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 1.0 INTRODUCTION 

 
The Board of Governors, as part of the consultation process with the teaching staff, propose the following policy 
in relation to the leadership and management structure and the determination of the salary placements of 
teachers in the school. 
 
1.1 Principles of the School Salary Policy 

The Board of Governors is committed to determining in a fair and equitable manner the salary placements of 
teachers in the school.  In exercising its responsibilities with regard to a school salary policy, it will take account 
of: 
 

• the appropriate legislation SRO 1993 No 403 Education 
• DENI Circular 1993/24 
• DENI Circular 2006/17 
• DENI Circular 2016/24 
• the requirements of legislation on Employment including equality legislation, Equal Pay and Fair 

Employment 
• the Equal Opportunities Policy of the employing authority, and 
• any subsequent legislation or DE regulations. 
• TNC2001/1   

 
It will also have regard to: 
 

• any advice and guidance offered by the Education Authority, and 
• the school's present and anticipated financial and leadership and management  circumstances. 

 
1.2 Leadership and Management Structure 

The Board of Governors will agree and will keep under review a structure appropriate to the needs and 
circumstances of the school, a list of job descriptions, indicating the responsibilities attached to each position 
and the number of responsibility points each position attracts.  These will be set out as an annex to this policy 
statement.  (See Annex A)  The Board of Governors is the employing authority and will agree procedures to 
ensure that candidates are selected on merit. 
 
The Board of Governors will delegate to the Finance and Salary Committees responsibility for making 
recommendations to it with regard to the leadership and management structure. 
 
The Principal will have a central role in advising on the establishment of the leadership and management 
structure and the awarding of points. 
 
1.3 Finance and Salary Committee 

The Board of Governors will delegate to the Finance and Salary Committee to assist in dealing with those salary 
matters referred to at 2 and 3 below. 
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(a) Membership 
 
It will consist of at least three of its voting members, who will be elected by the Board of Governors. 
 
The Principal will be entitled to attend meetings in an advisory capacity. 
 
Teacher representatives on the Board of Governors will not be eligible for membership of this Committee. 
 
(b) Terms of Reference 
 
(i) The Board of Governors, having adopted a school salary policy, will delegate to the Finance and Salary 
Committee, consisting of at least three voting members, responsibility for recommending the award of points in 
respect of qualifications, experience, excellence, recruitment and retention, special educational needs and the 
salary placement of the Principal and Vice-Principal. 
 
(ii) The recommendations will be considered by the Board of Governors, with the exception of the members 
of an appeals committee (comprising three voting members) and the teacher representatives.  The Board of 
Governors should approve and/or amend the recommendations and notify the teacher(s) in writing. 
 
(iii) Appeals will be heard by the appeal committee established by the Board of Governors.  Such governors 
will not have participated in decisions of the Board of Governors concerning salary matters which may arise 
from the recommendations of the teachers' Finance and Salary Committee. 
 
 

2.0 SALARIES OF PRINCIPAL AND VICE-PRINCIPAL 

 
2.1 DENI circular 2016/24 states that Governors:- 

"are required to undertake an annual review of the salaries of the Principal and Vice-Principals at the school and 
to notify them in writing of the basis on which their spine point has been determined and the grounds on which 
they will be reviewed in the future". 
 
2.2 In determining the salaries of the Principal and Vice-Principals of the school, the Board of Governors will 
take account of legislation contained in SRO 1993 No 403 "Teachers’ Salaries (Amendment) Regulations (NI) and 
any subsequent legislation or DE regulations.  
In determining the salaries of the Principal and Vice-Principals the Board of Governors will implement the 
following procedures: 
 
2.2.1 The Finance and Salary Committee will review the pay of the Principal and Vice-Principal annually at the 
same time as they review the position of all staff - ie May/June each year. 
 
