
 

 

 

 
 

 

 

 

 
 

Job Application Pack 

Head of School 
Salary: Competitive 

Full Time, Permanent  

Closing Date:  

Wednesday 5th January 2022 

Preliminary Interviews: 

Wednesday 19th January 2022 

Final Interviews:  

Wednesday 26th January  2022



Letter from the CEO 

Dear Candidate, 

I am delighted to be able to introduce you to Kirk Hallam Academy and the  tremendous 

opportunities this school offers the young people in our locality. 

We aim to be a ‘great’ school with recognition both nationally and 

internationally for the standard of education that we secure. 

Critical to this, is the appointment of dynamic and innovative staff who can bring energy and 

initiative to the work of the school. 

This is a tremendous opportunity to make a difference to the lives of young people and will 

suit an ambitious professional looking to make their mark. 

Thank you for showing an interest in working at Kirk Hallam Academy, and we  look forward 

to receiving your application. 

Ash Rahman 

CEO Nova Education Trust 

 

 
Welcome from the Chair of Kirk Hallam Academy’s LGB 

  

Dear Candidate, 

 

On behalf of the Kirk Hallam Community Academy’s Local Governing Body, I welcome your 

interest in becoming our next Head of School and working with us and the senior leadership 

team to further progress our aspirations for the benefit of our pupils, students and whole 

community. 

 

Our school is deeply connected to the local area and proud of our comprehensive offer that 

enables our pupils and students to have a choice about their options after school and sixth 

form. We have experienced a number of changes and challenges throughout the past few 

years, though through the support offered by the Nova Education Trust, combined with the 

dedication and commitment of governors and staff, we truly believe we have a bright future 

ahead of us. 

 

A school environment must enable children and young people to feel inspired and recognise 

their true potential. We have a moral duty to encourage our pupils and students to gain new 

experiences alongside new learning, to prepare them for the future. Through your leadership 

of Kirk Hallam, and with the support of a dynamic senior leadership team who are completely 

committed to ensuring the success of our school, we have high hopes and ambitions to see 

through this final stage of change and develop a school community that prioritises both 

children’s love of learning alongside high expectations around behaviour and standards. 

If you have experience of successfully leading a school, and can recognise the benefits 

available through being part of a wider multi-academy trust system, then we very much 

welcome your interest. 

 

I hope to meet with you soon. 

 

Mel Lawson 

Chair of the Local Governing Body 

 

 

 

  



WHAT MAKES US WHO WE ARE? 
 

Our Mission 

To empower our young people to be compassionate, self-respecting, 

independent thinkers with the academic, social and character strengths 

necessary to thrive in modern society. 

 

Our Philosophy 

At Kirk Hallam Academy, we firmly believe that great education transforms 

lives.                 We know that every student has the potential to exceed even their 

own expectations and we know that the way we do things matters. Our 

motto, ‘work hard, be kind’ underpins everything we do, reflects our 

unwavering commitment to excellence and our absolute conviction that 

great education is about striking a balance between academic preparation 

and character development. 

 

Our Approach 

We reward positive behaviours at Kirk Hallam Academy.  Our scholars are 

taught to display the following characteristics because we believe that these 

will help them throughout their lives, these are reflected in the five character 

strengths of PRIDE: 

 

Purpose 

We want our scholars to work with purpose, to know what is expected of 

them and to then do it. We will reward scholars for completing their 

homework, for working hard consistently and doing their job. Our prime 

purpose is learning. 

 

Respect  

We want our scholars to act with respect. This means respecting each other, 

respecting our environment, including our physical environment, and following 

our routines. We treat each other with respect so that we can build an excellent 

school together, where learning comes first. 

 

Intelligence 

We want our scholars to be intelligent. This intelligence is about learning new 

ideas and skills in the classroom, but also about being intelligent in how we 

approach situations and interact with people to ensure that nothing interferes 

with learning. 

 

Determination 

We want our scholars to be determined. We won’t always get things right first 

time, but we have to have the confidence to keep going, and the grit to 

keep trying. We know that learning often comes through making mistakes, 

what is important is that we learn from them. 

