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Job Description

	Post Title:
	 Head of Centre

	

	Purpose:
	· To be responsible for the leadership, internal organisation, management and control of the Centre in which they are placed.
· To raise standards of student attainment and achievement. 
· To monitor and support student progress.
· To develop and enhance the teaching practice of others.
· To ensure the provision of an appropriately broad, balanced, relevant and differentiated curriculum for students.
· To effectively manage and deploy teaching/support staff, financial and physical resources within the department.

	

	Reporting to:
	Executive Head
Management Committee

	

	Responsible for:
	The provision of a full learning experience and support for students.

	

	Liaising with:
	Executive Head, Senior Leadership Team, other Curriculum staff, relevant staff with cross school responsibilities, relevant non-teaching support staff and LA staff.

	

	Salary/Grade:
	Leadership Scale 15-19

	

	Disclosure level:
	Enhanced

	

	PRINCIPLE ACCOUNTABILITIES

	Shaping the Future:
	· To ensure the vision for the Centre is clearly articulated, shared, understood and acted upon effectively by all.
· To work within the school community to translate the vision into agreed objectives and operational plans which will promote and sustain Centre improvement.
· To demonstrate the vision and values in everyday work and practice.
· To motivate and work with others to create a shared culture and positive climate.
· To ensure creativity, innovation and the use of appropriate new technologies to achieve excellence.
· To ensure that strategic planning takes account of the diversity, values and experience of the Centre and PRU community.

	
	

	Leading learning and teaching:
	· To ensure a consistent and continuous Centre-wide focus on pupils’ achievement, using data and benchmarks to monitor progress in every child’s learning.
· To ensure that learning is at the centre of strategic planning and resource management.
· To establish creative, responsive and effective approaches to learning and teaching.
· To ensure a culture and ethos of challenge and support where all pupils can achieve success and become engaged in their own learning.
· To demonstrate and articulate high expectations and sets stretching targets for the whole Centre.
· To determine, organises and implement a diverse, flexible curriculum and implements an effective assessment framework.
· To monitor, evaluate and review classroom practice and promotes improvement strategies.
· To challenge under-performance at all levels and ensures effective corrective action and follow-up

	

	Developing self and working with others:
	· To treat people fairly, equitably and with dignity and respect to create and maintain a positive Centre culture.
· To build a collaborative learning culture within the Centre and actively engage with other establishments to build effective learning communities.
· To develop and maintain effective strategies and procedures for staff induction, professional development and performance review.
· To ensure effective planning, allocation, support and evaluation of work undertaken by teams and individuals, ensuring clear delegation of tasks and devolution of responsibilities.
· To acknowledge the responsibilities and celebrate the achievements of individuals and teams.
· To develop and maintain a culture of high expectations for self and for others and takes appropriate action when performance is unsatisfactory.
· To regularly review own practice, set personal targets and take responsibility for own personal development.
· To manage own workload and that of others to allow an appropriate work/life balance.

	
	

	Managing the organisation:
	· To create an organisational structure which reflects the Centre’s values, and enables the management systems, structures and processes to work effectively in line with legal requirements.
· To produce and implement clear, evidence-based improvement plans and policies for the development of the Centre and its facilities and resources.
· To ensure that, within an autonomous culture, policies and practices take account of national and local circumstances, policies and initiatives.
· To manage the Centre’s financial and human resources effectively and efficiently to achieve the educational goals and priorities.
· To recruit, retain and deploy staff appropriately and manage their workload to achieve the vision and goals of the Centre.
· Implement successful performance management processes with all staff.
· Manage and organise the school environment efficiently and effectively to ensure that it meets the needs of the curriculum and health and safety regulations.
· Ensure that the range, quality and use of all available resources is monitored, evaluated and reviewed to improve the quality of education for all pupils and provided value for money.
· Use and integrate a range of technologies effectively and efficiently to manage the Centre.

	
	

	Securing Accountability:
	· To fulfil commitments arising from the accountability of the Management Committee
· To develop a Centre ethos which enables everyone to work collaboratively, share knowledge and understanding, celebrate success and accept responsibility for outcomes.
· To ensure individual staff accountabilities are clearly defined, understood and agreed and are subject to rigorous review and evaluation.
· To work with the Management Committee and Local Authority to enable it to meet its responsibilities
· To develop and present a coherent, understandable and accurate account of the Centre’s performance to a range of audiences including Management Committee members, parents and carers.
· To reflect on personal contribution to school achievements and take account of feedback from others.

	

	Strengthening community:
	· To build a Centre culture and curriculum which takes account of the richness and diversity of the community of Wolverhampton
· To create and promote positive strategies for challenging racial and other prejudice and dealing with racial harassment.
· To ensure learning experiences for pupils are linked into and integrated with the wider community.
· To ensure a range of community-based learning experiences
· To collaborate with other agencies in providing for the academic, spiritual, moral, social, emotional and cultural well-being of pupils and their families.
· To create and maintain an effective partnership with parents and carers to support and improve pupils’ achievement and personal development.
· To seek opportunities to invite parents and carers, community figures, businesses or other organisations into the Centre to enhance and enrich the Centre and its value to the wider community.
· To contribute to the development of the education system by, for example, sharing effective practice, working in partnership with other schools and promoting innovative initiatives.
· To co-operate and work with relevant agencies to protect children.