2.2.2 If dissatisfied with the recommendations of the Finance and Salary Committee, the Principal or Vice- 
Principal shall have the right of appeal to the Appeals Committee.  A complainant shall have the right to the 
support of a Rainey Endowed School work colleague or be accompanied by a union representative.  Legal 
representation is not permitted. 
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2.2.3 Recommendations of the Finance and Salary Committee with regard to the salaries of the Principal and 
Vice-Principals will be submitted to the Board of Governors and considered by them under the terms of 
reference set out in 1.3 (b) above. 
 
2.2.4 In making recommendations and reaching decisions, governors shall have regard to the following 
objective criteria as contained in the SRO 1993 No 403 para. 4 as follows, and to the performance criteria 
established by the Board as set out in Annex B: 
 
(a) The responsibilities of the post 
(b) Whether the post is difficult to fill 
(c) Sustained overall performance which appreciably exceeds that normally expected from the holders of 
such posts, 
 
and shall take account of: 
 
(i) pay levels of Principals and Vice-Principals in other schools of a similar type 
(ii) salary differentials within the school 
(iii) the school's present and anticipated financial circumstances 
 
and shall satisfy itself that the salary placement is not being considered with the specific objective of increasing 
salary for pension purposes. 
 
In addition the Finance and Salary Committee will provide guidelines to the Board as to the reasons for their 
recommendations in line with the principles of the School Salary Policy. 
 
2.2.5 The starting salary of a new appointment will be considered by the Board of Governors when the 
appointment process commences. 
 
2.2.6 Salary Placement for Principal and Vice-Principal 
 
The Principal and Vice-Principals will be paid as follows: 
 
Principal ............................................... Range  22-32 
Vice-Principal ......................................    Range 17-21 
  

3.0 SALARIES OF OTHER TEACHERS 

 
3.1 Salary Progression/Pay Scale 
(ie Progression from M1→M6 and UPS1→UPS3 and Management Allowances) 
 
Points for qualifications and experience will be awarded in accordance with the terms set out in DENI Circular 
2016/24 and any subsequent Circulars or Government Orders and with the guidance provided by the Board of 
Governors. 
 
The Board of Governors will consider withholding an experience point in the following circumstances: 
 

• where it considers that a teacher's work is unsatisfactory; 
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• where a decision has been taken as part of a formal disciplinary procedure, or as part of an unsuccessful 

PRSD, to withhold an experience point; 
• or where demotion has taken place. 

 
If the Board of Governors decides to withhold an experience point, the teacher will be advised in writing of the 
reason.   
 
3.2 Points for Responsibilities 
 
Points for responsibilities will be allocated in accordance with the leadership and management structure 
determined by the Board of Governors under 1.2 above, and they will be determined on the basis of the specific 
duties attaching to each post. 
 
Points for responsibilities will normally be awarded on a permanent basis.  The Board of Governors may also 
award temporary or acting allowances for specific tasks. 
 
3.3 Points for Recruitment and Retention 
 
The Board of Governors may award one or two additional points as a temporary inducement to recruitment 
where there is a need to recruit to posts which it has identified as difficult to fill.  Such posts are those which 
have been advertised at least once without it being possible to make a suitable appointment.  Only in 
exceptional circumstances will the Board of Governors consider awarding retention points to a teacher to whom 
no initial recruitment point has been made.  The award of a point or points for recruitment or retention will be 
reviewed every two years.  The point(s) will be continued only where the Board of Governors identifies that 
there is continuing difficulty regarding recruitment or retention.  R&R point 1£1234; R&R point 2 £2424 
 
 
3.4 Points for Special Educational Needs 
 
One point will be awarded to a teacher who is employed to co-ordinate pupils in Special Education Needs 
(SEN)/Additional Learning Needs (ALN).  A second point may be awarded where the Board of Governors is 
satisfied that the experience and/or qualifications of the teacher are particularly relevant.  The Board of 
Governors will take account of guidance provided by the employing authority. 
 