 

Excellence 

We want our scholars to be excellent. Excellence means becoming extremely 

good at something. When we teach anything, it is in the expectation that 

learning will be extremely good, that behaviour will be extremely good and 

that our outcomes will be extremely good. 

 



The Role 

 
Strategic development 

It is essential that the Head of School communicates a clear, coherent and 

ambitious strategic vision for the school. They must ensure that their vision is 

delivered effectively and applied with rigour and drive. All stakeholders need 

to be involved in securing this vision. The strategic development of the school 

must be focused on ensuring the highest levels of achievement for the 

students we serve. 

 

Growing pupil numbers 

A critical element of the role will be to secure pupil admission numbers. It is 

expected that this will be achieved through enhancing the school’s 

academic reputation and by direct, positive and proactive engagement 

with other stakeholders, particularly local businesses, educational partners, 

primary schools and other community opinion formers. 

 

Data and achievement 

The ability to manage and develop the harvesting of accurate data is an 

essential element of the role. It is also expected that this data will be expertly 

used to direct and influence a range of decisions, all designed to ensure the 

highest levels of student achievement. 

 

Finance and governance 

The role demands sound financial management of the school. It is expected 

that financial decisions will be prioritised to ensure the well-being and 

achievement of all students. It is also expected that the school finances will 

be managed in a way that ensures due diligence and avoids deficit. The 

good governance of the school demands excellent working relationships 

with the governing body/Trust and other stakeholders. 

 

Teaching and learning 

A key priority is the development of outstanding teaching and learning. The 

role demands that a rigorous and fair system of observations, continuing 

professional development and appraisal are applied to ensure the highest 

professional standards in the classroom. The Head of School is expected to 

engage fully and embrace wider Trust-based CPD and teaching and 

learning approaches. 

 

Staffing 

Critical to the role is the ability to manage and improve the quality of the 

service provided by all staff within the school. It is expected that staff are 

suitably motivated, challenged and rewarded with the primary aim of 

ensuring outstanding professional practice. It is also required that staffing 

levels will be appropriate to the needs of the school and the students who 

attend it. 



Regulatory compliance 

The role demands that all decisions made by the incumbent will ensure 

regulatory compliance. In the event that non-compliance is discovered in 

any aspect of the work of the school it is requisite that the matter be 

addressed immediately to the satisfaction of the Trust. 

 

Community engagement 

The role demands the very best working relationships with the local 

community, feeder schools and other stakeholders. It is expected that the 

Head of School engages proactively to secure and enhance the reputation 

of Kirk Hallam Academy within the community and in wider educational 

circles. 



Person Specification 

 
Qualifications 

• Qualified Teacher Status — Degree or equivalent; 

• Strong record/commitment to continuing professional development; 

Desirable: 

• Good Honours degree (First or Second Class); 

• NPQH and/or Masters level qualification 

 

Experience 

• Substantial experience as a significant member of a Senior 

Leadership Team in a secondary setting. 

• Taught in at least two secondary schools; 

• Experience of raising standards in teaching and learning with 

improved outcomes; 

• Ability to construct strategic plans; 

• Experience of applying appraisal procedures at a senior level 

• Experience of recruiting and developing an effective team. 

• Proven track record in self-evaluation; 

• Strong personal commitment to CPD; 

• Commitment to educational study beyond 1st degree; 

• Experience of networking with a range of stakeholders including 

Business & Industry, Ofsted, DfE, HE etc.; 

• Effective financial and resource management. 

• Commitment to educational study beyond 1st degree; 

• Experience of networking with a range of stakeholders including 

Ofsted, DfE; 

• Effective financial and resource management. 

