
 
 

JOB DESCRIPTION 
 

 
JOB TITLE:   Head of School – Meopham Community Academy 
 
RESPONSIBLE TO:  Executive Headteacher 
 
LOCATION:   The Golden Thread Alliance  
 
SALARY GRADE:       Leadership 
 
HOURS:             32.5 per week  
 
 
PURPOSE OF THE POST: 
 
o The Head of School will promote and support the vision and direction of 

Meopham Community Academy by providing the day-to-day leadership that 
will enable it to build success and provide high quality education for its 
children.  

 
o The Head of School has leadership and management of the school on a day-

to-day basis, will manage the leadership team of the school and is the first 
point of contact for all stakeholders and external agencies in matters relating 
to the school.  

 
o The Head of School of Meopham Community Academy will be an 

ambassador for the school and will promote and raise its profile in the wider 
community. 

 
 
 

MAIN ROLES AND RESPONSIBILITIES 
Key Responsibilities 
 

• The Head of School will continue to raise 
standards of achievement, be responsible for all 
day- to -day management of the children, staff, 
adult users and resources so as to promote and 
secure the achievement and wellbeing of all 
children and adults. The Head of School will work 
with all stakeholders, school leadership team 
and Local Governing Body to provide an 
environment in which all staff and children are 
enabled to achieve success and to build 
towards achieving their potential. 

 
• In order that this is achieved, the Head of School 

will have a key part in ensuring the effective 
management of children’s behaviour by 
actively promoting good behaviour, supporting 
staff and parents in promoting good behaviour 
in all children and ensuring that all children and 
adults are enabled to succeed in school without 
hindrance or disruption. 



 
 
• The Head of School will be responsible on a day-

to-day basis for the internal organisation, 
management and control of the school. In 
carrying out their duties the Head of School will 
consult and liaise with and work in partnership 
with stakeholders. He/she will consult, as 
appropriate, the Governing Body, the staff of the 
school, the pupils and the parents and carers of 
its pupils. 

 
• Staff are seen as the major resource in achieving 

the school’s success. The Head of School 
therefore has the role of effectively managing, 
encouraging, developing and supporting staff 
and actively and visibly demonstrating their 
responsibility towards them. The Head of School 
will be closely involved with the recruiting, 
retaining and deploying staff appropriately so 
that the goals and targets for the school can be 
achieved. 

 
Vision, Direction and 
Development 

The Head of School will: 
• Support the Governing body in developing and 

sharing the vision and direction of Meopham 
Community Academy. Build positive and 
respectful relationships across the school 
community. 

• Support stakeholders in developing both 
strategic and operational plans for securing the 
vision and direction of the school based with 
wide consultation. 

• Work with the leadership team, staff and 
governors to translate the development plans 
into action plans that identify clear achievable 
targets and outcomes 

• Support stakeholders ensuring that all school 
policies are regularly reviewed and updated 
and that staff and governors are involved in this 
process 

• Advise and support staff and governors in policy 
development and implementation 

 
Teaching and Learning The Head of School will: 

• Ensure that the school works closely with parents 
and carers, with the community and with other 
agencies to provide for the academic, spiritual, 
moral, cultural, social and emotional needs of all 
children at Meopham Community Academy. 

• Ensure that statutory requirements for the 
National Curriculum are met and that all 
children are enabled to access a broad, 
balanced and relevant curriculum. 

• Ensure that the curriculum and pastoral care of 



 
the school is appropriate to the children’s 
differing experiences, interests, aptitudes and 
backgrounds. 

• Give priority to developing high quality teaching 
and learning across the school. 

• Ensure that a system for monitoring and 
developing the quality of teaching and learning 
is in place. 

• Ensure that there is an effective system for 
assessing, recording and reporting of children’s 
progress. 

• Encourage new developments in the curriculum 
and capitalise on local and national initiatives. 

• Develop and implement effective policies for 
ensuring that children’s behaviour is appropriate 
and supportive to their own learning and the 
learning of others. 

• Implement and keep under review a fair and 
effective school discipline policy which protects 
the rights of all users to a safe and harmonious 
learning / working environment. 

 
Leading and Managing 
Staff 

The Head of School will: 
• Liaise with the stakeholders and governors in the 

recruitment and selection of teaching and 
support staff. 

• Manage effectively the day-to-day deployment 
and performance of all staff. 

• Support the stakeholders in carrying out the 
requirements for Performance Management. 

• Support the stakeholders and governors in 
creating and maintaining good working 
relationships amongst all members of the school 
community. 

• Motivate and support staff by identifying and 
addressing areas for development and building 
on their strengths. 

• Promote the highest standards of courtesy and 
mutual respect amongst all members of the 
school community. 

• Ensure that all staff carry out their professional 
duties in accordance with their job description 
and with national guidance and regulations. 

• Encourage and model initiative, teamwork and 
working in partnership. 

