JOB DESCRIPTION

HEAD OF SCHOOL

Salary Range: L10 – L14

Responsible to: The Executive Head Teacher and Federated Governing Body

Responsible for: All staff within the school

Permanent:
Job Purpose including Main Duties and Responsibilities

Provide day to day professional leadership and management of the school that will promote a secure foundation from which to achieve high standards in all areas of the school’s work and to contribute to the strategic leadership of the school as part of an overall leadership team. This role includes specific responsibility for SIP, SEF, Teaching and Learning, Attendance/SAP and Safeguarding.

This job description is not your contract of employment, or any part of it. However, this job description may be amended at any time, following consultation between the Executive Head Teacher and the governing body and will be reviewed annually.

Core Purpose of the Head of School
The Head of School will work closely with the Executive Head Teacher to deliver school development priorities and management decisions are implemented and manage the day to day running of the school. The Head of school will also work closely with the Executive Head Teacher to manage the school through strategic planning including formulation of policy and delivery of the strategy.
This role will not be accountable for whole school development. This will remain the responsibility of the Executive Head Teacher. The Head of School may however be asked to support work in these areas from time to time. 

Through excellent leadership and clear directions, the role will thus include:-

· delivery of the vision, ethos and values of the School; 

· delivery of the highest possible educational standards in the school, 

· supporting the Executive Head Teacher to create an atmosphere and structure in which pupils feel valued and staff have high expectations of them. 

· deputising for the Executive Head Teacher in their absence.
· designated child protection officer 

· day-to-day management, organisation and administration of the school; 

· effective management and improvement of learning and teaching in school; 

· promotion of excellence, equal opportunities and high expectations of all children and staff; 

· effective deployment of resources in line with budget and School Development Plans (SDP) to achieve school aims and targets; 

· evaluation of school performance and identification of priorities for continuous improvement including leading on SEF (internal self-review processes); 

· engagement with the local community and other stakeholders to ensure that the school remains at the heart of the community; 

· promoting the safety and well-being of all pupils and staff.

· creation of a safe and productive learning environment that is engaging and fulfilling for all children.

· any other duties commensurate with the post as reasonably delegated by the Executive Head Teacher.

Key Responsibilities: 

Strategic direction and shaping the future 

1. Work with the Executive Head Teacher, Governors and other key stakeholders to ensure the school’s vision is clearly articulated, shared, understood and acted upon effectively by all 

2. Work within the school community to translate the school’s vision into agreed objectives that promote and sustain school improvement 

3. Ensure that the school’s ethos, values and vision are embedded in everyday work and practice 

4. Motivate and work with others to create a shared culture and positive environment 

5. Ensure that strategic planning takes account of the diversity, values and experience of the school and the community 

6. Play a key role as part of the strategic leadership team, alongside the Executive Head Teacher. 

7. Keep up to date with Ofsted legislation and ensure the school is Ofsted ready

Leading learning and teaching 

8. Maintain a consistent and continuous focus on pupils’ achievement and attainment, making sure that assessment for learning is highly effective throughout the school and that all teachers use data, agreed best practice and CPD to bring about further improvements in achievement 

9. Create and establish a culture and ethos of challenge and support where all children can achieve success and be engaged in their own learning 

10. Demonstrate and articulate high expectations and set stretching targets for the whole school community 

11. Implement strategies and maintain effective pupil behaviour management procedures that maintain high standards of behaviour and attendance and ensure these are understood and implemented consistently by all staff. 

12. Lead the development and review of all aspects of the curriculum including planning, recording and reporting, assessment for learning and the development of a creative and appropriate curriculum which provides challenge and stimulation for all children.
13. Ensure that the school delivers a curriculum which meets national requirements. 

14. Take a strategic role in the development of new and emerging technologies to enhance and extend the learning experience of children 

15. Monitor, evaluate and review classroom practice and promote improvement strategies 

16. Provide support for teaching classes and groups as necessary 

Managing the organisation 

17. Produce and implement clear, evidence-based School Development Plans and policies for the development of the areas of responsibility 

18. Ensure that policies and practices take account of national and local circumstances, policies and initiatives 
19. To chair regular senior leadership team meetings which ensure productive and effective communication, monitoring, decision making and recording. 

20. Assist with the recruitment and deployment of teaching and support staff in accordance with agreed procedures and ensure that the school’s safeguarding responsibilities are met.

21. Assist in managing staffs workload to achieve the school’s ethos, vision, values and goals linked to the School’s Development Plan 

22. To ensure that the school’s performance management (appraisal) procedures are implemented fairly and consistently across all staff and that concerns arising are addressed promptly. 

23. Monitor the continuing professional development programme for all staff and ensure fair and equitable allocation of resources and targeted development activities which promote school development priorities. 

