning programmes and identify any educational interventions that may be needed to support learner progression.

· To ensure that weaknesses or improvements identified in the SAR and SIP process are implemented.

· To ensure there is a robust monitoring process in place for the implementation of any identified SAR and SIP improvements.
· To identify the needs of learners and identify barriers to learning.

· To support all learners’ additional needs with specific interventions.
· To ensure that there is a comprehensive administration of curriculum resources, ensuring that standards are maintained.
· To monitor staff and learners’ punctuality/attendance and ensure that records are accurate.
Supervision and Management of People

· To manage the schools’ SLT and SMT, direct reports and the SAP. 

· To ensure appropriate governance is in place.
· To liaise with external partners to further develop the school’s reputation and achievements.

· To support staff development and upskilling of tutors/teachers/assistants to raise overall teaching and learning standards. 
· To identify future leaders within the staff team and implement an appropriate career development and training programme to ensure success.
· To manage and assess the senior management/leadership team and the schools advisory panel members. 
· To ensure all members of staff are supported, safe and their wellbeing needs are met.

Professional Conduct

The principal will be expected to act in a professional manner at all times. The principal must have an understanding and empathetic approach to supporting the learners and staff. 
The principal will, from time to time, represent the school, and the company, at industry events and conferences.

The principal will, from time to time, have an effective social business impact on the wider community.
Decisions

The principal must welcome scrutiny from professional partners/outside agencies regarding decisions and actions taken. It may be necessary to attend Local Authority / LADO reviews, if necessary, to justify individual or school actions and decisions.
The principal will confidently make decisions on the development and management of all staff and work collaboratively to make the best decisions for each and every child within the school. 

Work Environment

Work Demands

The principal will confidently respond to incidents as they occur and follow company policies and procedures in relation to behaviour management and safeguarding. Safeguarding of learners who attend the school is the number one priority.

Physical Demands

The principal will be expected to maintain a good level of fitness to cope with the demands of working in a dynamic learning environment where incidents can occur which may need the use of approved positive handling techniques (Team-Teach).
Working Environment
The principal will be based in a ‘normal’ office environment but is expected to “walk the floor” and manage a classroom environment when necessary.
Work Context

The principal will be working within a structured teaching and learning environment supporting a complex and challenging group of children on a daily basis. 

Skills, Knowledge, and Experience
· Minimum 5 years’ post qualification

· Relevant childcare and safeguarding and prevent qualifications in accordance with Ofsted guidelines

· Thorough understanding and knowledge of legislation and policies governing child protection and safeguarding legislation, Prevent, British values, equality, and diversity
· Excellent understanding and knowledge in safeguarding, compliance, quality, and regulatory framework as relevant
· Excellent communication skills

· Empathetic, caring, and friendly
· Resilient

· Restorative practice experience 
· Enthusiastic, positive attitude

· Patient and understanding of own work/life balance

· ICT literate and competent

· Health and safety competent

· Excellent organisation skills

· Positive influencing skills and a high level of emotional intelligence
· Experience of working with children with additional needs
General

The duties and responsibilities of this role analysis are not restrictive, and the principal may be required to undertake any other duties which may be required from time to time. 
I have read and understood the responsibilities for the position of Principal.
I am aware that the Role Analysis is subject to change in accordance with the needs of the business.
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