 

Skills and Knowledge 

• Knowledge of current issues in teaching, including new attainment 

and progress measures and Post 16 issues; 

• Understanding of equal opportunities issues and their application to 

work; 

• Exemplary teaching, including effective communication skills, 

ability to motivate students and staff, capacity to create good learning 

environment, commitment to communicative methodology; 

• A clear understanding of the characteristics of high quality teaching 

and learning and achievement for all pupils; 

• Ability to provide inspirational leadership and empower staff; 

• Knowledge and understanding of the value added agenda, including 

levels of progress; 

• Ability to initiate innovative curriculum design to meet the needs of 

all pupils; 

• Ability to prioritise, plan and organise; 

• Knowledge and understanding of the roles and responsibilities of the 

governing body; 

• Understanding of safeguarding and promotion of children’s welfare 

issues; 



• Knowledge/involvement in other cross curricular initiatives/projects 

or whole school developments; 

• Understanding of particular needs of pupils with SEN/D; 

• Awareness of factors affecting language and learning across the 

curriculum. 

 

Personal qualities 

• Ability to articulate a passion for delivering high quality education to all 

stakeholders 

• Well-developed analytical skills; 

• Ability to reflect on your personal performance and adapt accordingly; 

• Effective communicator in all forms; 

• Team builder; 

• Self-starter/initiator; 

• Well-developed inter-personal skills; 

• Innovation. 



Job description 

 
Post: Head of School, Kirk Hallam Academy 

Department/Faculty: Trust Leadership Team 

Responsible to: The Executive Head Teacher 

Date of Issue: TBC 

 

Professional duties 

As a Head of School you shall carry out the professional duties of a school 

teacher as circumstances may reasonably require as provided for under the 

School Teachers’ Pay and Conditions document. 

 

You are required to carry out your duties in line with the stated ethos and 

principles of the school. 

 

Directed time 

This job description allocates duties and responsibilities but does not direct 

the particular amount of time to be spent on any or all of them. Your 

Executive Head Teacher is responsible for maintaining an appropriate work- 

life balance. 



Part A 

Policy relating to the working practices of a teacher 

 

Areas of responsibility and key tasks: 

 

A: Planning, teaching and class management, to: 

 

Teach allocated pupils by planning their teaching to achieve progression of 

learning through: 

 

• identifying clear teaching objectives and specifying how they will be 

taught and assessed; 

• setting tasks which challenge pupils and ensure high levels of interest; 

• setting appropriate and demanding expectations; 

• setting clear targets, building on prior attainment; 

• identifying SEN or very able pupils; 

• providing clear structures for lessons maintaining pace, motivation and 

challenge; 

• making effective use of assessment and ensuring coverage of programmes 

of study; 

• ensuring effective teaching and best use of available time; 

• monitoring and intervene to ensure sound learning and discipline; 

• using a variety of teaching methods to: 

i. match approach to content, structure information, present a set of key 

ideas and use appropriate vocabulary; 

ii. use effective questioning, listen carefully to pupils, give attention to errors 

and misconceptions; 

iii. select appropriate learning resources and develop study skills through 

library, ICT and other sources; 

• ensuring pupils acquire and consolidate knowledge, skills and 

understanding appropriate to the subject taught; 

• evaluating their own teaching critically to improve effectiveness. 

 

B: Monitoring, assessment, recording, reporting — to: 

• assess how well learning objectives have been achieved and use them to 

improve specific aspects of teaching; 

• mark and monitor pupils’ work and set targets for progress; 

• assess and record pupils’ progress systematically and keep records to 

check work is understood and completed, monitor strengths and 

weaknesses, inform planning and recognise the level at which the pupil is 

achieving; 

• prepare and present informative reports to parents. 

 

C: Other professional requirements, to: 

• have a working knowledge of teachers’ professional duties and legal 

liabilities; 

• operate at all times within the stated policies and practices of the school; 

• establish effective working relationships and set a good example through 

their presentation 



and personal and professional conduct; 

• endeavour to give every child the opportunity to reach their potential and 

meet high 

expectations; 

• contribute to the corporate life of the school through effective 

participation in meetings and 

management systems necessary to coordinate the management of the 

school; 

• take responsibility for their own professional development and duties in 

relation to school 

policies and practices; 

• liaise effectively with parents and governors; 

• take on any additional responsibilities which might from time to time be 

determined. 

 

 

Part B 

 
Policy relating to the working practices of a Head of School 

 

This section clarifies your additional duties and responsibilities related to the 

specialism of the post, at the time of issue (if applicable). 

 

Leadership Spine Range based on experience. 

