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JOB DESCRIPTION














	Position Title:
	Head of school
	Date Prepared:
	January 2025

	North Birkbeck Road Secondary PRU

	Grade: 
	Leadership 13-19

	Location:
	North Birkbeck Road PRU LBWF


The Council expects all its employees to have a full commitment to the Council’s Equal Opportunities Policy and acceptance of personal responsibility for its practical application. All employees are required to comply with and promote the policy and to ensure that discrimination is eliminated in the service of the Authority. 

JOB PURPOSE

· North Birkbeck Road PRU: Lead and manage the Burnside Pupil Referral Unit (PRU) as part of the Hawkswood Group (HWG)
· HWG Leadership Team 

As part of the HWG Leadership Team (Comprising of the Head Teacher Antlers Hill, Head of school Burnside and Head of school North Birkbeck Road, and appropriate leadership as identified HWG management committee) provide professional leadership and strategic management for the HWG, in consultation with the PRU Management Committee.
This will include ensuring that high quality personalised education for all children and young people in the HWG is secured, and that high standards and a range of outcomes are achieved. The Leadership team are expected to build positive relationships with schools, LA officers, services and agencies through collaboration and partnership working in order to improve outcomes for children and young people in Waltham Forest.
PRINCIPLE ACCOUNTABILITIES: North Birkbeck Road PRU
1. Services and outcomes
1.1. Secure and sustain a high quality of provision for learning and development through a regular cycle of curriculum planning, teaching and assessment which is based on effective use of the school Self Evaluation Form(SEF)

1.2. Determine, organise and implement an appropriate innovative broadly based curriculum for the provisions, within the context of the current legislation.

1.3. Ensure the PRU’s aims are realised through a regular cycle of development planning, implementation, reviews and evaluation.

1.4. Take an active part in the development of national and local initiatives within the PRU and at a local level.

1.5. Support effective and ongoing involvement and consultation with children and young people, so that young people are at the heart of the PRU.
1.6. Review and improve the focus on personalised learning within the PRU.

1.7. Take a lead in co-ordinating assessment of pupils’ learning and development and ensuring a systematic whole school approach to recording and reporting on progress and achievement.
1.8. Promote self-discipline and proper regard for authority among the pupils and to encourage excellent behaviour on the part of the pupils, in accordance with the policy of the PRU.
1.9. Secure and sustain the highest standards of teaching and learning provision through an established cycle of monitoring and evaluation.

1.10. Ensure that all parts of the service are delivered within and according to statutory requirements of relevant legislation.

2. People

2.1. Lead and motivate staff in the PRU to improve and raise standards, through a balance of support, challenge and professional development.

2.2. Secure, sustain and support an effective staff team that plans and works together in achieving high standards of learning provision.

2.3. Develop a systematic approach to staff development and performance management that includes all staff.

2.4. Ensure that professional duties are fulfilled, as specified in the terms and conditions of service for teachers.

2.5. Ensure that all staff know and understand their safeguarding responsibilities. 

2.6. As part of the HWG Leadership Team to ensure that the quality of the learning environment is sustained and appropriate Health & Safety site security regulations are secured.
2.7. Ensure that staff adhere to the Policies and procedures of the HWG

2.8. Manage staff sickness absence according to HWG policy

3. Resources
3.1. As part of the HWG Leadership Team and working closely with the Head of Business and Finance (HOBS), ensure all staff and resources are deployed efficiently and effectively to meet specific objectives identified through strategic planning.

3.2. Ensure that the PRU offers value for money.
4. Communication and Information

4.1. Involve and consult with children, young people and parents/carers on the design of the service.

4.2. Ensure that all services provided are clear, accountable and responsive to user needs.

4.3. Be responsible for contributing to Ofsted, audit commission and value for money processes in relation to all Burnside provision and implement action plans in response to external inspections.

4.4. Ensure that complaints received are investigated and resolved according to the council’s policy and procedures.

5. Quality and Equality

5.1. To take the lead for promoting all aspects of inclusion in the PRU, including responsibility for the development of policies and strategies in relation to special education needs, disability and race.

