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HEADTEACHER 
 Job Description and Person Specification
Key Areas of Responsibilities:

1 Catholic Purpose and Identity of the School

2 Leadership in Catholic Education


3 Shaping the Future


4 Leading Learning and Teaching


5 Developing Self and working with others


6 Managing the Organisation


7 Securing Accountability


8 Strengthening Community


9 Other Relationships
1.  
Catholic Purpose and Identity of the School
Key Area of Responsibility:  

He or she must ensure that this Catholic identity is reflected in every aspect of the life of the school, in particular in the curriculum, the day to day organisation of the school, staff development, staff and pupil relationships and the partnership between school, home, parish, local community, other schools, the LA and other agencies.  This duty provides the context for the proper discharge of all other duties and responsibilities

2.  
Leadership in Catholic Education

Key Area of Responsibility: 

Each Catholic Headteacher has responsibility to develop his or her understanding of this leadership role through regular reading and participation in appropriate courses, together with frequent reflection. The Headteacher must provide professional leadership and management for the school. This will promote a secure foundation from which to achieve high standards in all areas of the school’s work.  To gain this success a Headteacher must establish high quality education by effectively managing teaching and learning and using personalised learning to realise the potential of pupils.  The Headteacher must establish a culture that promotes excellence, equality and high expectations of all pupils.  

3.  
Shaping the Future

   
Key Area of Responsibility: 

The ‘aspirational goal’, expressed in the strategic vision and development of the Catholic school, stems from the educational mission of the Church, which is reflected in the school’s mission statement and the school improvement plan.  The Headteacher, working with the governing body and others, is expected to draw on the person, life and teachings of Jesus Christ to create a shared vision and strategic plan, which inspires and motivates pupils, staff and all other members of the community.  The vision should explore Gospel values, core educational values and moral purpose and be inclusive of stakeholders’ values and beliefs.  The strategic planning process is critical to sustaining school improvement and ensuring that the school moves forward for the benefit of its pupils. 
This requires the Headteacher:

a
to understand and communicate the mission of the Catholic school

b    to promote Gospel values in policy, practice and relationships

c
to ensure that the Religious Education programme is given full regard both in terms of classroom religious education and in the whole Catholic life of the school.

d.   to ensure that the vision for the school is clearly articulated, shared, 
understood and acted upon effectively by all.

e.    to embody in all you say and do the values of the Gospel and teachings of the        

      Catholic Church.
f.    to lead by example, providing inspiration and motivation for pupils, staff, governors and parents, demonstrating the vision and values in everyday work and practice in order to create a shared culture and positive climate.

g.
to work within the school community to translate the vision for an effective Catholic school into reality through agreed objectives and operational plans which will promote and sustain school improvement and secure the school’s mission.            

h.   to create and implement a strategic plan, underpinned by sound financial planning, which aims for school improvement by identifying priorities and targets for ensuring that pupils achieve high standards and make good progress and so protect and pursue the right and opportunity for everyone to be the best they can be as a child of God

i     to ensure creativity, innovation and the use of appropriate new        

technologies to aim to ‘reduce the gap’ between aspiration and achievement for children in your care and to enable them to achieve excellence and enjoyment.

j     to ensure that policies and practices take account of national, local and diocesan advice and guidance. 

k.   to develop and maintain the educational partnership currently existing   between the school and parents, governing body, local parishes, linked first/middle/high school, cluster schools, the diocese, the LA, the local community and other agencies including the health authority and social services.

l.   
to ensure that strategic planning takes account of the diversity, values and experiences of the school, Church and community at large.

