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Role Profile



	Role Details


	Job Title
	Head Teacher  
	Service
	Education Service

	Directorate
	Education, People and Business

	Reporting to
	Chief Education Officer

	Grade & Salary 
	HT Scale Point 8            
	Hours
	35 Hours

	Location
	Holy Trinity Primary School


Role Purpose
· Conduct the affairs of the school, within the resources available, to the benefit of the pupils and the community it serves, through pursuing objectives and implementing policies set by the Council under the overall direction of the Head of Education.
· Manage the affairs of the school to the benefit of the pupils and the wider community in compliance with the requirements of the statutes relating to the provision of education and the general duty of care owed to employees and pupils.
· Formulate clear aims for the school and policies to ensure their achievement, within the framework of the Council's policies and ensure that these are communicated to all employees, pupils, parents and other users of the school.
· 
Attend, on behalf of the Council, Parent Council meetings and to provide to the Parent Council such advice and information as is required in terms of the Scottish Schools (Parental Involvement) Act 2006.
· 
Encourage and promote the development of the corporate life of the school and by so doing create an ethos conducive to healthy relationships, high morale and sound learning.
· 
Contribute more generally to the work of the education service as required, for example, by participating in working groups formed by the Council.
· 
Work in partnership with teacher trade union representatives to deliver the appropriate devolved collective agreements within the context of the Local Negotiating Committee for Teachers and/or East Dunbartonshire Council policy.
Role Accountabilities & Key Activities 
In addition to the duties listed below, the Head Teacher will undertake such other duties as may from time to time be assigned by the Head of Education within the context Scottish Negotiating Committee for Teachers Conditions of Service.
Management of employees
· Participate as required in the selection and appointment of the employees of the school
· Ensure that the expertise of employees is recognised, and is employed in such a way that pupils and their parents benefit fully and that employees may be clear about their individual roles and may derive as much satisfaction as possible from their work
· Consult fully with employees on the formulation, implementation and evaluation of school policy                                                                                  

· Promote the professional development and welfare of employees both collectively and individually
· Implement within the school all relevant conditions of service, disciplinary and grievance procedures and other matters of a contractual nature

· Consult with relevant colleagues, assess and monitor the effectiveness of employees and provide reports as required for appointment and promotion purposes
Management of the curriculum 

· Manage and develop the curriculum in accordance with the policies of the Council
· Encourage the development of teaching methods which promote effective learning by all
· Prepare efficient arrangements for the timetabling of employees so that the requirements of the curriculum may be adequately met
· Ensure that the progress of pupils is monitored, recorded and reported to parents and others who may have a right to know
· Devise an overall policy for pupil guidance and establish effective structures for its implementation

· Ensure the implementation of strategic policies of the Council, for example, in relation to equal opportunities
Management of resources 

· Ensure that appropriate arrangements are made for the management of the school budget and any other school finances, including proper procedures to account for these
· Formulate policies to guide the requisitioning, use and protection of all resources, including teaching materials, equipment and accommodation
· Prepare proposals for the disbursement of per capita funding for teaching and learning materials and submit information, if requested, on these to the Parent Council
· Ensure that appropriate procedures are observed in relation to the health and safety of all users
· Assist the Council’s Assets and Property Services Team to ensure that school buildings are properly maintained
Management of communications 
· Establish effective channels of communication among all employees and with all users of the school
· Consistently review channels of communication 

· Consult and communicate with parents about the affairs of the school and the progress of their children, in particular by arranging regular meetings between parents and teachers to assist such communication
· Act as the school's official correspondent with the Council and with other groups such as other departments of the Council, external agencies, other schools, parents and the wider community, as appropriate.
· Report to the Council on matters affecting the school and in particular, alert the Council to situations of a non-routine nature

· Maintain all necessary records relating to the life and work of the school and respond timeously to requests for information by the Council or other bodies to which there is a duty to respond
Management of the corporate life of the school 
· Promote the implementation of all aspects of the school's improvement plan
· Encourage the highest standards of behaviour among pupils
· Foster among pupils, parents, employees and other users of the school an awareness of the school as a community with which they can all identify
· Encourage the development of social, educational and recreational activities which provide pupils, parents, employees and other users of the school with opportunities to meet informally beyond the bounds of the normal working day of the school 
· Seek opportunities to link the work of the school with that of the wider community of which it is a part and by so doing, emphasise the mutual benefits which are derived from such links
Context 
	Location:


	Holy Trinity Primary School

	Mobility:

(If the role is required to operate from more than one location or to work between locations, this should be stated)
	

	Terms & Conditions Applicable to the Role:

(please tick as appropriate)


	Single Status 
	

	
	Craft 
	

	
	SNCT/LNCT
	(

	Role Status:

(Please tick as appropriate)
	Permanent 
	(

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:

(per week)
	35 hours
	(

	
	37 hours 
	

	
	Other  (please specify)
	

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	
	
	
	
	
	
	

	
	Finish Time
	
	
	
	
	
	
	

	
	Unpaid Break 
	
	
	
	
	
	
	

	
	Total Daily Hours 
	
	
	
	
	
	
	

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	The working year is 195 days

The working hours are 35 hours per week 

In addition to the 35 hour working week an additional contractual 35 hours of Continuous Professional Development (CPD) per annum also applies. 


