
 

 

 
 

PASSMORES CO-OPERATIVE LEARNING 
COMMUNITY 

 

Job Description 
     

Position: Headteacher 
 
Line Manager: Executive Headteacher / CEO 

 
Performance Management Reviewer:  Executive Headteacher  
 

 
 Core Purpose 
 
The headteacher will be responsible for the internal organisation, management and control of 
the school in accordance with applicable legislation, the policies of the governing body 
(including its annual budget) and the instrument and articles of governance of the school.  
The headteacher, working with the Executive Headteacher, governing body, senior leadership 
team and school staff, will provide overall strategic leadership for the school.  The headteacher 
will: 

• lead, develop and support the direction, vision, values and priorities of the school 

• develop, implement and evaluate the schools policies, practices and procedures 

• lead and manage teaching and learning throughout the school 

• ensure accurate school self-evaluation to inform school improvement planning  

• have overall responsibility and accountability for safeguarding and promoting the welfare 

of pupils within the school 

The job description should be read in conjunction with the contractual requirements and 
responsibilities of headteachers set out in the School Teachers’ Pay and Conditions Document. 
 
Principle accountabilities: 
 
Safeguarding 
 
Take responsibility as the designated professional lead for Safeguarding.Fulfil personal 
responsibilities, and secure compliance by those working in school, for safeguarding as set out 
in the Children’s Act, Statutory Guidance and by the Local Children’s Safeguarding Board.  
These include: 

• Operating a culture of listening to children and taking account of their wishes and 

feelings, both in individual decisions and the development of services; 

• Operating clear whistleblowing procedures,  

• Sharing information, with other professionals 



• Assigning a designated professional lead for safeguarding*  

• Operating safe recruitment practices   

• Ensuring appropriate supervision and support for staff, including undertaking Induction, 

safeguarding training and reviews of practice 

• Establish, operate and monitor clear policies for dealing with allegations against people 

who work with children.  

 
Qualities and Knowledge  
 
1. Hold and articulate clear values and moral purpose, focused on providing a world-class 
education for the pupils they serve.  
2. Demonstrate optimistic personal behaviour, positive relationships and attitudes towards their 
pupils and staff, and towards parents, governors and members of the local community.  
3. Lead by example - with integrity, creativity, resilience, and clarity - drawing on their own 
scholarship, expertise and skills, and that of those around them.  
4. Sustain wide, current knowledge and understanding of education and school systems locally, 
nationally and globally, and pursue continuous professional development.  
5. Work with political and financial astuteness, within a clear set of principles centred on the 
school’s vision, ably translating local and national policy into the school’s context.  
6. Communicate compellingly the school’s vision and drive the strategic leadership, empowering 
all pupils and staff to excel.  
 
Teaching  
Lead and manage teaching and learning throughout the school, including ensuring, save in 
exceptional circumstances, that a teacher is assigned in the school timetable to every class or 
group of pupils  
 
Pupils and Staff  
 
1. Demand ambitious standards for all pupils, overcoming disadvantage and advancing equality, 
instilling a strong sense of accountability in staff for the impact of their work on pupils’ outcomes.  
2. Secure excellent teaching through an analytical understanding of how pupils learn and of the 
core features of successful classroom practice and curriculum design, leading to rich curriculum 
opportunities and pupils’ well-being.  
3. Establish an educational culture of ‘open classrooms’ as a basis for sharing best practice 
within and between schools, drawing on and conducting relevant research and robust data 
analysis.  
4. Create an ethos within which all staff are motivated and supported to develop their own skills 
and subject knowledge, and to support each other.  
5. Identify emerging talents, coaching current and aspiring leaders in a climate where 
excellence is the standard, leading to clear succession planning.  
6. Hold all staff to account for their professional conduct and practice. 
7. Lead and manage the staff with a proper regard for their well-being and legitimate 
expectations, including the expectation of a healthy balance between work and other 
commitments. 
 
Systems and Process  
 
 1. Ensure that the school’s systems, organisation and processes are well considered, efficient 
and fit for purpose, upholding the principles of transparency, integrity and probity.  
2. Provide a safe, calm and well-ordered environment for all pupils and staff, focused on 
safeguarding pupils and developing their exemplary behaviour in school and in the wider 
society.  



3. Establish rigorous, fair and transparent systems and measures for managing the performance 
of all staff, addressing any under-performance, supporting staff to improve and valuing excellent 
practice.  
4. Welcome strong governance and actively support the governing board to understand its role 
and deliver its functions effectively – in particular its functions to set school strategy and hold the 
headteacher to account for pupil, staff and financial performance.  
5. Exercise strategic, curriculum-led financial planning to ensure the equitable deployment of 
budgets and resources, in the best interests of pupils’ achievements and the school’s 
sustainability.  
6. Distribute leadership throughout the organisation, forging teams of colleagues who have 
distinct roles and responsibilities and hold each other to account for their decision making.  
7. Develop clear arrangements for linking appraisal to pay progression and advise the relevant 
body on pay recommendations for teachers. 
8. Consult and communicate with the governing body, staff, pupils, parents and carers. 
9. Lead and manage / be responsible for safeguarding and promoting the welfare of children. 
 