In addition to general and additional duties, you may be asked to undertake 

any other duties which may reasonably be regarded as within the nature of 

the duties and responsibilities of the post as defined, subject to the proviso 

that normally any changes of a permanent nature shall be incorporated into 

the job description in specific cases. This job description does not form part of 

the Contract of Employment. 

 

In addition to the requirements of a class teacher, areas of responsibility and 

key tasks: 

 

A: Strategic direction and development of the school (Vision Leadership) — in 

co-operation with, and under the direction of, the Executive Head Teacher 

that: 

 

• Supports the Executive Head Teacher in leading the visioning process, 

aligned to the agreed strategic intent, in the school through consultation with 

the school stakeholder groups and communicates it through verbal and 

written communication to staff, students, parents and governors; 

• Builds the coalition of support from the school governing body and its 

committees for the school based vision, ensuring that the school Chair of 

Governors is well informed and able to contribute effectively at Trust Strategy 

Group level; 

• Creates a strategic map for the school, that is well documented, and 

which supports the Trust vision, goals and timelines, and commits the school 

to an implementation programme that will turn vision into reality; 

• Communicates the school vision within the school and its wider community, 

sometimes with the Executive Head Teacher, as part of a joint strategy; 



• Works with leaders across the school to promote a positive ethos and 

climate about the change agenda and the role that teams and individual 

staff members play within this process; 

• Creates and implements a coherent strategy for the delivery of the school 

specialism. 

 

B: Leading provision that: 

 

• Replicates the message from the Executive Leadership Team that focuses 

upon high standards and achievement for all; 

• Promotes and communicates the Trust’s vision for a Learning Culture to the 

school and its stakeholders; 

• Leads the teaching and learning agenda for the school, that creates a 

discrete school based profile of continuous improvement and success, 

understood and supported by all in the school and its community; 

• Creates the curriculum for the school that is the most appropriate for the 

students at the school and which meets legal requirements – with a 

willingness to share the thinking about the strategy and implementation 

across the federation; 

• Implements and leads the raising standards agenda in the school, 

deploying leaders to take responsibility for other key strategies such as 

performance, attendance and behaviour; 

• Ensures that learning is at the core of all activity within the school, making 

sure that through this all students can achieve success; 

• Maintains an accurate and up to date assessment against agreed Key 

Performance Indicators, including the quality of teaching and learning and 

leadership; 

• Takes responsibility for managing the underperformance of staff, 

communicating processes and procedures that are in place and their 

impact to the Executive Head Teacher; 

• Leads staff at the school in positive and active participation in joint 

activities across the Trust as agreed with the Executive Head Teacher; 

• Participates in appropriate network opportunities. 

 

C: Leading and managing staff — to: 

• Create and maintain a positive culture and ethos in the school; 

• Ensure there is a clearly understood and effective performance 

management system in the school, in line with the Trust’s Appraisal Policy; 

• Ensure that there is a high quality induction process in the school for staff 

and students; 

• Monitor the quality of training that is provided within the school and 

delivered by external providers; 

• Assure the quality of the work of individuals and teams across the school, 

and reports progress, concerns and successes to the school governing body 

and the Executive Head Teacher; 

• Takes responsibility for own professional development as well as 

participating in and 

inputting to the development of the partnership. 



D: Managing the organisation — to: 

 

• Work with the Executive Head to create an organisational structure for the 

school that reflects the aims of the Trust as well as the needs of the school; 

• Take responsibility for the school SEF, Improvement Plan and all the 

implementation of school policies using tools and frameworks provided by 

the Executive Head Teacher; 

• Support the Executive Head Teacher in drawing up an annual Budget Plan 

working with the lead school Finance Officer; 

• Support the Executive Head Teacher in managing the school finances with 

the lead school Finance Officer to achieve the school goals and priorities 

within the budget plan agreed by the Local Governing Body; 

• Recruit new staff to the school, in partnership with the Executive Head 

Teacher, using best practice procedures and ensuring the safeguarding of 

students; 

• Manage the school learning environment to ensure that it is fit for learning, 

safe and appropriate to the needs of the curriculum being delivered and 

complies with Local Governing Body directions; 

• Advise the Executive Head Teacher on issues of Health and Safety / day to 

day management of the school as they arise; 

• Ensure that the range and provision of equipment and resources being 

deployed within the school is safe and effective in meeting the needs of the 

curriculum being delivered and complies with Local Governing Body 

directions. 