4.0 APPEALS 

The Board of Governors arrangements for considering appeals are as follows. will establish a Salary Appeals 
Committee. 
 
4.1 Re-examination of Pay Determination 
 
A teacher may seek a re-examination of any determination in relation to his/her pay or any other decision taken 
by the Board of Governors (or Committee acting with delegated authority) that affects his/her pay. The 
following list, which is not exhaustive, includes the usual reasons for seeking a re-examination of a pay 
determination: 
(i) incorrect application of this policy; 
(ii) have proper regard for statutory guidance;  
(iii) failure to take proper account of relevant evidence; 
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(iv)  taking account of irrelevant or inaccurate evidence; 
(v) bias; 
(vi) unlawfully discriminating against the teacher, contrary to equality legislation.  
 
4.2 Informal Resolution: 
 
The order of proceedings is as follows: 
(i) the teacher receives written confirmation of the pay determination and where applicable the basis on 
which the decision was made; 
(ii) If the teacher is not satisfied he/she should seek to resolve this by discussing the matter informally with 
a representative of the Board of Governors within 10 working days of the decision; 
(iii) where this is not possible, or where the teacher continues to be 
dissatisfied, he/she may follow a formal appeal process.  
 
4.3 Formal Appeal Process 
 
(i) The teacher should set down in writing the grounds for querying the pay decision and forward it to the 
Finance Committee, within 10 working days of the notification of the decision being appealed against or of the 
outcome of the discussion referred to above. 
(ii) The Finance Committee should provide a hearing, within 10 working days of receipt of the written 
appeal, to consider the appeal and to give the teacher an opportunity to make representation in person. 
Following the hearing the teacher should be informed in writing of the decision and the right to appeal. 
(iii) Any appeal should be heard by a panel of Governors consisting of at least three of its voting members 
who were not involved in the original determination and must not include the teacher representative. The 
appeal should be heard normally within 20 working days of receipt of the written appeal notification. An 
appellant has the right to be accompanied by a Rainey Endowed School work colleague or a Union 
representative. The Chief Executive of the employing authority or his/her nominee may attend the Appeal 
Hearing in an advisory capacity. The decision of the Appeals Committee will be given in writing, and where the 
appeal is rejected will include a note of the evidence considered and the reasons for the decision. The decision 
of the Appeals Committee is final. 
 

5.0  PERFORMANCE REVIEW AND STAFF DEVELOPMENT (PRSD) 

The Board of Governors has a legal responsibility to ensure the professional development and performance of 
teachers is reviewed annually in accordance with the Performance Review and Staff Development Scheme and 
within the context of the School Development Plan. All teachers are subject to the PRSD arrangements except 
those participating in Induction and Early Professional Development. A review cycle will normally be a period of 
one year and once begun will be undertaken annually thereafter. The review process includes three stages: 

• planning and preparation; 
• monitoring, and 
• review discussion, leading to a review statement which will record the conclusions reached, an action 

plan and associated objectives, and training and development needs. 
Review statements shall be taken into account by those responsible for taking decisions or making 
recommendations about the pay or performance of teachers. 
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6.0 REVIEW 

6.1 This policy statement will be kept under review.  Copies of the policy statement will be made available 
to all members of the teaching staff. 
 
6.2 Individual members of staff will be given a points score each year by 30 June which will determine their 
salary with effect from the following 1 September. 
 
  

ANNEX A  

MANAGEMENT AND PROMOTION STRUCTURE 
 
Introduction 
 
1 The overall pupil numbers are determined by DE will be based on an intake of 100 in Year 8 and will be + 
725. 
 
2 The full-time staffing complement including the Principal will not exceed 46 (FTE) in relation to an 
enrolment of 725. 
 
3 The existing Leadership and Management and Promotion Structure of the Rainey Endowed School exists 
primarily for historical reasons.  It is now possible to effect significant change within the next 12, 24, 36 months 
to effect a new leadership and management structure in line with the SDP and vision for the school. 
 
