Appendix B

Sample Job Description

St John’s Primary C of E VA SCHOOL

HEADTEACHER:  JOB DESCRIPTION

The headteacher is an employee of the Governing Body and is required to carry out his/her duties in accordance with the terms and conditions of the current Schoolteachers’ Pay and Conditions Document. Nothing in this job description should be regarded as detracting from that document.

A
Organisation and Management

1 In consultation with the Governing Body to create and implement a strategic plan, underpinned by sound financial planning, which identifies priorities and targets for ensuring that pupils achieve high standards and make progress, increasing teachers’ effectiveness and securing school improvement.

2 To review and monitor the work and organisation of the School to ensure effective implementation of policy and practice that enables all pupils to maximise achievement and minimise all forms of educational disadvantage.

3 To manage and monitor finance and all human and material resources effectively and efficiently linked to the priorities of the School.

4 To lead and inspire a team of staff and to promote the development of teamwork and collective responsibility to enable pupils to receive high quality education.

5 To develop, support and review all school policies and monitor their implementation.

6 To arrange for the Deputy Headteacher or other suitable person to assume responsibility for the discharge of the Headteacher’s functions at any time when absent from school.

B
Ethos

1 To preserve and develop the religious character of the school in accordance with the principles of the Church of England by providing Christian leadership in the context of the school’s ethos statement.

2 To maintain high morale and confidence and set an example of professional standards and leadership.

3 To promote a suitable system of guidance, support and pastoral care for pupils and staff including liaison with parents/guardians and outside agencies.

4 To maintain a high standard of behaviour supported by policies and practices that promote self-discipline, independence and responsible attitudes.

5 To foster and promote a sense of community within the School, including relationships with all pupils and parents/guardians and encourage links between the School and the local community.

C
Pupils

1 To ensure the highest standards of achievement for all pupils at all levels of ability through high expectations and a curriculum designed to challenge and stimulate.

2 To support the entitlement of pupils to a broad and balanced curriculum by ensuring equality of access to the whole curriculum for all pupils.

3 To identify and provide for the specific needs of all pupils including those with special educational needs taking account of current legislation including the SEN Code of Practice in order that the Governing Body is able to carry out its responsibilities within the resources available.

4 To ensure effective discipline and good behaviour at all times during the school day and whenever the pupils are engaged in authorised school activities, whether on school premises or elsewhere.

5 To determine and implement measures to encourage among pupils self-discipline, a proper regard for authority and a spirit of caring and friendship towards each other and the wider community.

D
Curriculum  

1 To lead, develop and monitor through regular review a broad, balanced and flexible curriculum within the context of the overall aims and objectives of the School as set out in the Mission Statement and the Development Plan and the requirements of the National Curriculum, in conjunction with the Governing Body and the staff.

2 To ensure the provision of religious education in accordance with the policy of the Governing Body and to have regard to the Church of England character of the foundation of the School, and not to do anything in any way contrary to the interests of the foundation.

3 To take account of the needs and aptitudes of all pupils through appropriate curriculum planning, assessment and evaluation to ensue high standards and optimum achievement for each pupil which minimises disadvantage of any kind.

4 To ensure progression and continuity of a wide curriculum offer throughout the School.

5 To establish and maintain effective systems of planning, assessment and record-keeping and communications with parents/guardians and pupils to ensure that individual targets and progress are achieved.

6 To provide for all pupils to participate in daily collective worship, and regularly lead this.

7 Promote extra-curricular activities in accordance with the aims of the School.

E
Teaching

1 To work closely with teacher colleagues in the delivery of the curriculum using approaches and styles in line with best practice to ensure the development of effective classroom practice.

2 To promote and facilitate teamwork.

3 To monitor and evaluate the standards of teaching and learning in the School and ensure that proper standards of professional performance are established and maintained.

4 To participate, as appropriate, having regard to his/her other duties, in the teaching of pupils at the School, including the provision of cover for absent teachers.

F
Staff/Evaluation/Appraisal/Performance

1 To participate in, or oversee, the appointment of teaching staff and non-teaching staff with the Governing Body as appropriate to ensure that appointees have the potential to achieve the agreed aims and objectives of the School.

2 To lead and motivate staff to ensure that they have access to suitable advice, education and training appropriate to their professional needs and those of the School as identified in the School Development Plan.

3 To support staff in carrying out their responsibilities effectively through a programme of regular performance review and appraisal.

