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JOB DESCRIPTION

POST TITLE:   Headteacher

1. [bookmark: _GoBack]PAY RANGE:   L 35 - 41
	
2. RELEVANT TO THIS POST:  Subject to DBS Enhanced Disclosure

3. ORGANISATIONAL RELATIONSHIPS:

The post holder will be accountable to the Governing Body and Local Authority for the leadership, internal organisation, management and control of the school.

4. DESCRIPTION OF ROLE:

The Headteacher is to provide professional leadership and management for the school that will promote a secure foundation from which to achieve high standards in all areas of the school’s work.

5. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:

Listed below are the responsibilities this role will be primarily responsible for:
· To continue to raise standards across the school in both personal development and academic performance so that every child achieves to the best of his or her ability
· To foster a positive, caring and inclusive ethos whilst promoting understanding of and respect for all
· To formulate a vision of school improvement and to lead the staff and Governing Body in reviewing and evaluating the effectiveness of the school
· To lead the school through rigorous self-evaluation, including quality assurance and performance management at all levels
· To fulfil all the requirements and duties as set out in the School Teachers’ Pay and Conditions Document relating to the Conditions of Employment of the Headteacher.
· To meet the National Standards for Headteachers as published by the DfE
· To achieve any performance criteria, objectives or targets agreed with or set by the School’s Governing Body in accordance with the requirements set out in the School Teachers’ Pay and Conditions Document.
· To promote and safeguard the welfare of all children and young people within the School by ensuring that the School’s policies and procedures relating to safeguarding children and child protection and fully implemented and followed by all staff; resources are allocated to allow staff to discharge their responsibilities; and that staff, pupils, parents and others feel able to raise concerns and that these are addressed sensitively and effectively

Strategic direction and shaping the future 

1.	Work with the Governing Body, and other key stakeholders to ensure that the school’s vision is clearly articulated, shared, understood and translated into real and effective action by all.
2.	Be responsible for translating the vision into agreed objectives and produce operational plans which will promote and sustain improvement, realising the challenging aims for the school.
3.	Demonstrate the vision and values in everyday work and practice. Ensure that the values are upheld and practiced by the staff and students of the school.
4.	Motivate and work with others to create a shared culture and positive ethos.
5.	Ensure that strategic planning takes account of the diversity, values and experience of the school and the community.
6.	Enhance opportunities through partnerships between parents/carers, students, staff, the local community colleges, other HE and FE partners, the LA, other schools, voluntary organisations, other public bodies and employers.

Managing the Organisation

1.	Create an organisational structure that reflects the school’s values, and enables the management systems, structures and processes to work effectively in line with legal requirements.
2.	Produce and implement clear, evidence-based improvement plans and policies for the development of the school, and the facilities as a centre of excellence.
3.	Ensure that, within an autonomous culture, policies and practice takes account of national and local requirements, policies and initiatives.
4.	Manage the school’s financial and human resources effectively and efficiently to achieve the school’s educational goals and priorities.
5.	Recruit, retain and deploy staff appropriately and assist in managing their workload to achieve the vision and goals of the school.
6.	Implement performance management processes with all staff.
7.	Manage and organise the environment of the school efficiently and effectively to ensure that the needs of the curriculum and health and safety requirements are met.
8.	Ensure that the range, quality and use of all available resources is monitored, evaluated and reviewed to improve the quality of education for all students and provide value for money.
9.	Implement a pastoral care system that focuses on each learner and supports school improvement.
10.	Ensure learning is at the heart of all management decisions

Leading Learning and Teaching

1.	Ensure a consistent and continuous school-wide focus on students’ achievement, using data and benchmarks to monitor progress in every young person’s learning.
2.	Ensure that learning is at the centre of strategic planning and resource management.
3.	Create a culture and ethos of challenge and support where all students can achieve success and engaged in personalised learning, supported by a curriculum offer appropriate to their individual needs, aspirations and abilities.
4.	Demonstrate and articulate high expectations and set challenging targets for the whole student body.
5.	Implement strategies that secure high standards of behaviour and attendance.
6.	Determine, organise and implement a diverse, flexible curriculum and implement an effective assessment framework.
7.	Take a strategic role in the development of new and emerging technologies to enhance and extend the learning experience of students and the pedagogical skills of staff.
8.	Deploy technological resources effectively and efficiently in order to realise the aims of the school.
9.	Monitor, evaluate and review classroom practice and promote improvement strategies leading to raised standards, particularly (but not exclusively) in English and mathematics.
10.	Monitor and evaluate the quality of teaching and learning to raise attainment and improve achievement.