5.2. To promote quality and equality across the HWG with direct responsibility for North Birkbeck Road PRU.
6. Customer Care

6.1. Understand and actively promote the Council’s Customer Service Policy, ensuring the needs of our customers are considered at all times to enable the council to meet its customer satisfaction targets.
OPERATIONAL RESPONSIBILITIES

1. As part of the HWG Leadership Team and with the HOBS, ensure effective management of the budget, in consultation with the LA.
2. To promote and develop positive partnerships with pupils, their families/ carers ensuring information is regularly exchanged about learning achievement, progress, development and organisation of the PRU.
3. To promote effective partnership working with mainstream and special schools. 
4. To work in close partnership with all staff.
5. To promote effective relationships with the local community, appropriate organisations and agencies.
6. As part of the HWG Leadership Team, provide all statutory information required by the LA and the DFE.
7. To work closely with referring and receiving establishments to ensure effective management of admissions and reintegration arrangements in line with Fair Access Panel processes.
8. Ensure the effective implementation of integrated working processes (common assessment, lead professional role and information sharing) across the PRU.
9. Encourage and act on feedback from service users.
10. Uphold and comply with the statutory provisions of the Health and Safety at Work Act 1974 and any other associated legislation or council policies and procedures.
11. Uphold and comply with the council’s Equal Opportunities Policy.
12. The above mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out other duties as required by the service.

PRINCIPLE ACCOUNTABILITIES: Head of school (also delivered jointly with Head Teachers of all HWG schools and appropriate leadership as identified HWG management committee)
1. Services and outcomes

1.1. Set the strategic direction for the HWG in collaboration all members of the HWG Leadership Team and the Management Committee.

1.2. Facilitate the continuous development of Management Sub Committees by attending each one, setting its purpose and steering its direction

1.3. Ensure that all provisions provide appropriate full-time education, which promotes personal development and well-being, in line with the current OFSTED framework and DFE requirements.

1.4. Provide professional guidance and monitoring for curriculum planning, learning and assessment, based on accurate self-evaluation.

1.5. Ensure that each provision secures and sustains the highest standards of learning and teaching through an established cycle of monitoring and evaluation, including the effective tracking of pupils learning and development.

1.6. Take overall accountability for safeguarding young people and for ensuring that all staff know and understand their safeguarding responsibilities.

1.7. Ensure that there is an effective and ongoing involvement and consultation programme with children, young people and parents/ carers, so that service users are at the heart of the provisions and that they contribute to service design and delivery.

1.8. Develop a culture of continuous improvement through the development of effective, integrated and joint working with partner agencies.

1.9. Ensure the service contributes to the Council’s strategic priorities, targets and performance indicators.

1.10. Ensure that all parts of the service are delivered within and according to statutory requirements of relevant legislation.
1.11. Ensure each school’s DSL (and associated team), if not the Head Teachers, are properly trained and able to deliver all safeguarding responsibilities.
2. People

2.1 Ensure the HWG vision, values and strategic aims are achieved by providing a clear sense of purpose and direction to all staff, stakeholders and partners.

2.2 Motivate and develop staff to achieve high performance and continuous improvement in service delivery.

2.3 Ensure the Group applies robust and current safeguarding practice across all its provisions.

2.4 Establish and manage systems for the supervision of staff and their professional development.

2.5 Continue to distribute leadership and management across the organisation, identifying and developing leaders for the future and ensuring all of the associate heads are as good as the best.

2.6 Take responsibility for ensuring that a safe working environment is provided for all staff within the service area and ensure that relevant health and safety matters are included as part of the induction of new staff.

2.7 Ensure that all staff know and understand their safeguarding responsibilities.

2.8 Develop and maintain relationships with service users, key strategic partners, schools and the wider community in order to facilitate the delivery of high quality services, which meet the needs of the user.

3. Resources

3.1. Execute the decisions of the Finance Sub – Committee; discharging its accountability for the effective and efficient management of all service resources in accordance with value for money principles.

3.2. Identify opportunities to bid for additional resources and generate income.

3.3. Ensure that the PRUs offer value for money.

3.4. Contribute to the production of corporate strategic plans as required.

3.5. Be responsible for a development plan and be accountable for the achievement of priorities within the plan.

4. Communication and Information

4.1. Advise, consult and communicate with schools, and senior leaders in education on corporate and service issues.

4.2. Establish effective working relationships with elected members and deal with enquiries efficiently.

4.3. Involve and consult with children, young people and parents/ carers on the strategic design of the service.

4.4. Ensure that all services provided are clear, accountable and responsive to user needs.

4.5. Be responsible for overseeing and contributing to Ofsted, audit commission and value for money processes in relation to PRU provision and implement action plans in response to external inspections.

4.6. Ensure that complaints received are investigated and resolved according to the council’s policy and procedures.

4.7. Represent the council at local and national levels acting as an ambassador for Waltham Forest and enhancing the council’s performance, reputation and image.

5. Quality and Equality

5.1. Lead the development and implementation of an equality, diversity and community cohesion policy for PRUs.

5.2. Promote equality, diversity and community cohesion in the delivery of services and employment practices.

5.3. Make a key contribution to promoting social inclusion, widening participation and raising levels of educational achievement for all children and young people in the borough, working in partnership with our schools and partners.
6. Customer Care

6.1. Understand and actively promote the Council’s Customer Service Policy, ensuring the needs of our customers are considered at all times to enable the Council to meet its customer satisfaction targets.