4.  
Leading Learning and Teaching

           Key Area of Responsibility: 

In a Catholic school the search for excellence is expressed in learning and teaching which responds to the needs and aspirations of its pupils and acknowledges their individual worth as children of God.  The   Headteacher, supported by the governing body, has a central responsibility for raising the quality of teaching and learning and for pupil achievement.  This implies enabling pupils to achieve their God-given potential, setting high expectations and monitoring and evaluating the effectiveness of learning outcomes.  A successful learning culture will enable pupils to become effective, enthusiastic, independent learners, committed to life-long learning.
This requires the Headteacher:
a
to interpret aspirations for pupil achievement in the light of Gospel values and the teachings of the Catholic Church

b
to determine and organise the curriculum so there are real, relevant and planned opportunities to embed purposeful links and connections with religious education, collective worship, liturgy, prayer and provision for pupils’ spiritual, moral, social and cultural development

c
to promote high standards of behaviour and models of behaviour management that are characterised by self-discipline that is lovingly nurtured and exercised out of respect for our own God-given dignity and that of others, as well as Gospel values of compassion, forgiveness, understanding, tolerance and peace

d
to create and maintain an environment which promotes and secures creative, responsive and effective approaches to learning and teaching, high expectations and high standards of achievement.

e
to ensure strategies for inclusion, diversity and access to a diverse, flexible and relevant curriculum that are based on our equality as children of God, which compels us to care for the well being of one another, including those with Special Educational Needs, with English as an additional language and more able pupils, drawing on the Gospel values of truth, justice, tolerance and service.

f   to promote pupils’ spiritual growth and maturity from a perspective of faith, through the planned curriculum, relationships within the school, and their experience of living and working as part of the school community.

g
to establish and maintain effective systems of planning, assessment for learning, recording and reporting, using data and benchmarks to monitor progress in every child’s learning.

h
to monitor and evaluate curricular provision, regularly review classroom practice and the achievement of all pupils in order to set and meet challenging, realistic targets for improvement.

i
to manage regular reviews of all aspects of the curriculum, to initiate and encourage new and effective ideas, taking a strategic role in the development of emerging technologies to enhance and extend the learning experience of all pupils. 
j
to maintain and develop curriculum continuity and progression with partner schools and to encourage curriculum links through learning networks with other schools and the LA.
5  Developing Self and Working with Others

   
       Key Area of Responsibility: 


In a Catholic school the role of Headteacher is one of leadership of a learning community rooted in faith.  The Headteacher’s leadership should take Christ as its inspiration.  The Headteacher’s management of staff should demonstrate an awareness of their unique contribution as individuals, valued and loved by God.  
The Headteacher must manage themselves and their relationships well.  The Headteacher will build a professional learning community, which enables others to achieve their potential as a child of God.  Through performance management and effective continuing professional development practice, the Headteacher supports all staff to achieve high standards.  To equip themselves with the capacity to deal with the complexity of the role and range of leadership skills and actions required of them, Headteachers should be committed to their own continuing professional development. 

This requires the Headteacher:

a. to give a clear lead to all staff in the development and the continuing formation of the school’s Catholic identity.
b. to support and advise staff both in the deepening of their understanding of Christian education and in all areas of their work and professional development.       

c. to promote the Gospel values of service and sacrifice in modelling leadership for others 

d. to create a positive and collaborative learning culture within the school by treating people fairly, equitably and with dignity, justice and respect to create and maintain the Catholic ethos

e. to plan, allocate, support and evaluate work undertaken by groups, teams and individuals, ensuring that there is a clear delegation of tasks and devolution of responsibilities.

f. to implement and sustain systems for the effective management of all staff performance, incorporating targets for future development.

g. to motivate and enable teachers and support staff to develop expertise in their respective roles through a wide range of high-quality induction and continuing professional development opportunities in the context of the school’s agreed improvement priorities. 

h. to acknowledge the responsibilities and celebrate the achievements of individuals and teams

i. to share leadership, build teams, and work co-operatively and collaboratively within the school and the parish community to achieve the school’s mission

j. to maintain and develop a senior management team and wider management structure and culture which enables effective 
k. to regularly review own practice, set personal targets and communication, involvement and development. take responsibility for own personal development.

l. to manage own workload and that of others to allow for an appropriate work/life balance.

m. to promote the notion of ‘vocation’ in your work, articulating and demonstrating your headship as a calling to do God’s work