• Develop and strengthen leadership across the 
school. 

Efficient Use of Resources  The Head of School will: 
• Work with the Stakeholders and the governing 

board on setting and using the school budgets to 
deliver a quality education and to meet the 
objectives of the school development plans. 

• Manage and organise the day-to-day use of the 
building and grounds so that it meets the needs 



 
of the curriculum and health and safety 
requirements. 

• Ensure that all staff and children contribute 
towards building and maintaining a positive 
learning and working environment for all. 

• Support the stakeholders and governors in 
securing additional and sufficient resources for 
the school. 

 
Accountability The Head of School will: 

• Work with the stakeholders to ensure that all 
adult users of the school and site are aware of 
and adopt safe practices and that all activities 
comply with current legislative requirements. 

• Work closely with the stakeholders and with the 
Chair of the Local Governing Body as 
appropriate and build and sustain a positive 
working relationship. 

• Provide information and support to the 
stakeholders and to the Governing Body and 
advice based on a well-grounded and practical 
knowledge of the school on a day-to-day basis. 

• Work with the stakeholders to ensure that the 
school staff and governors collect and receive 
and use performance data to support school 
improvement and raise levels of achievement. 

• To update the Self Evaluation Form (SEF) for 
Ofsted and collect evidence to support 
judgments made in evaluating the school’s 
success. 

• Keep parents informed about their child’s 
attainment and progress and supported in 
understanding how they can contribute to 
supporting their child’s learning. 
 

Partnership The Head of School will: 
• Develop and encourage working partnerships 

with parents and carers. 
• Develop and encourage good relations 

between schools within the local community. 
• Develop and encourage an effective 

partnership with the community. 
• Develop and encourage mutually supportive 

working relationships with relevant agencies 
including Social Services and Health 
professionals. 
 

 
Please note that this is illustrative of the general nature and level of 
responsibility of the role. It is  not a comprehensive list of all tasks. The 
postholder may be required to do other duties appropriate to the level of 
the role.  

 



 
 

This job description may be subject to amendment or modification at any 
time in consultation with the post holder. 

The Golden Thread Alliance is committed to safeguarding and promoting the welfare 
of children and young people and expects all staff and volunteers to share in this 
commitment.  The duties above are neither exclusive, nor exhaustive and the post 
holder may be required by the Executive Headteacher to carry out appropriate duties 
within the context of the job, skills and grade.  
 
Postholder’s signature: ______________________________________________________ 
 
Postholder’s name:  _______________________________________________________ 
 
Date:     _______________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

PERSON SPECIFICATION 
 
 

CRITERIA QUALITIES 

Qualifications 
and training 

• Qualified Teacher Status  
• National Professional Qualification for Headteachers 

Experience • Substantive experience of being in a leadership position for a 
minimum of 4 years  

• A strong sense of accountability for ensuring performance targets 
are met and that The Golden Thread Leadership behaviours are 
modelled at all times 

• Demonstrate experience of securing rapid and sustained 
improvement as a school leader and taking Primary Academies 
to at least Good or Better in the Ofsted Framework 

• The ability to interpret complex quantitative and qualitative 
data and use this analysis to inform planning support and 
challenge 

• Experience in leading and managing innovation and change 
• The ability to develop processes that encourage the sharing of 

best practice 
• Setting performance standard & evaluating their success  
• Proven success in leading innovation/curriculum across more 

than one school site  
• Proven success at leadership and building teams  
• A credible knowledge and experience of excellent pedagogy 

in the Primary Sector  
• Managing financial budgets and using resources effectively 

Skills and 
knowledge 

• Strategies for developing teaching & improving pupil performance  
• Excellent interpersonal skill 
• Proven track record in managing change positively and enjoys work at pace 
• Knowledge of the use of data to improve teaching & learning  
• Knowledge of current education legislation, national initiatives & strategies  
• Thorough understanding of safeguarding policies, statutory requirements and 

practices  
• Ability to actively engage parents/carers from all communities and 

communicate positively with them Strong communication skills with a range of 
stakeholders 

• Excellent organisation skills and proven ability to priorities tasks effectively 
• Ability to work under pressure with enthusiasm and dynamism 
• Commitment to all pupils succeeding 
• Integrity and Commitment to the Nolan principles of public office 

 
 
 
 
 
 
 



 
Personal 
Qualities 

• A commitment to getting the best outcomes for all pupils and promoting 
the ethos and values of the school 

• Ability to work under pressure and prioritise effectively 
• Commitment to maintaining confidentiality at all times 
• Commitment to safeguarding and equality, ensuring that personal beliefs 

are not expressed in ways that exploit the position. 

 
 
 
Postholder’s signature:_____________________________________________ 

 
Postholder’s name: ________________________________________________ 

 
Date:______________________________________________________________ 
 

 

 

 


	PERSON SPECIFICATION