Developing Self and Working with Others 

1.	Regularly review own practice, set personal targets, taking responsibility for own personal professional development.
2.	Develop and maintain effective strategies and procedures for staff induction, professional development and performance reviews.
3.	Treat people fairly, equitably, with dignity and respect to create and maintain a positive culture and ethos.
4.	Ensure effective planning, allocation, support and evaluation of work undertaken by teams and individuals, ensuring clear lines of accountability exist in the delegation of tasks and responsibilities.
5.	Acknowledge the responsibilities and celebrate the achievements of individuals and teams. 
6.	Build a collaborative learning culture within the school and actively engage with others to build effective learning communities.
7.	Manage own workload and that of others to allow for an appropriate work/life balance.
8.	Lead, motivate, support, challenge and develop the Leadership Team and through them all staff, providing effective induction, continued professional development and performance management in line with the school’s strategic plans.

Securing Accountability

1.	Fulfil commitments arising from contractual accountability to the Governing Body.
2.	Develop the school ethos, to enable everyone to work collaboratively, share knowledge and understanding, celebrate success and accept responsibility for outcomes.
3.	Ensure individual staff accountabilities are clearly defined, understood and agreed and are subject to rigorous review and evaluation.
4.	Work with the Governing Body by providing information, objective advice and support to enable them to fulfil their responsibilities.
5.	Develop and present a coherent, understandable and accurate account of the school’s performance to a range of audiences including the governors, parents/ carers and students.

Strengthening Community

1.	Build a culture and curriculum that takes account of the richness and diversity of the communities that the school serves.
2.	Ensure students’ learning is linked to real life experiences developing an understanding of enterprise and the world of business.
3.	Ensure a wide range of community-based, off-site and outdoor learning experiences are available.
4.	When appropriate, collaborate with other agencies in providing for the school, spiritual, moral, social, emotional and cultural well-being of students and their families.
5.	Create and maintain an effective partnership with parents and carers to support and improve students’ achievement and personal development.
6.	Seek opportunities to invite parents and carers, community figures, businesses and other      organisations into the school to enhance and enrich the school and its value to the wider community. 
7.	Working in partnership with relevant agencies to support aspirations within the local community.

The Governing Body expects its employees to work flexibly within the framework of the duties and responsibilities specified above. This means that the postholder may be expected to carry out work that is not specified in the job profile but which is within the remit of the duties and responsibilities.


6. COMMON DUTIES AND RESPONSIBILITIES:

7.1	Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the school’s requirements are met and that the highest standards are maintained.

To establish and monitor appropriate procedures to ensure that quality date are reported and used in decision making processes and to demonstrate through behaviour and actions a firm commitment to data security and confidentiality as appropriate.

7.2	Communication
To establish and manage the team communications systems ensuring that the school’s procedures, policies, strategies and objectives are effectively communicated to all employees. 

7.3	Professional Practice
To ensure that professional practice in the school is carried out to the highest standards and developed in line with the school’s stated objectives of continual improvement in quality of its service to internal and external customers.

7.4	Health and Safety
To ensure that the Health and Safety policy, organisation arrangements and procedures as they related to areas, activities and personnel under your control are understood, implemented and monitored.

7.5	General Management 
To provide vision and leadership to employees within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the school’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

7.6	Financial Management 
To manage a designated budget (as required) ensuring that the school achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

7.7	Performance Management
All relevant employees will receive appraisals and it is the responsibility of each employee to follow guidance on the appraisal process.

7.8	Equality and Diversity
To ensure our commitment is put into practice we have an equality policy which includes responsibility for all employees to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.	

7.9	Confidentiality
All employees are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All employees must be aware that they have explicit responsibility for the confidentiality and security of information received and imparted in the course of work and using school information assets.  The school has a Personal Information Security Policy in place.

7.10 	Induction
The school has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

7.11 	Safer Recruitment
This school is committed to safeguarding and promoting the welfare of children and young people and requires all employees and volunteers to share this commitment.
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