	

	General responsibilities:
	· To model high standards of professional behaviour, confidentiality and integrity
· To promote anti-discriminatory practice with due regard to religion, ethnicity, language, gender, sexual orientation, background and disability
· To facilitate internal and external communications
· To represent the PRU network meetings, as required
· To take part in Performance Management Review meetings according to need and responsibility
· To attend relevant courses, to keep up to date with relevant research and initiatives and disseminate information to the rest of the staff team
· To assist with students and volunteers whilst they are on placement with the PRU network
· To provide such information as may be required by the Management Committee or Local Authority.
· To perform any duties as may reasonably be required or as requested by other senior managers.
· To comply with the Positive Behaviour and Restraint Policies so that effective learning can take place.
· To take part in Restraint Training and appropriately use and record restraint as agreed in the Restraint Policy.

	

	Other Specific Duties:

	· To continue professional development as agreed.
· To engage actively in the performance review process.
· To undertake any other reasonable duty as specified by the Executive Head not mentioned in the above.
· This job description sets out a summary of the key features of the role. It is not intended to be exhaustive and will be reviewed periodically to ensure it remains appropriate for the role.
· The postholder must also undertake other duties within his/her competence or otherwise appropriate to the grading of the post as required.
· The postholder must comply with both the Council’s Equal Opportunities Policy and Health & Safety Policy.




























	Person specification for the post of Head of Centre

	The specification is intended to assist both candidates and Management Committee members in the selection process.  It highlights the particular qualities required for senior leader posts within the Secondary Pupil Referral Unit Federation.  The core purpose of the Head of Centre is to provide the professional leadership for the PRU which will secure its success and improvement, ensuring high quality education for all pupils and improved standards of learning and achievement.
Professional Qualifications
· First degree or equivalent 
· Qualified Teacher Status or equivalent 
· Designated Safeguarding Lead
· NPQSL or NPQH or equivalent, either in progress or completed
Experience
· Relevant and proven senior leadership experience in a secondary school and/or pupil referral unit/alternative provision
· Teaching experience with children with SEMH challenges and barriers to learning
· Evidence of a commitment to promoting the welfare and safeguarding of children, including operating as a Designated Safeguarding Lead
Strategic vision, direction and development
•	Evidence of creating and implementing strategic plans which identify priorities and targets for ensuring pupils achieve high standards and make progress
•	Evidence of involvement in increasing teacher effectiveness and securing improvement
•	Ability to understand how management, finance, organisation and administration support the vision and aims of the PRU network
•	Knowledge of monitoring, evaluating and reviewing the effects of policies, priorities and targets 
•	Evidence of engaging in collaborative ventures with other schools, colleges, local authorities etc including the wider community 
Teaching and Learning 
· Evidence of determining, organising and implementing the curriculum and its assessment
· Experience of managing the external and internal examination process
•	Ability to monitor and evaluate curricular activities in order to identify and act upon areas for improvement
•	The ability to raise standards of classroom management and practice
•	Ability to demonstrate the principles and practice of effective teaching and learning
•	Ability to create and maintain an environment and code of behaviour which secures and promotes good teaching
•	Evidence of developing successful external links with the community, including schools, business and industry, to extend the curriculum and enhance teaching and learning
•	Experience of successful involvement with parents to support and improve pupils’ achievement and personal development
Leading and Managing Staff
•	Able to inspire, challenge, motivate and empower others to carry the vision forward
•	Ability to plan, allocate, support and evaluate work undertaken by groups, teams and individuals, ensuring  clear delegation of tasks and devolution of responsibilities
•	Ability to think creatively and solve problems
•	Ability to foster an open, fair, equitable culture and manage conflict
•	Ability to lead the professional development of staff by example
•	Involvement in sustaining an effective system for the management of staff performance and appraisal
•	Recognition of the importance of including others in decision making and providing informed judgements
•	Having the qualities of integrity, optimism, resilience and a well-developed sense of humour
Efficient and effective deployment of Staff and Resources
•	Experience of working with Management Committee and members of the leadership team in recruiting staff
•	Knowledge of setting appropriate priorities for expenditure, allocation of funds for specific projects and accountability
•	Ability to manage and organise accommodation efficiently and effectively in ensuring it meets curricular need and health and safety regulations
•	Evidence of managing an efficient use of resources in securing value for money
Accountability
•	Able to build and maintain positive relationships with parents, carers, partners in the community which enhance the education of pupils in a PRU
•	Understanding and awareness of providing objective information, advice and support to the Management Committee for it to meet its responsibilities for securing effective teaching and learning
•	Ability to earn the respect of pupils, parents, staff and Management Committee members
•	Ability to present coherent and accurate accounts of the PRUs performance to a range of audiences
•	Excellent written, verbal and communication skills and the ability to chair meetings
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