7. Accountability

7.1. The Post Holder Head is directly accountable to the Hawkswood Management committee.

Special Conditions: 

This position has been identified as a politically restricted post under the Local Government and Housing Act 1989. Therefore you will be restricted from political activity. In some cases it is possible to gain exemption for this provision. 

This position is exempt under the Rehabilitation of Offenders Act 1974.  This means you will have access to vulnerable groups such as young people, the elderly and children. Any offer of appointment will be subject to a satisfactory Enhanced/Standard Disclosure from the Criminal Records Bureau. Having an ‘unspent’ conviction will not necessarily bar you from employment. This will depend on the circumstances and background to your offences(s).
PERSON SPECIFICATION
	Person specification
Head Teacher Burnside PRU 
Member of Executive Team 
	Essential 
	Desirable

	Experience

1. A strong commitment to social inclusion

2. Evidence of substantial and successful teaching experience

3. Evidence of leadership to raise standards of teaching and learning as a curriculum, pastoral or Senior Leader in education.

4. Evidence of planning for and successfully implementing staff training and development

5. Evidence of teaching and promoting cultural awareness within an ethnically and socially diverse area

6. Evidence of contributing to resource planning and financial management

7. Evidence of successfully supporting the implementation of strategic and school improvement/action plans

8. Evidence of successfully supporting the implementation and evaluation of change and development with diverse teams of people

9. Evidence of the development of positive links with parents/carers and the local community

10. Understanding of the Head Teacher’s role as part of the Senior Leadership Team, in relation to the staff, community and resources

11. Understanding of the Head Teacher’s role in relation to curriculum development, monitoring and evaluation

12. Understanding of the Head Teacher’s role as part of the Senior Leadership Team in working, developing and maintaining effective relationships with the Management Committee, the local authority and external agencies

13. Understanding of current knowledge about how children learn, personalised learning and its implications for teaching
14. Experience within both the primary and secondary education sector, one at least at senior leadership level
SPECIAL ABILITIES/ APTITUDES  
1. Ability to improve progress, raise standards and secure pupil well-being

2. Ability to plan, track, monitor and evaluate

3. Ability to build relationships with children, young people, parents and carers and a wide range of partners

4. Ability to manage performance and achieve measurable improvements

5. Ability to provide vision and direction to individuals and teams so as to gain commitment and ownership

6. Ability to work in partnership 

7. Ability to build effective teams and staff relationships

8. Ability to ensure budgets are properly controlled 

9. Ability to innovate and develop creative solutions

10. Commitment to delivering our vision for the whole PRU community and a commitment to working with staff, the management committee and pupils to achieve this

11. Have a passion for learning and foster and promote a love of learning for all in the PRU community

12. Provide an overall learning environment that is enjoyable, stimulating and informative under the supervision of caring adults

13. Commitment to valuing and building on staff experience and expertise and in implementing distributive leadership and devolved management

14. Consultative approach, open, honest and transparent

15. Provide an inclusive curriculum, broad enough to cater for the needs of  all the children and to give every child the scope to succeed

16. Commitment to promoting the highest standards of behaviour, learning and attainment for our pupils

17. Commitment to the development of the whole child, including providing opportunities for music, sport and residential experiences

18. A high profile and a professional approach that will gain the confidence, trust and respect of the staff, pupils and wider community

19. Ability to organise, prioritise and delegate well
People 

1. An ability to establish positive relationships which generate confidence and respect

2. Ability to supervise staff and support a climate of reflective practice, and manage performance

3. Personal and professional commitment to the involvement of children, young people and parents/ carers in service design and delivery
4. Personal and professional demeanour and credibility which commands the confidence of senior colleagues, external partners and the community

Resources

Ability to plan the use of resources, monitor resources and ensure value for money
Communication and information

Ability to use a variety of sources and methods of communication and to obtain information, including information technology.
Quality and equality

A personal and professional commitment to promote quality, equality and community cohesion within the service and in the provision of services.

Commitment to the council’s equal opportunities policy and acceptance of responsibility for its practical application
OTHER JOB SPECIFIC REQUIREMENTS

Commitment to the council’s vision and values and an ability to model the behaviours explicit in the council’s values and beliefs set out in Waltham Forest’s performance and improvement plan

EDUCATION AND TRAINING

1. Degree or other relevant qualification

2. Further Degree / qualifications

3. Qualified teacher status 

4. Evidence of commitment to continuing professional development

DISQUALIFYING FACTORS

Indication of sexist, racist or anti-disability attitudes or any other attitudes inconsistent with the Council’s equal opportunities policy.
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