HEADTEACHER 

JOB DESCRIPTION

Job Title:

Headteacher

Location:

Canon Popham CE (VA) Primary and Nursery School
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Purpose of Job

To be responsible for all aspects of the internal organisation, management and control of the school and for exercising supervision over the teaching and support staff, within the distinctive nature of a Church of England School.  To develop and maintain links with local schools, in agreement with the Governing Body.
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Duties and Responsibilities

Key areas

i)
in relation to pupils;

ii)
in relation to the staff;

iii)
in relation to the status of a Church of England School

iv)
in relation to the curriculum;

v)
in relation to resources and the budget;

vi)
in relation to site and premises;

vii)
in relation to the governing body, parents and the community;

viii)
in relation to statutory requirements.

Consultation

In carrying out these duties, to consult, where this is appropriate, with the Authority, the governing body, the staff of the school and the parents of its pupils.

3
Detailed duties and responsibilities

i)
in relation to pupils:

· to formulate the overall aims and objectives of the school and policies for their implementation;
· to ensure that the school provides an appropriate, broad and balanced education for all its pupils;
· to determine and promote a policy to promote good behaviour on the part of the pupils;
· to ensure the maintenance of good order and discipline at all times in the school day and whenever pupils are engaged in authorised school activities;
· to be responsible for the welfare of pupils whilst on the premises;
· to determine and implement appropriate arrangements for the pastoral care of pupils;
· to ensure that the means are provided to record, monitor and evaluate the development of skills and knowledge of pupils in all subject areas;
· to contribute to classroom teaching across the age and ability range;
ii.) in relation to the staff:
· to participate in the selection and appointment of the teaching and support staff as delegated by Governors;
· to deploy and manage all teaching and support staff of the school;
· to allocate particular tasks and duties to staff in a manner consistent with their conditions of employment;
· to maintain reasonable balance for each teacher between work carried out in school and work carried out elsewhere;
· to delegate areas of responsibility to deputy headteacher and other staff in a manner consistent with their conditions of employment;
· to exercise effective supervision of staff in the discharge of their responsibilities, tasks and duties;
· to prepare job descriptions for staff;
· to ensure that teachers receive information they need in order to carry out their professional duties effectively;
· to ensure that proper standards of professional performance are established and maintained;
· to promote welfare, morale and motivation of staff;
· to ensure that teachers are appraised in accordance with Education (School Teacher Appraisal) Regulations 1991;
· to participate in arrangements for headteacher appraisal;
· to ensure that all staff (including the headteacher) have access to advice and training appropriate to their needs;
· to ensure that newly qualified teachers and those returning to teaching have access to adequate support in their first year of service or resumed service;
· to maintain relationships with organisations representing teachers and other persons on the staff of the school;
· to implement decisions of the governing body in relation to staffing;
· to arrange for a deputy headteacher or other suitable person to assume responsibility for the discharge of the headteacher functions in times of absence.
iii)
in relation to the status of a Church of England School:
· To promote the spiritual development of the school;

· To ensure the provision of a high quality collective worship;
· To have an understanding of the commitment to Religious Education.
iv)
 in relation to the curriculum:
· to implement statutory requirements;
· to demonstrate the ability to articulate a philosophy for Christian education.
· to implement the policies of the governing body and LA;

· to determine, organise and implement an appropriate curriculum for the school, having regard to the needs, experience, interests, aptitude and stage of development of pupils, the available resources and national and local requirements and advice;
· to keep such arrangement under review;
· to evaluate the standards of teaching and learning in the school;
· to promote liaison with schools within the pyramid.
v)
in relation to resources and the budget:
· to advise and assist the governing body in the management and administration of the school’s budget;
· to implement decisions of the governing body concerning the school’s budget;
· to make arrangements for the acquisition and application of resources to support the administrative and curriculum aims of the school;
· to monitor and evaluate the management of the budget and the management and deployment of resources;
· to allocate, control and account for those financial and material resources of the school which are under the control of the headteacher.
vi)
in relation to the site and premises:
· to advise the governing body and to take whatever action is necessary to maintain the site and premises in accordance with the responsibilities set out in Part II of the LMS Manual ‘Repairs and Maintenance’;
· to undertake responsibilities as defined in the LA’s Health and Safety Policy, or any such Health and Safety Policy as the governing body may have determined;
· to make arrangements for the security and effective supervision of the school buildings and their contents and of the school grounds.
vii)
in relation to the governing body, parents and the community:
· to advise and assist the governing body in the exercise of its functions;
· to report to the governing body on the discharge of the headteacher’s functions and the affairs of the school;
· to make arrangements for parents to receive regular information about the affairs of the school, the curriculum and the progress of their children;
· to promote effective relations between the school, the parish, the local community and the diocese;
· to promote effective relations between the school and other schools in the pyramid;

· to maintain professional relationships with headteachers within the pyramid;
· to promote effective relationship between the school and governing body;
· to provide for liaison and co-operation with officers of Doncaster Council, making such reports in connection with the discharge of functions as the Council may properly require.
viii)
in relation to the statutory requirements:
· to carry out professional duties in accordance with:
· the provisions of statute, primarily the Education Acts 1944 to 2006;
· the provisions of relevant statutory instruments;
· the LA’s approved scheme for the local management of schools;
· the LA’s approved Health and Safety Policy.
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Responsible to

The governing body.

5
Responsible for

Teaching and support staff.