6.
Managing the Organisation
   

Key Area of Responsibility: 


This requires the Headteacher:

n. to ensure the spiritual and moral development of individuals is given clear focus and is promoted through the prayer life and liturgy of the school

o. to create an organisational structure which reflects the school’s values, enabling the management systems, structures and processes to work effectively in line with legal requirements.

p. to produce clear, evidence-based improvement plans and policies for the development of the school and its facilities.

q. to work with governors and senior colleagues to recruit and employ staff, using the Catholic Education Service contract, and consider how each person appointed will contribute to building the community which is “the Catholic school” 

r. to retain and deploy staff appropriately, ensuring that their conditions of employment are fulfilled and professional duties carried out and where necessary use the Catholic Education Service personnel policies

s. to implement performance management taking account of the fact that the      governors are the employer in a Catholic school

t. to deploy and manage finances to best effect, taking account of the statutory responsibilities of governors in a voluntary aided school and the different sources of funding.

u. to manage and organise the accommodation effectively and efficiently to ensure that it meets the needs of the curriculum and health and safety regulations taking account of the fact that governors as employers in a Catholic school have particular responsibilities.

v. to ensure an attractive school environment which meets the needs of the curriculum, stimulates learning, and the appearance of the school.

w. to manage, monitor and review the range, quality, quantity and use of all available resources in order to improve the quality of education, improve pupils’ achievements, ensure efficiency and secure value for money.

x. to use and integrate a range of technologies effectively and efficiently to manage the school.

7.           Securing Accountability

Key Area of Responsibility: 

This requires the Headteacher:

a
to ensure that governors are welcomed into the school and invited to share in its Catholic life

b
to work with the chair of governors to enable the governing body to meet its responsibilities in relation to specific requirements of governance in a Catholic school in terms of the trust deed, admissions, personnel and financial matters

c
to provide information, objective advice and support to the governing body to enable it to meet its responsibilities for securing effective teaching and learning and improved standards of achievement, and for achieving efficiency and value for money.

d
to ensure that the school is led and managed in accordance with the Trust Deed and Instrument of Government

e 
to create and develop a school ethos which enables everyone to work collaboratively, share knowledge and understanding, celebrate success and accept responsibility for the outcomes.

f
to monitor, evaluate and review the work of the school to determine its effectiveness as a Catholic school

g
to ensure individual staff accountabilities are clearly defined, are in accordance with the aims and objective of the school, understood and agreed and are subject to regular review and evaluation.

h
to present a coherent and accurate account of the school’s performance in a form appropriate to a range of audiences, including governors, the Diocese of Westminster Education Service, the LA, the local community, OFSTED and others, to enable them to play their part effectively.

i
to reflect on personal contribution to school achievement and take account of feedback from others.

j
to ensure that parents and pupils are well informed about the curriculum, the attainment and progress of pupils are able to understand realistic and challenging targets for improvements and to contribute to achieving them.  
8
Strengthening Community
Key Area of Responsibility: 



This requires the Headteacher:

a. To recognise that the school is part of the Church locally and engage in dialogue with parents and carers, the parish community and other partners to promote their support for the school as a community of faith to benefit pupils’ religious, spiritual, moral and cultural development                                                         

b. to promote and support the positive benefits of living within a culturally and ethnically diverse society, building a school culture and curriculum that is inclusive and respectful of all cultures, faiths and beliefs since the Church believes that every individual has unique value in the eyes of God regardless of race, ethnicity, gender, socio-economic circumstances and ability and one that takes account of the richness and diversity of the school’s communities.                        

c. to create and promote positive strategies for challenging racial and other prejudice and dealing with bullying and racial harassment.

d. to ensure that learning experiences for pupils are linked into opportunities provided in the wider community.

e. to collaborate with other agencies in providing for the academic, spiritual, moral, social, emotional and cultural well being of pupils and their families, and work with the relevant agencies to protect children.

f. to create and maintain positive and effective relationships with parents, the parish, other partners and the community to enhance the education of the pupils and to define and realise the mission of the school.                          