	Shift Pattern:

(Insert the shift pattern – days to be worked, hours per day, over how many weeks)
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	
	
	
	
	
	
	

	
	Over how many weeks 
	

	
	Other relevant information
	

	52 Weeks/Term-Time

(please tick as appropriate):
	52 Weeks 
	

	
	Term time 39 Weeks 
	(

	
	Term time 41.8 Weeks
	

	
	Term time (other) 

(please specify number of weeks)


	

	Requirement to work out with normal work/shift pattern:
	Yes 
	(

	
	If ‘yes’ please give details 
	As agreed through 35 hour working week collegiate calendar

There will be occasions when duties will be required to be carried out beyond the normal school day for teachers. Staff are required to carry out their responsibilities to the extent that it is necessary for their effective discharge. The execution of such duties will therefore require a professional commitment beyond the normal working day / week / and / or school year as appropriate.



	
	No
	

	Is this role suitable for Job Share:
	Yes 
	(

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 

(Does this role require to have contractual overtime?  If so, state the number of contractual overtime hours per week here)
	Not Applicable 
	(

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:

(Will this role be subject to a stand-by rota?) – (Please tick as appropriate)
	Yes 
	

	
	If Yes, describe frequency
	

	
	No        
	(

	Externally Funded:

(Is the role externally funded? If so, from which funding stream?)- (Please tick as appropriate)
	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	(

	Flexible Working Hours Scheme: 

(Will the Council’s Flexible Working Hours Scheme apply to this role?) – (Please tick as appropriate)
	Yes
	

	
	No
	(

	Disclosure:

(Is a disclosure check required? If so, what level?) – (Please tick as appropriate)
	Not Applicable 
	

	
	Other (please specify)
	PVG children 


	Criminal Convictions:

Are there any criminal convictions that apply to the role?  If so, state the reasons why)
	No

	Proper Officer:

(If the role has proper officer accountabilities - describe these here)
	No

	Politically Restricted:

(If the role is politically restricted, please give details)
	No


Key Relationships 
· Role performs as a member of the Educational Service’s Leadership Team

Key relationships include elected members, all users of the school and the school's employees, the office-bearers and members of the Parent Council, other educational establishments, Officers of the Council and other departments of the Council, teacher trade union representatives, representatives of the wider community, and representatives of external agencies with rights to operate in relation to the school.  

Personal Specification – Head Teacher, Holy Trinity Primary School
	Personal Specification
	Essential
	Desirable

	KNOWLEDGE


	· Knowledge of and active involvement in a range of curricular and policy developments
· Understanding of and commitment to inclusion and equality
· Ability to plan educational quality improvement and implement this in an innovative manner
· Knowledge of financial systems

· Strong business acumen and commercially aware with sound knowledge of business drivers and the external environment

· Assessing business needs from multiple sources, producing high level summaries and recommend appropriate interventions
	· Evidence of implementing a variety of curriculum and policy developments
· Involvement in the promotion of inclusion and equality in a school context


	SKILLS


	· Team leadership and managerial skills with the ability to motivate and inspire others
· Team working and team building skills

· Diagnostic, analytical and advisory skills

· Relationship, influencing and negotiation skills

· Commitment to a participative management style.  

· Strong written and verbal communication skills and ability to tailor communication depending on audience

· Ability to manage and implement the pace of change. 

· Consultative, good listener, supportive of colleagues and highly participative
· Commitment to the development of a positive school ethos

	· Evidence of ability to make decisions and act on own initiative. 

· Articulate and able to make presentations to a variety of audiences

· Management style which supports, monitors and evaluates developments
· Experience of dealing with employees in a variety of situations
· Evidence of implementing a variety of curricular and policy developments.
· Involvement in the active promotion of a positive school ethos


	EXPERIENCE

(Occupational – Minimum Experience)
	· Proven experience of leading and managing teams to achieve high performance

· Strong track record of managing processes and procedures to an exceptional standard

· Good evidence of developing processes successfully in areas such as strategy, policy, performance management, partnerships and governance

· Maintaining and managing the highest standards of professional Business Support practices through effective management

· A first class record of achievement and meeting targets
· Extensive teaching and senior management experience throughout the primary/secondary sector (as appropriate)
· Broad generalist knowledge across all disciplines gained through experience.
· Extensive experience in the areas of quality improvement in Education
	· Local authority experience at a senior level or senior school management knowledge/experience
· Successful in a HT or DHT post
· Successful experience of quality assurance processes through HMIE



	EDUCATION/

TRAINING

(Educational – Minimum Qualifications)
	· As required by the General Teaching Council for Scotland

	· Additional relevant qualification in education or management (or equivalent)

	PERSONAL QUALITIES
	· Must have a high level of credibility in order to influence and effectively manage business relationships

· Pragmatism, a can-do attitude and a high achievement drive will be essential

· Strong client and service delivery orientation

· Ability to work on own initiative whilst balancing team, service and corporate responsibilities

· Capability to deliver through other people and continually push boundaries of service and effective ways of working  

· Self-Motivated, Flexible & Adaptable

· Approachable - Customer focused

· Team player 

· Ability to work under pressure to deliver positive results 
· RC Church Approval required (essential)
· A high level of commitment to promoting the vision, values and aims of the Catholic school (essential)
	· Commitment to personal development of employees
· Evidence of highly developed leadership skills


	DRIVING LICENCE


	· Not appropriate
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