 The self-improving school system  
 
 1. Create outward-facing schools which collaborate with other schools within and outside the 
Trust, along with and local organisations - in a climate of mutual challenge - to champion best 
practice and secure excellent achievements for all pupils.  
2. Develop effective relationships and collaborate effectively with fellow senior leaders within the 
trust as well as professionals and colleagues in other public services to improve academic and 
social outcomes for all pupils.  
3. Challenge educational orthodoxies in the best interests of achieving excellence, harnessing 
the findings of well evidenced research to frame self-regulating and self-improving schools.  
4. Shape the current and future quality of the teaching profession through high quality training 
and sustained professional development for all staff.  
5. Model entrepreneurial and innovative approaches to school improvement, leadership and 
governance, confident of the vital contribution of internal and external accountability.  
6. Inspire and influence others - within and beyond schools - to believe in the fundamental 
importance of education in young people’s lives and to promote the value of education.  
7. Participate in arrangements for their own further training and professional development and 
appraisal and review of own performance. 

 
Whole School 
 
Fulfil personal responsibilities and support the headteacher in securing compliance by those 
working in school for safeguarding as set out in the Children’s Act, Statutory Guidance and by 
the Local Children’s Safeguarding Board: 
 

• Operating a culture of listening to children and taking account of their wishes and 
feelings, both in individual decisions and the development of services; 

• Operating clear whistleblowing procedures 

• Sharing information with other professionals 

• Take responsibility as the deputy designated professional lead for Safeguarding* 

• Operating safe recruitment practices   

• Ensuring appropriate supervision and support for staff, including undertaking Induction, 
safeguarding training and reviews of practice 

• Operating and monitoring clear policies for dealing with allegations against people who 
work with children 

 
 
 
 
 
 



 
 
 

Designated Safeguarding Lead Responsibilities 

To take lead responsibility for safeguarding and child protection within the school 

Act as a source of support, advice and expertise for staff within the school for child 
protection and safeguarding. 

· Raise awareness of the school’s child protection policies ensuring they are 
understood and used appropriately 

· Ensure the school’s Child Protection Policy is reviewed (at least annually) and 
known, understood and used appropriately 

· Refer cases (or support staff making referrals) 

• of suspected abuse to the local authority children’s social care 

• where there is a radicalisation concern to the Channel programme. 
· Refer cases to Disclosure and Barring Service or Police as required 
· Liaise with the Headteacher, local authority officers and other relevant 

agencies/parties in relation to child protection and safeguarding issues and concerns 
· Ensure child protection files are transferred as appropriate in line with Keeping 

Children safe in Education (Appendix B) as amended from time to time 
· Be available for staff during school hours to discuss any safeguarding concerns in 

line with the school’s safeguarding arrangements 
· In conjunction with the Headteacher, make adequate and appropriate cover 

arrangements for safeguarding where concerns/issues occur out of hours/out of term 
· Undergo and regularly update safeguarding training (at least every 2 years) to 

ensure the appropriate level of knowledge and skill is maintained 
· Keep up to date with developments relevant to the role in line with Keeping Children 

safe in Education (Appendix B) as amended from time to time 

 
Well Being and Mental Health 
 

As a member of staff at PCLC, we take responsibility for looking after our own mental health 
and wellbeing and that of other adults and children by: 

 
• Supporting and adopting evidence-based practice from credible organisations (eg Mind) 

which have been proven to improve and sustain positive mental health and wellbeing for 
children and adults 

•  Developing a better knowledge and awareness of how children's mental health can impact 
on their wellbeing and development  

• Managing our own health and wellbeing, by adopting good health behaviours (for example 
in relation to diet, exercise, alcohol consumption and smoking) 

• Informing a line manager or mental health first aid team member if concerned about the 
mental health or wellbeing of ourselves or of others 

• Tackling and challenging any stigma regarding mental health and offer support, kindness 
and understanding to others in need 

• Ensure that full attention is given to staff health, safety and welfare and minimise risks to 
employee mental health and wellbeing; 

• Act as role models to encourage healthy behaviours e.g. taking regular breaks, not working 
excessive hours and maintaining a healthy work life balance; 

• Ensure employees understand their role within the school and receive the required 
information and support from managers and team members to do their job; 

• Monitor and be aware of the early signs of poor mental health and take action as 
appropriate; 



• Signpost individuals to mental health first aiders in the workplace  

• Ensure employees are aware of support and assistance available including counselling and 
occupational health advice and guidance; 

• Be familiar with relevant school policies and procedures on equality and diversity to ensure 
any inappropriate behavior e.g. bullying and harassment is handled appropriately, and staff 
are supported; 

• Ensure performance management procedures are carried out effectively to ensure targets 
and objectives are clear, to identify any issues with workload and/or demands on the 
employee and provide support/additional training where necessary 

• Implement school procedures fairly, sensitively and confidentially. 

•  
In addition to the above areas, the postholder is responsible for the following actions: 

 
Liaising with:  Line Manager, other relevant support staff, Subject Staff, Pastoral staff, LA 
staff, parents/carers and outside agencies as and when required. 
 

Health and Safety 
 

1. To assist with the carrying out of risk assessments 
2. To ensure that Health and Safety policies and procedures are followed 

 

Pastoral System 
  
1. To liaise as appropriate with Pastoral Staff on Pastoral Related issues 

 
 
Other specific duties 
 

1. To play an active part in the life of the school community 
 
The job description is current at the date shown, but in consultation with you, may be 
changed by the CEO to reflect or anticipate changes in the job commensurate with the 
grade and the job title 
 
Vic Goddard 
CEO  
May 2022 

 
 
 
 
 
 
 
 
 
 

 