g. to encourage parents to support their children’s learning, including in relation to their spiritual and religious development and sacramental preparation

h. to seek opportunities to invite parents and carers, community figures, businesses and other organisations into school to enhance and enrich the school and its value to the wider community.

i. to contribute to the development of the education system by sharing effective practice, working in learning networks and partnerships with other schools and promoting innovative initiatives

j. to promote a shared understanding of the contribution that the school can make to the common good

9.    Other Relationships
The Headteacher is required to work in partnership with the Diocese of Westminster Education Service, the Local Authority and other relevant organisations including any organisation representing the parents of pupils at the school

“’Sacred Heart School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment”.

PERSON SPECIFICATION FOR HEADTEACHER

	
	QUALIFICATIONS
	EXPERIENCE

	Essential Headship Criteria


	· Practising committed Catholic 

· First degree / teaching certificate and Qualified Teacher Status

· Recent professional development relevant to senior management

· Understand the nature and purpose of Catholic education and be committed to developing the Catholic ethos of the school
	· Senior Leadership Team experience 

· Successful experience of curriculum or pastoral leadership role

· Successful and relevant experience of teaching, preferably in a Catholic maintained school

· Be familiar with the requirements of the Religious Education Curriculum Directory



	Desirable Headship Criteria
	· Have had or are undertaking further study relevant to headship (e.g. Diploma or Higher Degree)

· Hold a Catholic Certificate of Religious Studies or equivalent, be engaged in a course of study to achieve it or another qualification appropriate to leading a Catholic secondary school

· NPQH
	· Senior Leadership Team experience in a Catholic school

· Successful experience of curriculum or pastoral leadership role in a Catholic school

· Experience of working with children who present challenging behaviour

	Key Areas of Headship
	Knowledge
	Professional Qualities

	Shaping the Future
	Knows about:

· Local, national and global trends

· Ways to build, communicate and implement a shared vision

· Strategic planning processes

· Strategies for communication within and beyond school

· New technologies, their use and impact

· Leading change, creativity and innovation
	Is committed to:

· Promoting Gospel values in policy, practice and relationships

· A collaborative school vision of excellence and equity that sets high standards for every pupil

· The setting and achieving of challenging goals and targets

· The use of appropriate new technologies

· Inclusion &the ability and right of all to be the best they can be

Is able to:

· Think strategically, build and communicate a coherent vision in a range of compelling ways

· Inspire, challenge motivate and empower others to carry the vision forward

· Model the values and vision of the school


	Key Areas of Headship
	Knowledge
	Professional Qualities

	Leading Learning and Teaching
	Knows about:

· Strategies for raising achievement and achieving excellence

· The development of a personalised learning culture within the school

· Models of learning and teaching

· The use of new and emerging technologies to support learning and teaching

· Models of behaviour and attendance management

· Strategies for ensuring inclusion, diversity and access

· Curriculum design and management

· Tools for data collection and analysis

· Using research evidence to inform teaching and learning

· Monitoring and evaluating performance

· School self-evaluation

· Strategies for developing effective teachers
	Is committed to:
· the school being a ‘learning community’ in which everyone who is a member has the right and opportunity as a child of God to grow and develop to reach their full potential

· interpret aspirations for pupil achievement in the light of Gospel values and the teachings of the Catholic Church

· The entitlement of all pupils to effective teaching and learning

· Choice and flexibility in learning to meet the personalised learning needs of every child

Is able to:

· Demonstrate personal enthusiasm for the learning process

· Demonstrate the principles and practice of effective teaching and learning

· Access, analyse and interpret information

· Initiate and support research and debate about effective learning and teaching and develop relevant strategies for performance improvement

· Acknowledge excellence and challenge poor performance across the school

	Developing self and working with others
	Knows about:

· The significance of interpersonal relationships, adult learning and models of continuing professional development (CPD)

· Strategies to promote individual and team development

· Building and sustaining a learning community

· The relationship between managing performance, CPD and sustained school improvement