4 In the light of 1-3 above it is reasonable to create a model of leadership and management/promotion 
which is significantly different from that which currently exists. 
 
5 A degree of rationalisation will be possible and will be implemented as posts become vacant or 
reorganisation takes place. 
 
6 A number of promotion opportunities may be created in particular for those on the Main Scale, or on 
one or two Management Allowances. 
 
7 Management Allowances 
 
(a) Two Management Allowances 
 
A Subject Leader whose post has been approved by the Board of Governors.  Such staff will have responsibility 
for: 
 
(i) Organising the teaching of all pupils throughout Key Stages 3, 4 and 5. 
 
(ii) The preparation of multiple sets of pupils for KS3 assessment, GCSE and 'A' Level or equivalent. 
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(iii) Currently, the only Subject Leader which lend themselves to this are Biology, English, Mathematics, 
Modern Foreign Languages, Physical Education, History and Physics. 
 
 
(b) One Management Allowance 
 
 All newly appointed or (Acting) Subject Leader positions in 2017-18 will be remunerated on a plus 1 
Management Allowance basis.  This will be reviewed in 12 months’ time.  The aim is that two Management 
Allowances will be awarded after this period.  However, this maybe be constrained by financial issues beyond 
the control of the Board of Governors.  If the school’s enrolment numbers increase then two Management 
Allowances will be awarded for all newly appointed or (Acting) Subject Leaders (in line with Area-Based Plan 
Projections.  
  
Careers Co-ordinator 
 
The Careers Co-ordinator has responsibility for a careers programme for all pupils in Years 8-14 and is 
responsible for liaison with the Careers Service, Institutions of Further and Higher Education and the oversight of 
applications to Further and Higher Education.  In addition the Careers Co-ordinator, has responsibility for co-
ordinating the work of a team of careers teachers.  In the light of the above responsibilities the post of Careers 
Co-ordinator will normally attract up to two Management Allowances. 
 
ICT Co-ordinator 
 
The ICT Co-ordinator, has the following teaching, administrative and management responsibilities: 
 
(i) Planning, preparing and organising the teaching of ICT to all pupils at KS3, GCSE and 'A' Level or 
equivalent 
(ii) The leadership and management of a team of ICT teachers 
 
In addition the ICT Co-ordinator has responsibility for 'servicing' the curricular and cross-curricular needs of ICT 
in all subjects.  The post of ICT Co-ordinator will normally attract up to two Management Allowances. 
 
 
Literacy/Numeracy Co-ordinators  
 
The Literacy and Numeracy Co-ordinators will be awarded one Management Allowance each and will be 
responsible for: 
(i) Embracing the school’s key aims of promoting successful learners, confident individuals and responsible 
citizens 
(ii) Supporting staff in developing literacy and numeracy as cross-curricular skills as part of their classroom 
practice 
(iii) Encourage and lead on the sharing of best practice 
(iv) Review the Literacy/Numeracy policies annually 
(v) Conduct and present an annual audit on literacy and numeracy needs to SLT 
(vi) Participate in and co-ordinate literacy and numeracy assemblies as part of the whole school assembly 
programme 
(vii) Undertake reasonable duties in addition to the aforementioned as requested by the Principal 
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       7 Heads of Year – All permanent HOYs, except those with responsibility for Year 8, will be single HOYs 
attracting up to two Management Allowances.   
(i) Year 8 will continue, because of its importance as an induction year to have two HOYs.    
(ii) All new appointments to the positions of HOY will be on one Management Allowance in an attempt to 
ensure career progression, reward and financial prudence as a school. 
(iii) Assistant HOY posts will be offered for professional development on a non-remuneration basis (please 
see attached job description for further details). 
 