24. Manage the school environment efficiently and effectively to ensure that it meets the needs of the curriculum 

25. 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 provide value for money 

Developing self and working with others 

26. Support the development of collaborative approaches to learning within the school and across both schools 

27. Regularly review own practice and take responsibility for own personal professional development 

28. Develop and maintain effective strategies and procedures for staff induction, professional development and performance reviews 

29. Treat people equitably and with dignity and respect to create and maintain a positive school culture in line with the school’s vision, ethos and values 

30. Ensure clear delegation of tasks and responsibilities, so that teams and individuals undertake effective planning, allocation, support and evaluation of work 

31. Acknowledge responsibilities and celebrate achievements of teams and individuals to ensure a positive successful culture across the whole school 

32. Build a collaborative learning culture within the school and actively engage with other schools/stakeholders to build effective learning communities 

33. Manage own workload and that of others to allow an appropriate work/life balance. 

Securing accountability 

34. With the Executive Head Teacher lead regular reviews of all school systems to ensure statutory requirements are being met and improved on where appropriate 

35. Ensure that systems and procedures for promoting and safeguarding the welfare of children and young people within the school are effectively implemented and to ensure the Executive Headteacher is made aware of and kept fully informed of any concerns arising in relation to safeguarding and/or child protection. 

36. To ensure high standards of behaviour from all staff and volunteers in the school, supported by policies and procedures which promote positive engagement, self-esteem, self-discipline, independence and accountability. 

37. Fulfil commitments of contractual accountability to the Governors and the Executive Headteacher 

38. Work with the Governors and Executive Headteacher, providing information, objective advice and support, to enable it to meet its responsibilities 

39. Develop further and strengthen the school vision, values and ethos that enables everyone to work collaboratively, share knowledge and understanding, celebrate success and accept responsibility for outcomes 

40. Ensure individual staff accountabilities are clearly defined, understood, agreed and subject to rigorous review 

41. Develop and regularly present a coherent and accurate account of the school’s performance and improvement to Governors and other audiences as required 

42. Ensure the school is maintained effectively and provides a safe and secure environment for pupils, staff and visitors.

43. To be aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children, young people and vulnerable adults as it relates to this role. 

Strengthening community 

44. Build a school culture and curriculum which take into account the richness and diversity of the school’s communities 

45. Ensure learning experiences for children are integrated with the wider community, and that some of these are community-based 

46. Collaborate with other agencies to promote the academic, spiritual, moral, social, emotional and cultural well-being of children and their families 

47. Develop, implement and maintain effective strategies to promote engagement of the whole school community. In particular to establish effective partnership with all parents/carers and promote their involvement in supporting and improving their children’s achievement and personal development 

48. Seek opportunities to invite parents and carers, community figures, businesses or other organisations into the school to enrich the school and its value to the wider community 

49. Develop and maintain effective relationships with the whole school community, the police, local authority and other outside agencies to protect children.

Person Specification

	Qualifications 
	Essential
	Desirable

	Qualified Teacher Status 
	X
	

	Degree 
	X
	

	Management Qualification / Experience 
	X
	

	Experience 
	Essential
	Desirable

	To have had at least 5 years successful teaching experience 
	X
	

	To have experience of teaching in more than one key stage in the primary age range 
	X
	

	To have recent Senior Management experience in the primary age range, including the administration of appraisal to teachers and support staff 
	X
	

	To have been involved with financial planning or budgetary decisions 
	X
	

	To have had additional responsibility (ies) for a curriculum area(s) and experience of turning policy into effective and successful practice. 
	X
	

	To have a thorough knowledge of the new National Curriculum 
	X
	

	To have a thorough knowledge of the Early Years 
	X (I)
	X(J)

	To have had experience of planning and delivering school based INSET 
	X
	

	Experience of successful development planning 
	X
	

	Experience of coaching and mentoring NQTs and other colleagues to effect school improvement 
	X
	

	Ability to show impact of leading whole school developments 
	X
	

	Experience of effective teaching, assessment and target setting 
	X
	

	Leadership of a significant area or phase including the responsibility for raising standards across the whole school. 
	X
	

	Knowledge and Understanding
	Essential
	Desirable

	A clear understanding of the essential qualities necessary for effective teaching and learning. 
	X
	

	Ability to create a dynamic and personalised curriculum that enriches and enhances provision, built on outstanding use of formative assessment. 
	X
	

	Ability to help refine an approach to curriculum planning, assessment and reporting to increase pupil achievement 
	X
	

	Experience of evaluating the impact of Pupil Premium Sports Strategy Funding 
	X
	

	Ability to develop the whole school-learning environment, whether physical or virtual, to improve pupil engagement, raise achievement and provide a stimulating space to learn and play 
	X
	

	Qualities, Skills and Abilities
	Essential
	Desirable

	An excellent classroom practitioner, delivering at least consistently good and frequently outstanding lessons, and the ability to demonstrate outstanding practice 
	X
	

	To have good organisational skills, and be able to work to deadlines 
	X
	

	To have the ability to manage, lead and motivate staff, working collaboratively and effectively with others 
	X
	

	The ability to analyse data, to evaluate the performance of pupil groups, pupil progress and plan an appropriate course of action for whole school improvement 
	X
	

	The ability to develop and review whole school systems to ensure robust evaluation of school performance and actions to secure improvements 
	X
	

	Experience of using data analysis and other management software 
	X
	

	Experience of dealing with situations that may include tackling difficult incidents and conflict resolution 
	X
	

	Experience of working successfully with a range of outside agencies 
	X
	