· The impact of change on organisations and individuals
	Is committed to:

 Promote the Gospel values of service and sacrifice in modelling leadership for others

· Treat people fairly, equitably and with dignity, justice and respect to create and maintain the Catholic ethos and hence Effective working relationships

· share leadership, build teams and work co-operatively and collaboratively within the school and local Church community to achieve the school’s mission
· CPD for self and all others within the school

Is able to:

· Foster an open, fair, equitable culture and manage conflict

· Develop, empower and sustain individuals and teams

· Collaborate and network with others within and beyond the school

· Challenge, influence and motivate others to attain high goals

· Give and receive effective feedback and act to improve personal performance

· Accept support from others including colleagues, governors, the diocese and the LEA


	Key Areas of Headship
	Knowledge
	Professional Qualities

	Managing the Organisation
	Knows about

· Models of organizations and principles of organizational development

· Principles and models of self-evaluation

· Principles and practice of earned autonomy 

· Principles and strategies of school improvement

· Project management for planning and implementing change

· Policy creation through consultation and review

· Informed decision-making 

· Strategic financial planning, budgetary management and principles of best value, taking account of the statutory responsibilities of governors in a voluntary aided school and the different sources of funding

· Performance management taking account of the fact that the governors are the employer in a Catholic voluntary aided school

· Personnel, governance, security and access issues relating to the diverse use of Catholic voluntary aided school facilities

· Legal issues relating to managing a school, including Equal Opportunities, Race Relations, Disability and Employment legislation

· The use of new and emerging technologies to enhance organisational effectiveness
	Is committed to:

· Distributed leadership and management

· The equitable management of staff and resources

· The sustaining of personal motivation and that of all staff

· The developing and sustaining of a safe, secure and healthy environment

· Collaborating with others in order to strengthen school’s organisational capacity

Is able to:

       Establish and sustain appropriate structures and systems

· Manage the school efficiently and effectively on a day-to-day basis

· Delegate management tasks and monitor their implementation

· Prioritise, plan and organise own workload and that of others

· Make professional, managerial and organisational decisions based on informed judgements

· Think creatively to anticipate and solve problems

	Securing Accountability
	Knows about

· Statutory educational frameworks including governance of Catholic voluntary aided school

· Public services policy and accountability frameworks, including self-evaluation and multi-agency working 

· The contribution that education makes to developing, promoting and sustaining a fair and equitable society

· The use of a range of evidence, including performance data to support, monitor, evaluate and improve aspects of school life, including challenging poor performance

· The principles and practice of quality assurance systems, including school review, self-evaluation and performance management

· Stakeholder and community engagement in, and accountability for, the success and celebration of the school’s performance
	Is committed to:

· Lead and manage the school in accordance with the Trust Deed and its Instrument of Government 

· Principles and practice of school self-evaluation to determine its effectiveness as a Catholic school

· The school working effectively and efficiently towards the academic, spiritual, moral, social, emotional and cultural development of all pupils

· Individual, team and whole-school accountability for pupil learning outcomes

Is able to:

· Demonstrate political insight and anticipate trends 

· Engage the school community in the systematic and rigorous self-evaluation of the work of the school

· Collect and use a rich set of data to understand the strengths and weaknesses of the school

· Combine the outcomes of regular school self-review with external evaluations in order to develop the school


	Key Areas of Headship
	Knowledge
	Professional Qualities

	Strengthening Community
	Knows about

· Current issues and future trends that impact on the school community

· The rich and diverse resources within local communities, including the local Catholic community, both human and physical

· The wider curriculum beyond school and the opportunities it provides for pupils and the school community

· Models of school, home, Church, community and business partnerships

· The work of other agencies and opportunities for collaboration

· Strategies which encourage parents and carers to support their children’s learning

· The strengths, capabilities and objectives of other schools


	Is committed to:

· Engage in dialogue with parents and carers, the local Church and other partners to promote their support for the school as a community of faith to benefit pupils’ religious, spiritual, moral social and cultural development