 All (Acting) HOY positions in 2017-18 will be remunerated on a plus 1 Management Allowance basis.  
This will be reviewed in 12 months’ time.  The aim is that two Management Allowances will be awarded after 
this period.  However, this maybe be constrained by financial issues beyond the control of the Board of 
Governors.  If the school’s enrolment numbers increase then two Management Allowances will be awarded for 
all (Acting) HOYs.  
 
8. Management Allowances for responsibilities other than Head of Year or Subject Leader 
 
The award of such points will involve contractual responsibilities. 
 
(a) These will be awarded for responsibilities undertaken by teachers which are viewed by the Board of 
Governors as beneficial to the efficient and effective running of the school and in line with the RES SDP.    
 
(b) From September 2017, a new position of Assistant Principal will be created superseding the Senior 
Teacher post which will become redundant.  The number of assistant principal posts will be determined by the 
BOG. 
 
(c) Assistant Principals will be paid on a leadership scale of 9-13. 
 
(d) No teacher may hold more than three Management Allowances or two posts of responsibility at any one 
time. 
 
(e) Where a teacher holds a Management Allowance(s) they shall carry out contractual responsibilities 
equivalent to the Management Allowance(s) they hold. 
 
(f) Where a teacher fails to carry out the responsibilities for which they have been awarded Management 
Allowances or Leadership Scale or where they wish to give up their Management Allowance(s) or Leadership 
Scale  then the post for which they had been awarded Management Allowance(s) or Leadership Scale will be 
declared vacant and filled in accordance with paragraph 9 (a) below. 
 
9       (a)     Where a vacancy occurs or where a new structure is put in place, or where a new post is 
created, the post will be advertised on the staff room notice board and an email will be sent to all staff inviting 
applications.  There will be a written application followed by an interview.  In the event of there being only one 
applicant there will be an interview and such interviews will be carried out in compliance with the policies of the 
Board of Governors. 
 
(b) Where a person's responsibilities have grown as their job has expanded and responsibilities increased, 
then the person concerned can be promoted.  Since this is not a case where there can be any competition for 
such a post in that it is only rewarding increased responsibility such promotions will not necessarily be 
advertised but will be announced by way of a notice on the staff notice boards. 
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ANNEX B 

PERFORMANCE INDICATORS FOR THE PRINCIPAL AS REQUIRED BY GUIDELINES TO BOARD 
OF GOVERNORS ON IMPLEMENTATION OF SALARY POLICY 
 
  1. Leadership of the school including implementation of the School Development Plan to include pupil 
attainment through teaching and learning, curriculum and assessment, pastoral care and ethos, whole school 
issues, accommodation and maintenance, human and financial resources, and staff development. 
 
  2. Crisis Management 
 
  3. Management of relationship with outside agencies, employed by or consulted by the Board 
 
  4. Quality of advice given to the Board of Governors 
 
  5. Encouraging professional development of teachers in the light of the overall needs of the school 
 
  6. Satisfactory recruitment of teaching and non-teaching staff. 
 
  7. Maintaining an appropriate level of applications to year 8 from the Controlled, Integrated and 
Maintained Primary Schools 
 
  8. Encouraging and maintaining high levels of pupil enrolments in the Sixth Form 
 
  9. Maintaining a high level of examination success 
 
10. Maintenance of and development of parental links 
 
11. Encouraging the school's global dimension 
 
12. Fostering and encouraging school's links with Business 
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RAINEY ENDOWED SCHOOL 

PRINCIPAL 
 
JOB DESCRIPTION 
 
General Statement 
 
The person appointed to be the next Principal of the Rainey Endowed School will be expected to carry out all the 
general functions and professional duties listed in Schedule 1 of the 1987 Terms and Conditions of Service 
Agreement referred to earlier and any amendments or additions made to it since. 
 