 

E: Securing accountability that: 

 

• Assures the quality of the educational provision being delivered to the 

students in the school and reports Key Performance Indicators and progress 

towards targets to the Executive Head and Local Governing Body; 

• Enables and facilitates staff working alongside colleagues from other 

schools, including attendance at meetings and where relevant, participate 

in teacher exchanges where visiting staff join the school for short periods of 

time; 

• Ensures that staff have team and individual targets and goals within the 

school and understand how they will be assessed in terms of the fulfilment of 

these in line with the Trust Governing Body’s Appraisal Policy and the Quality 

Assurance Policy; 

• Develops clear and effective communication links with all members of the 

school governing body, so that they play a full and effective role in 

developing the school, at both full meeting level and committees; 

• Produces a clear and coherent analysis to staff, parents, governors and 

other audiences on the performance of the school in public tests and exams. 

 

F: Strengthening the community — to: 

• Ensure that the cultural diversity of the school community is celebrated and 

reflected in the curriculum and enrichment programme of the school; 

• Create and implement positive strategies for challenging racial and other 

examples of prejudicial behaviour and promote British values; 

• Actively promote collaboration across the Trust, with other network schools, 

partners and the LA as agreed with the Executive Head Teacher; 



• Create positive and active links with the community living close to the 

school and the wider community embraced by the school’s catchment 

area; 

• Develop sustainable links with the local Primary feeder schools; 

• Create effective links with a range of agencies that are able to support the 

needs of students in the school; 

• Create a forum for student voice to flourish in the school; 

• Ensure that the school has a clear communication and marketing strategy 

including prospectus and brochure, up to date website and provides ‘good 

news’ stories to the media; 

• Take on any additional responsibilities which might from time to time be 

determined by the Executive Head Teacher. 

 

Part C 

 
Policy relating to the working practices of an Appraisal Team 

Leader (in addition to the teacher role) 

 

In addition to the requirements of a class teacher and any other agreed 

responsibilities, in the context of the school’s Appraisal Policy, the team 

leader will: 

 

A: Set objectives 

• Working with an agreed number of teachers, establish processes to 

understand their concerns, aspirations and day to day working situations; 

• Gain an understanding of levels of achievement in the teachers’ classes 

and their relationship to overall school targets and aspirations; 

• Agree and record specific objectives according to the school’s established 

documentation framework; 

• Agree and record support requirements relating to training, development 

and any specific conditions required by the teachers relating to the 

achievement of the objectives; 

• Implement any necessary action, liaison or communication to ensure that 

the support mechanisms are in place and effective. 

 

B: Monitor progress towards objectives 

 

• Agree appropriate strategies for checking on progress towards the agreed 

objectives, which will include classroom observation, data collection and 

analysis, informal and formal meetings as required; 

• Implement the process of monitoring and maintain that any such records 

as are agreed between the parties concerned; 

• Provide regular feedback to teachers on their progress. 

 

C: Review progress in relation to objectives 

• Establish relevant structures and processes to review with teachers their 

achievements at the end of the performance management cycle; 

• Complete the appropriate documentation; 

• Within the agreed school procedures, make any necessary 

communications in relation to performance related pay. 



D: Review and develop the Appraisal process and practice 

• Take part in the monitoring and review of the Appraisal process within the 

school with a view to its continuing improvement; 

• Undertake any necessary personal training needed to perform the role 

effectively. 

 

Safeguarding 

 

Kirk Hallam Community Academy is part of the Nova Education Trust and is 

committed to safeguarding and promoting the welfare of children. The 

successful applicant will be required to undergo enhanced DBS clearance. 

The school is committed to Equal Opportunities in Employment. 

 

Interview 

If you have not heard from us within 2 weeks of the closing date, please 

assume that unfortunately, on this occasion, your application has not been 

successful. 