· Work with parents “who have the first responsibility for the education of their children “(Catechism of the Catholic Church 2223) to support the learning and human flourishing of all pupils, including in relation to their spiritual and religious development and their sacramental preparation  

· Build and maintain effective relationships with parents, local Church, other partners and the community to enhance the education of the pupils and to define and realise the mission of the school

· Ensure the school is inclusive and respectful of other cultures, faiths and beliefs since the Church believes that every individual has unique value in the eyes of God regardless of race, ethnicity, gender, socio-economic circumstances and ability 

· Promote a shared understanding of the contribution the school can make to the common good

·  Collaboration and networking with other schools to improve outcomes

Is able to:

· Recognise and take account of the richness and diversity of the school’s communities

· Engage in a dialogue which builds partnerships and community consensus on values, beliefs and shared responsibilities

· Listen to, reflect and act on community feedback

· Build and maintain effective relationships with parents, carers, the local Church, partners and the community, that enhance the education of all pupils


Note:  Whilst particular knowledge and professional qualities are assigned to one of the six Key Areas, it is important to emphasise that they are interdependent and may be applicable to all key areas. 

“Sacred Heart is committed to safeguarding and promoting the welfare of children and young people 

and expects all staff and volunteers to share this commitment”.

The Headteacher must understand the nature and purpose of Catholic education and know that his or her first responsibility is to establish and sustain the Catholic identity of the school and safeguard the teaching of the Church.  











The Headteacher is the leader of a Catholic educating community, and the discharge of this vital role requires a significant theological insight and vision of the development of this Catholic School. 














Critical to the role of headship is working with the governing body and others to create a shared vision and strategic plan which inspires and motivates pupils, staff and all other members of the school community. This vision should express core educational values and moral purpose and be inclusive of stakeholder’s values and beliefs.  The strategic planning process is critical to sustaining school improvement and ensuring that the school moves forward for the benefit of its pupils.




















Headteachers have a central responsibility for raising the quality of teaching and learning and for pupils’ achievement. This implies setting high expectations and evaluating the effectiveness of learning outcomes. A successful learning culture will enable pupils to become effective, enthusiastic, independent learners, committed to life-long learning.











Effective relationships and communication are important in headship as Headteachers work with and through others. Effective Headteachers manage themselves and their relationships well. Headship is about building a professional learning community which enables others to achieve. Through performance management and effective continuing professional development practice, the Headteacher supports all staff to achieve high standards. To equip themselves with the capacity to deal with the complexity of the role and the range of leadership skills and actions required of them, Headteachers should be committed to their own continuing professional development.





.








Headteachers need to provide effective organisation and management of the school and seek ways of improving organisational structures and functions based on rigorous self-evaluation.  Headteachers should ensure that the school and the people and resources within it are organised and managed to provide an efficient, effective and safe learning environment. These management responsibilities imply the re-examination of the roles and responsibilities of those adults working in the school to build capacity across the workforce and ensure resources are deployed to achieve value for money. Headteachers should also seek to build successful organisations through effective collaborations with others. 























With values at the heart of their leadership, Headteachers have a responsibility to the whole school community. In carrying out this responsibility, Headteachers are accountable to a wide range of groups, particularly pupils, parents, carers, governors and the LEA. They are accountable for ensuring that pupils enjoy and benefit from a high-quality education, for promoting collective responsibility within the whole school community and for contributing to the education service more widely. Headteachers are legally and contractually accountable to the governing body for the school, its environment and all its work.














Schools exist in a distinctive social context, which has direct impact on what happens inside the school. School leadership should commit to engaging with the eternal school community to secure equity and entitlement. Headteachers should collaborate with other schools in order to share expertise and bring positive benefits to their own and other schools. They should work collaboratively at both strategic and operational levels with parents and carers and across multiple agencies for the well-being of all children. Headteachers share responsibility for the leadership of the wider educational system and should be aware that school improvement and community development are interdependent.
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