 
1. THE CORE ROLE OF THE PRINCIPAL 
 

• To provide the school with professional leadership, committed to the grammar school principle, thus 
ensuring the ethos of academic excellence and the achievement of a quality education for all its pupils 

• To work with the Board of Governors to provide vision and give a clear sense of purpose and direction 
for the school, creating a productive, disciplined and secure learning environment 

• To be committed to the cross-community tradition of the school and to promote its place in the local 
community 

• To be responsible for the day-to-day management of the school and be accountable to the Board of 
Governors so that, working together, the aims of the school may be realised 

• To encourage/expand extra-curricular activities 
 
 
2. KEY RESPONSIBILITIES OF THE PRINCIPAL 
 
(a)  To be effective in achieving 
 

• a positive school ethos reflecting the school’s aims 
• the efficient management of staff, use of accommodation and budgeting  
• maximised pupil potential  
• highly skilled teachers with the resources to meet every pupil’s expectations  
• strong parental involvement 
• strong partnership with the governing body, enabling it to fulfil its statutory responsibilities 

 
(b)  To provide strategic direction and development of the school with particular attention to the anticipated 
challenge of managing changes in educational policies through 
 

• leading by example 
• creating a holistic educational environment 
• constructing and implementing a financially sound strategic plan which identifies priorities and sets 

targets to ensure that pupils achieve high standards and make appropriate progress 
• encouraging increased teacher effectiveness 
• ensuring that the management, finance, organisation and administration of the school support the 

achievement of the vision and aims set out in its prospectus 



 

  

11  
• ensuring that policies and practices take account of national, local and school data, inspection and 

research findings 
• monitoring, evaluating and reviewing the effects of the school’s current policies, priorities and targets 

and taking action, if necessary 
• striving to implement on-going building development 

 
(c) To secure and sustain effective teaching and learning by 
 

• taking a leading role in maintaining an environment which promotes good discipline in the school and 
enables and supports good teaching, effective learning, high standards of achievement and good 
behaviour  

• organising and implementing the curriculum; monitoring and evaluating curricular arrangements and 
instigating improvements, where identified 

• monitoring and evaluating the quality of teaching, standards of learning and achievement of all pupils 
• encouraging self-learning 
• developing effective links with local business and industry and other providers of courses and pathways 
• working in partnership with parents to support and improve pupils’ achievement and personal 

development 
 
(d) To lead and manage staff by 
 

• maximising the contribution of staff to improving the quality of education provided and the standards 
achieved by pupils 

• continuing to build on the good working relationships existing between staff and pupils 
• sustaining self-motivation and the motivation of staff 
• encouraging all teaching staff and others to develop their skills and effectiveness through continuing 

personal and professional development 
• understanding staff expectations, assessing and monitoring needs and providing appropriate support 
• developing and monitoring the impact of performance indicators 

 
(e) To deploy staff and resources effectively and efficiently by 
 

• working with governors and senior colleagues in order to recruit staff of the highest quality 
• ensuring that the education provided is of the highest quality 
• prioritising funding, its allocation, administration and control 
• managing and organising the school to ensure that curricular needs are met and that health and safety 

and child protection regulations are adhered to 
• managing, monitoring and reviewing all available resources to ensure the best quality of education 

achievable while securing good value for money 
• delegating where appropriate 

 
(f)  To accept accountability by 
 

• fulfilling all of the above and supporting and advising the Board of Governors so that it can effectively 
meet its responsibilities 

• ensuring that staff, teaching and non-teaching, recognise that they too are accountable for the success 
of the school 

• presenting a coherent and accurate account of the school’s performance in a form suitable for a wide 
range of audiences in order to enable them to play their parts effectively 
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• ensuring that parents and pupils are well informed about the curriculum and the progress being made 

and that they understand both realistic targets that have been set and their roles in achieving them 
 
3. PROFESSIONAL KNOWLEDGE AND UNDERSTANDING 
 
        The person appointed to this post will be expected to demonstrate that he or she has a sound 
knowledge and understanding of the following: 
 

