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White Bridge College






Tameside Pupil Referral Service


Position:


Head of Centre

RESPONSIBLE TO:
Principal of the Pupil Referral Service 
RESPONSIBILITIES:
To be a highly effective school leader, who can take responsibility for supporting and directing staff, so that the education and welfare of learners is delivered in accordance with the current School Teachers’ Pay and Conditions document; having regard to the National Curriculum, and PRS School policies. In all aspects of the post they must seek to fulfil high expectations of all learners and actively promote the educational aims and ethos of the Pupil Referral Service. 

The post holder will be based at the White Bridge College, (Key stage 4) and can be expected to work across the Pupil Referral Service as required. The duties outlined in this job may be modified by the Principal of the Pupil Referral Service after consultation, to reflect or anticipate changes in the job and needs of the school, commensurate with the salary and job title.
Salary:
L10 - 14 

Job Purpose

· To assist the Principal in providing exemplary leadership and management of this service: to ensure high quality teaching and learning opportunities are provided to raise the standards of attainment and achievement of all pupils. 
· The Head of Centre is responsible for creating a caring, successful learning environment at their Centre and for supporting the Principal in their management, organisation and administration of the service.
· To contribute to the development of a shared vision for the service, which inspires, motivates and engages pupils, staff, parents, carers and all the key partners in the community. This vision should include core educational values, moral purpose and be inclusive of stakeholders’ values and beliefs.
· To undertake the professional duties and responsibilities of a Deputy Head Teacher, as set out in the current School Teachers’ Pay and Conditions document and outlined in the current National Standards for Headship.
· To maintain a culture at the Centre that is caring, supportive, learning centered, promotes excellence, equality and high expectations for all pupils.
Core Responsibilities:
Strategic Direction and Development
· To work with Senior Leadership Team, Management Committee and Local Authority to develop a strategic view for the service and to analyse and plan for its future needs and further development within the local and national context.
· To contribute to the preparation, implementation, monitoring and review of the Service Development plan.
· To be the strategic leader across the service in key areas of service development, according to the skills and experience of the successful candidate. This could include areas such as curriculum development, assessment and progress, pastoral care or staff appraisal and development.
· To successfully lead and manage the provision for the pupils attending the centre at which they are based. 
· To ensure all pupils receive a high quality education through personalised programmes designed to promote effective learning in a safe and healthy working environment.
· To ensure safeguarding procedures and policies are robust and effectively implemented at all times. 
· To ensure that the service promotes equality and that groups and individuals with protected characteristics of gender, race, disability, age, gender reassignment, religion and belief, pregnancy and maternity, marriage and civil partnership and sexual orientation are free from discrimination and harassment. 
Teaching and Learning

· To determine, organise and implement, in conjunction with the Senior Leadership Team, an appropriate curriculum which is relevant to the needs, experience, interests, aptitudes and stages of development of all the pupils taught by the service, including all those with Special Educational Needs.
· To work with the Senior Leadership Team to secure and sustain effective teaching and learning throughout the service.
· To monitor and evaluate the quality of teaching and standards of pupils’ achievement, using benchmarks and setting targets for improvement.
· To assist in the preparation and implementation of the service policy and procedures for the good order, discipline, regular attendance and pastoral care of pupils.
· To ensure the highest expectations are set for all pupils and appropriate personalised programmes and progression pathways are followed.
· To participate in the teaching and support programme and provide an exemplary model as a classroom practitioner.
 Leadership and Management of Staff

· To set and model the highest professional standards for all staff who work for the service.
· To treat people fairly, equitably and with dignity and respect to create and maintain a positive culture.
· To work as a member of the Senior Leadership Team to devise a staffing structure which will deliver the highest standards of learning, behaviour and pastoral care for all pupils.
· To participate, as appropriate, in the selection and appointment of staff employed by the service.
· To lead, motivate, support, challenge and develop staff to secure the best possible outcomes for all pupils.
· To fully contribute to the development of a high quality and effective Senior Leadership Team that is able to achieve the objectives set for the service.
· To actively contribute to a programme for succession planning, at all levels, within the service.
· To contribute to the development of good management practice, across the service, by ensuring positive staff participation and effective communication and procedures.
· To supervise and participate in the arrangements for performance management, ensuring individual staff accountabilities are clearly defined, understood and agreed and are subject to rigorous review and evaluation.
· To ensure the implementation of staff development policies in relation to:- 
· The induction of personnel.
· The provision of professional advice, support and training.
· The provision of references where relevant.
Management of Staff and Resources

· To deploy staff and resources efficiently and effectively at the centre to meet specific objectives in line with the service strategic plan and current financial climate. 
· To liaise with Facilities Management and manage relevant staff from the service, to ensure that appropriate arrangements are in place for security, maintenance, IT infrastructure and catering provision at the centre.
· To act as a point of contact, for any major “out of hours” issues, at the centre that the Principal or facilities management staff need to resolve. 
· To assist in the preparation, implementation and monitoring of the budget for the service in consultation with the Principal and other members of the Senior Leadership Team.
· To ensure that appropriate policies and procedures are in place to provide a safe and healthy working environment for all staff, pupils and visitors to the centre. 
Relationships