4 To deploy and manage all teaching and non-teaching staff appointed to the School by allocating particular duties, including such duties of the Headteacher as may be properly delegated, in a manner consistent with their conditions of employment.

5 To participate in any agreed arrangements for his/her performance review as Headteacher.

6 To show a willingness to develop additional expertise as necessary to fulfil the role of Headteacher.

G
The Governing Body

1 To attend meetings, advise and assist in the exercising of its functions.

2 To keep governors fully informed about the School, including the School’s curriculum and resources.

3 To advise Governors in the discharge of their duties in maintaining an effective and efficient school.

H
Parents/Guardians

1 To promote a positive and effective relationship linking home and school in a supportive working partnership, ensuring that parents/guardians are given regular information about the school curriculum, the progress of their children and about other matters affecting the School, so as to promote common understanding of its aims, ethos, methods and organisation, acceptance of reasonable conditions and involvement in the education of their children.

2 To provide opportunities for consultation between parents/guardians and staff.

3 To contribute to the provision by the Governors of a school prospectus, and to the annual report to parents.

4 To support the Parents’ association and to promote the support and involvement of parents in the School.

J
The local community, The Local Authority, other council departments, LDBS and other agencies

1 To develop and maintain positive relationships and links with the parish clergy and the parish, the local community and outside agencies, such as the Social Services and Police.

2 To ensure effective liaison with the LDBS, the Local Authority, it’s officers and other council departments serving the School.

3 To maintain and develop links with those secondary/primary schools to which/from which pupils transfer.

4 To maintain liaison with other Church schools and schools in the local cluster group.

K
The School Buildings and Site

1 To ensure effective supervision and security of the School environment and to ensure good maintenance through appropriate agencies.

2 To ensure the School environment is well maintained and cleaned, and complies with current Health and Safety legislation; and that all grounds, buildings, furnishings and learning resources are used with care.

3 To promote an attractive environment which stimulates learning and enhances the appearance of the School.



Appendix B

Alternative example
Headteacher – Job description

Job title:

Headteacher

Salary:

Headteacher Group 2 – ISR range …………

Job purpose:
To plan, lead, develop, support, administer and monitor 

the religious, academic, pastoral, social and financial life 

of the school community in pursuit of the aims of ………School and to help realise its School Improvement Plan in all aspects

Responsible for:
  All teaching and support staff

Responsible to:
  The Governing Body

Key accountabilities:

You are required to carry out the duties of a Headteacher as set out in the School’s Ethos Statement (contained in the Instrument of Government) and with the terms and conditions of the current School Teachers' Pay and Conditions Document.  The Headteacher’s role involves:

1. Ensuring that the school’s aims and ethos represent the aspirations and intentions of the Foundation to promote Christian education for the pupils.

2. Ensuring that the school’s aims are implemented through the totality of its life: worship, curriculum, pastoral structures, leadership and management, financial control, relationships both external and internal, extra-curricular activities etc.

3. Working with and accountable to the Governors as their appointed Chief Executive in the implementation of policy and planning.

4. Acting as the Governors’ main channel for liaison with the LDBS and the Local Authority; advising the Governors on matters relating to the school’s VA status.  Representing the school’s needs and concerns and seeking support for the school.

5. Administering the school’s Admissions Policy, as agreed with the Governors.  Overseeing and editing the school’s prospectus and other publications.

6. Working with the Governors as their appointed Chief Executive in all matters of staffing and matching the needs of the school and curriculum to the budget and aspirations of the Foundation.

7. Ensuring efficient and effective deployment of staff and resources.

8. Taking overall responsibility on behalf of the Governors for the implementation of the school’s curriculum policy and for the quality of teaching and learning.

9. Taking overall responsibility on behalf of the Governors for the school’s pastoral care and discipline.

10. Taking overall responsibility on behalf of the Governors for the implementation of the school’s budget and financial planning, and management.

11. Taking overall responsibility with the Governors for the planning, development and stewardship of the school’s environment, buildings, plant and equipment.

12. Taking overall responsibility with the Governors for the fostering of good relationships between the school and parents, and, on behalf of the Governors for the school’s relations with the Local Authority and the wider community.

13. As a matter of routine the following tasks are undertaken by the Headteacher:

- attendance at Governors’ meetings and committees

- attending and Chairing Leadership Team meetings

- organising and managing procedures and interviews for the selection and promotion of staff

- taking responsibility for staff development performance management

- leading the worshipping life of the school

