
Watchorn Christian School 

‘Educating children through the love of Jesus’ 

Headteacher Job Description 

 

Teaching and learning, curriculum  

Determining, organising and implementing a broad and balanced curriculum for 
the school, 

having regard to the needs, experiences, interests, aptitudes and stage of 
development of the pupils and the resources available to the school 

Securing that all pupils in attendance at the school take part in daily collective 
worship 

Ensuring that improvements in the curriculum are a priority for all pupils including 
those with SEN and EAL. 

Staff management  

Deploying and managing all teaching and non-teaching staff of the school and 
allocating particular duties to them manner consistent with their conditions of 
employment, maintaining a reasonable balance for each teacher between work 
carried out in school and work carried out elsewhere.  

Ensuring that the duty of providing cover for absent teachers is shared equitably 
among all teachers in the school (including the head teacher), taking account of 
their teaching and other duties 

Ensuring that teachers at the school receive information they need to carry out their 
professional duties effectively, 

Ensuring that staff are aware of current educational developments and are kept up 
to date through an ongoing programme of continuous professional development 

Leading, motivating, supporting, challenging and developing staff at all levels in 
order to secure and sustain continuous improvement and staff well-being and to be 
committed to personal continuing professional development 

Staff Appraisals, training and inductions  

Supervising and participating in arrangements for the appraisal of the performance 
of teachers in the school 

Participating in arrangements made for the appraisal of his/her performance as a 
head teacher and that of other staff who are the responsibility of the same 
appraising body in accordance with such regulations 

Participating in the identification of areas in which s/he would benefit from further 
training and undergoing such training 



Ensuring that all staff in the school have access to advice and training appropriate 
to their needs, in accordance with the policies of the maintaining authority and 
governing body 

Ensuring that newly-qualified teachers and those returning to teaching after a break 
in service have access to adequate support in their first year of service or resumed 
service 

Being responsible for the supervision and training of teachers during their induction 
periods in accordance with the Induction Regulations, and making a 
recommendation at the end of such induction periods as to whether such teachers 
have met the prescribed induction standards as required by those regulations 

Ensuring that teachers serving induction periods under the Induction Regulations do 
not teach more than 90% of the time a teacher at that school who does not receive 
a management allowance would be expected to teach.  

Working in partnership with parents 

Liaise with parents with termly newsletters  

Keep parents informed with the running of the school  

Hold parent workshops  

Hold parent interviews  

Fees, finance and budgeting 

Apply for the nursery funding  

Sort fee letters and deposits  

Work closely with finance governor to understand the budget and long term 
financial plan.  

Overseeing SEND  

Ensure concerns about SEN are identified 

Work with the SENco to make referrals when needed 

Ensure I.E.Ps are written and are being carried out  

Meet with parents to discuss the I.E.Ps, intervention and progress.  

Over see intervention planning with SENco.  

Policies and procedures  

Ensure policies are updated as per the policy review cycles and in light of new 
government guidance  

Ensure governors have read and agreed policies.  

Safeguarding  



Keep safeguarding policy up to date  

Keep SCR up to date 

Safer recruitment procedures  

Visitor policy  

Visitors signed in and out and records kept  

Referrals made to correct services early when required 

Ensure training is given to all staff.  

Governors  

Ensure governors have correct training and experience  

Oversee governor visits  

Set agenda for meeting  

Report to governors on school progress and safeguarding.  

Create a good working partnership between the school and governors  

School development  

Write and uphold the school development plan  

Ensure staff and governors have read school development plan  

SEIF  

Continually assess how the school is doing and how to improve  

Analyse assessment data  

Set assessment dates and analyse assessment data. Spot trends and ensure 
interventions are in place. 

Fire alarms and fire safety  

Carry out fire safety checks  

Carry out fire drill  

Website and promotion  

Keep website up to date with relevant statutory information  

Manage PR and the advertising of the school  

Premises management  

Making arrangements for the security, maintenance, development and effective 
supervision of the school buildings and their contents and of the school grounds, and 



ensuring that any lack of maintenance is promptly reported to the maintaining 
authority or, if appropriate, the governing body. 

Behaviour and discipline 

Ensuring that proper standards of behaviour are implemented 

Making such measures generally known within the school 

Ensuring the maintenance of good order and discipline at all times during the school 
day when pupils are present on the school premises and whenever the pupils are 
engaged in authorised school activities, whether on the school premises or 
elsewhere. 

 

The head teacher is responsible to the Governing Body and will undergo a twice 
yearly appraisal with the chair of Governors and another.  


