	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Head Teacher 
	Job Evaluation         Reference Number:  
	N/A

	Service:


	Education
	Grade:


	HT&DHTCH

	Department/Section:


	Community Services
	Location:
	Variable

	Line Manager (post):

	Head of Education

	Date JDPS was created / last reviewed / amended:
	6 November 2014


	Version of JDPS: 


	V.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Professional update 
4. Managers guide to recruitment 
5. Job sizing process 


	Job Summary:   
To conduct the affairs of the school to the benefit of the pupils and the community it serves through pursuing objectives and implementing policies set by the education authority and within the resources available.    

	Scope / Dimensions:  
Line management / staffing responsibility for teaching and non teaching staff within school(s).
Budgetary responsibility: all budgets pertaining to the school on behalf of the authority
 

	1.
	Planning:  
To participate in the development of the education service plan by working in partnership with colleagues (within and outwith the service) by implementing national and local priorities to ensure all young people reach their potential.  

To take personal responsibility for planning how these are delivered effectively and efficientlly within the service.  In particular, take responsibility for:

a) Consulting with staff, parents and young people to generate the vision, values and aims 
b) Generate and develop a whole school improvement plan which supports continuous improvements
c) Plan the implementation of Curriculum for Excellence to ensure maximum impact that benefits the young people (curricular maps/plans)
d) In consultation develop effective partnerships within the community which will support service delivery 
e) Developing the wider school ethos and strategic direction of pastoral care of both staff and young people


	2.
	Service delivery:  
To lead a high quality service that delivers best value to young people and the school community by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:

a) Responsibility for the leadership and good management of the school including developing the school policies which support the curriculum, behaviour and management of young people
b) Responsible for promoting a school ethos that allows the development and delivery of pastoral care to staff and young people
c) Implement, manage and review the education service and school improvement plans
d) Manage, develop and review the school curriculum as part of the school review cycle using it to inform future improvements
e) Working in partnership with parents, other professionals, agencies and schools
f) To act as adviser to parent council 
g) Management of health and safety for all on the premises
h) Teaching classes together with associated preparation and correction


	3.
	Budget management:

Responsibility for the management of the financial and other resources devolved to the school under his or her management, in accordance with Council Policies and Procedures.

Specifically administer and manage the following budgets on behalf of the education service:

a) Professional learning
b) Staffing
c) Controllable budget and for being aware of the situation on any other budgets applied directly to the school (eg premises costs and school meal income and expenditure)
d) Outside funding (grants)

e) School fund
Responsible for checking SQA budget (secondary only) on a regular basis.
To work with the Administrative and Finance Assistant to ensure that any expenditure is appropriate, within allocated budget limits at all times and that accurate financial records are maintained.



	4.
	Staff Management:  
Act as line manager for staff employed by the education service, ensuring:

· Compliance with all HR policies and procedures including maximising attendance
· Performance review and development is understood and practised effectively through the appropriate PRD framework

· For teachers, ensure compliance with the General Teaching Council for Scotland and Teachers Code of Conduct
· All staff working with young people in your establishment are PVG registered
· Ensuring opportunities are provided for professional learning and dialogue and encourage staff to comply with professional update requirements
To lead in the recruitment, selection and deployment of the staff as appropriate for your establishment, ensuring resourcing levels are appropriate at all times. In addition, participate in recruitment and selection processes on behalf of the authority for other establishments as and when required.  
Maintaining high standards of learning and teaching throughout the establishment offering support and guidance if required to improve under-performance.


	5. 
	Quality Assurance:  
Develop, implement and maintain appropriate performance management reporting systems as a means of managing and monitoring the team’s performance, to ensure standards are maintained, improvements developed and issues addressed in a timely manner, and in particular:
a) Ensure “How Good is our School” (HGIOS) performance indicators are used to support continuous development, working with relevant partners of the school community to encourage, audit to ensure a high quality service……
b) Following HMIE guidance and advice notes taking action where required to meet….
c) Develop, implement and maintain quality assurance and self evaluation policy and procedures….
d) Generate an annual Standards and quality report for the Head of Education 


	6.
	Health & Safety: 
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.
Ensure that all young people are kept in a safe environment ensuring the appropriate risk assessments have been carried out to reduce risk.


	7.
	Other duties & responsibilities:  

Undertake other duties appropriate to this job and grade, and as required by the Head of Education and ensure appropriate outcomes are achieved.  
Maintain professional development record on MyGTCs including annual review, 5 year requirement of this being signed off and to maintain GTC registration.




	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	E.1

E.2

D.1
	GTCS registration 

Relevant teaching qualification.

Relevant and extensive CPD and or post graduate qualification.


	Experience



	E.1

E.2
E.3
E.4

E.5

D.1
D.2
D.3
D.4
D.5
	Experience relevant to leading and managing within a school which promotes the highest possible standards of achievement for every young person.

Evidence of knowledge about relevant quality standards frameworks and their use in supporting continuous improvement.

Experience of leading an aspect of school improvement.

Experience of planning coherent progressive and stimulating teaching programmes

Experience of incorporating a range of innovative and creative teaching strategies and methodology
Experience of demonstrating an ability to:

· Develop a culture of respect

· Create appropriate ethos

· Set high expectations

· model best practice 

· Regularly monitor and evaluate the quality of learning in the school.

Has demonstrated a clear commitment to collegiality and to developing, empowering and supporting effective teams and individuals. This includes building school capacity by developing leadership in others.

Building a positive relationship with parents, professional colleagues, the wider community and other agencies to extend their educational vision embracing an agenda for lifelong learning.

Can make best strategic and operational use of available resources to create, maintain and monitor an appropriate learning environment to support effective learning and teaching.

Experience of presenting young people for NARS and/or national qualifications



	Specific job-related skills and knowledge  


	E.1

E.2
E.3

D.1

D.2
	Has a sound understanding of the relationship between schools and society taking account of the political and social context of educational policy.

Can articulate professionally in a variety of ways an overall vision and set of values for a highly effective school.  This should take account of authority context and culture and the national education framework e.g. A Curriculum for Excellence.
Can engage with and contribute to the development of policy at school, local and national level.

Can demonstrate the courage, confidence and commitment to support and challenge thinking based on research and a sound and considered understanding of educational issues.

Evidence of reflective practice demonstrating sensitivity to the impact of personal style of communication with parents, colleagues, pupils, other agencies and the wider community.



	Any additional job-related requirements   



	E.1

E.2
	PVG membership – required to gain this in relation to working with children.

The jobholder will be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service. 
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