· To develop, as part of the senior management team, positive and effective working relationships with staff, parents, carers, schools, colleges, external agencies, other services and the local authority.
With the Authority/Management Committee:
· To work with officers, when required, in the evaluation, monitoring and inspection of the service according to such arrangements as may be required by the local authority.
· To work with the Principal to provide information, objective advice and support to enable the Management Committee to meet its responsibilities.
With parents / carers and those holding parental responsibility;-
· To monitor and evaluate, in conjunction with the Principal, the arrangements for parents / carers to be given regular information about the service provision and the progress of their children.
· To ensure that the centre provides opportunities for consultation between parents / carers, pupils and staff.
· To create an effective partnership with parents and carers to support and improve pupils’ achievement and personal development.
With the community, professional bodies, agencies and services:
· To liaise effectively, on behalf of the service, with schools, colleges, the local authority service units, other agencies, individuals, stakeholders and Management Committee members to ensure the service can best meet the needs of its pupils.
· To ensure that the service plays a constructive role in the life of the local and wider community, developing links with local community organisations and regional and national bodies.
· To assist in building a culture and curriculum; which takes account of the richness and diversity of the Tameside community.
· To actively promote a positive image of the service.
Absence of the Principal
· The Head of Centre will be expected, when required, to assume responsibility for the discharge of the Principal’s functions at any time when he/she is absent from the service. 
Use of Transport
· As this post involves the management of a number of geographically separate sites, it is expected that the Head of Centre will have access to their own transport, for which a car mileage payment is available from the local authority. 
A job description can never be fully descriptive and exhaustive of unforeseen changes or circumstances. It is expected that all staff will, within reason, respond to unforeseen circumstances and emergencies as they arise, commensurate with their qualifications, experience and the situation and assist the local authority in work that may not be specifically outlined above.
HEAD OF CENTRE – PERSON SPECIFICATION
	Qualifications
	Category
	How Identified

	1
	National Professional Qualification for Headship (or working towards)
	D
	Application/Certificate

	2
	Qualified teacher status
	E
	Application/Certificate

	3
	Qualified to degree level or equivalent
	E
	Application/Certificate

	4
	Additional qualification relating to the teaching of young people with Social Emotional and Mental Health Needs
	D
	Application/Certificate

	Experience

	5
	Successful leadership experience in a school or educational setting
	E
	Application

	6
	Successful experience of working with children with challenging behaviour
	E
	Application/Interview

	7
	A leader with the experience of successfully managing change
	E
	Application/Interview

	8
	Experience of working with parents/carers, the wider schools community and other agencies
	E
	Application/Interview

	9
	Experience of ensuring the professional development of staff through the performance management process.
	E
	Application/Interview

	10
	Experiencing of implementing a broad, balanced and relevant curriculum, which is innovative enough to meet the needs of the wide range of pupils taught by the service.
	E
	Application/Interview

	Professional knowledge, skills and abilities

	Shaping the future:

	11
	A successful leader with a proven track record of raising standards of achievement both academically and socially
	E
	Application/References/ Interview

	Leading, teaching and learning:

	12
	Commitment to promoting equal opportunities and meeting the inclusion needs of all pupils and staff by developing a service provision which embraces diversity and clearly addresses all forms of discrimination
	E
	Application/Interview

	13
	Ability to develop effective teaching and learning strategies which take full advantage of the appropriate use of new and emerging technologies
	E
	Interview

	14
	Ability to design and manage a broad, exciting and rich curriculum which is appropriate to the age, ability ranges and learning needs of the pupils
	E
	Interview

	15
	To have high expectations of pupils’ behaviour and the ability to create an ethos that ensures that all staff act as positive role models, where pupils learn to take responsibility for managing their own behaviour within a caring and structured environment
	E
	Interview

	Developing self and working with others:

	16
	An ability to motivate and inspire both individuals and the whole team in order to promote development and to trust and empower others
	E
	Interview

	Managing the organisation:

	17
	Have a commitment to safeguarding all pupils and staff
	E
	Application/Interview

	Securing accountability:

	18
	Effective use of a range of evidence, including performance data, to support, monitor, evaluate and improve aspects of school life, including challenging poor performance
	E
	Application/Interview

	Strengthening community:

	19
	Able to build and maintain effective relationships with parents, carers, partners and the community that enhance the education of all pupils
	E
	Application/Reference/
Interview

	20
	Ability to collaborate and network with other schools and settings to improve outcomes
	E
	Application/Interview

	Personal values:

	21
	A dynamic, inspirational, innovative and hard-working individual with proven leadership skills
	E
	Reference/Interview

	22
	A good ambassador for the Pupil Referral Service – able to model its vision and values
	E
	Interview

	23
	High levels of integrity and standards
	E
	Reference/Interview

	24
	Calm and reflective and able to consider the well being of both oneself and all team members
	E
	Application/reference/ Interview

	25
	Demonstrate personal enthusiasm and commitment to leadership aimed at making a positive difference to children and young people
	E
	Interview

	26
	Demonstrate both optimism and resilience consistently in all areas of work
	E
	Application/Reference/
Interview