• What constitutes a high-quality holistic education 
• How to achieve effective teaching and learning  
• The application of ICT to teaching, learning and school management and administration 
• Target setting 
• Curriculum needs and assessment procedures 
• Child protection issues 
• Pastoral care structures 
• Policies which impact on strategic and operational planning and delivery  
• Employment law 
• National and local policy frameworks 
• Relevant circulars and/or guidance from the Department of Education, the employing authorities and 

other bodies  
• Good governance at school, local and national levels 
• The value of inspections 

 
 
4. SKILLS AND ATTRIBUTES  
 
        The following are considered to be essential : 
 
Leadership:  
 

• Commitment to a clear plan 
• Initiating and managing change in pursuit of strategic objectives 
• Prioritising, planning and delegating 
• Supporting and encouraging teams 
• Seeking advice, if necessary 
• Motivating pupils, staff and the wider school community 
• Providing a good role model 
• Being approachable/sensitive and able to resolve conflict 
• Having the capacity to solve problems  

 
Decision-making:  
 

• Using objective and reliable evidence  
• Being creative and anticipate problems 
• Having sound judgement 
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Communication: 
  

• Being able to make effective public presentations 
• Listening to and understanding others’ points of view 
• Chairing meetings effectively 
• Developing and using a wide network of effective contacts within the local community and beyond 

 
Self-management:  
 

• Making good use of time  
• Working under pressure and meeting deadlines 
• Achieving challenging goals 
• Continuing his/her personal and professional development 
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PRINCIPAL 
  
PERSON SPECIFICATION 
 
Rainey Endowed School seeks to appoint a Principal who has personal qualities which include integrity, 
intellectual ability, sensitivity, perseverance, determination, commitment, adaptability, enthusiasm, an ability 
to inspire and an all-round positive attitude.  
 
Essential Criteria 
 
The person appointed to be the next Principal of Rainey Endowed School must: 
1. Hold a degree at honours level from a recognised university; 
2. Have a teaching qualification recognised by the Northern Ireland Department of Education and either be 
registered with the General Teaching Council for Northern Ireland or capable of being so registered by the time 
he/she takes up the post; 
3. By 1 September 2012 have a minimum of at least ten years’ teaching experience in a post-primary 
school with post-16 provision, at least five of these ten years having been in the last eight years; 
4. By 1 September 2012 have had a minimum of three years' experience of successful leadership and 
management in a post-primary school with post-16 provision within the past five years. (see explanatory notes); 
5. Be able to provide clear evidence to demonstrate that he/she has not only achieved, but sustained, the 
improvements in his/her school for which he/she was given leadership responsibility; 
6. Be able to provide sufficient evidence to demonstrate that he/she has experience of the following: 
(a) Leading a team to achieve a school improvement objective; 
(b) Establishing and sustaining high quality teaching and learning; 
(c) Using E-Learning technologies to enrich and extend teaching and learning; 
(d) Leading and managing curriculum review and/or development, and 
(e) Managing a delegated budget. 
7. Be able to demonstrate that he/she has taken responsibility, not only for, the continuous professional 
development of teaching colleagues, but also for his/her own professional development. 
 
 
  
Important notes for candidates 
 
Those making application for this post should note the following important points: 
 

• the criteria set out above will be the only ones used by the Committee responsible for making this 
appointment.  As the Committee needs to prepare a short-list of candidates to be invited to interview, it 
will do this primarily by assessing the nature and quality of the evidence set out in the application forms 
it receives; 

• it is each candidate’s responsibility to provide the evidence that in his/her opinion demonstrates that 
he/she meets each of the essential criteria and to ensure that this evidence is both accurate and true; 

• the Committee reserves the right to enhance any of the essential criteria capable of being enhanced, 
should it regard it as necessary to do so for short-listing purposes; 

• the fourth criterion, which refers to experience of successful school leadership and management, is to 
be taken to apply to those who hold a formal leadership position in a post-primary school with post-16 
provision, whether as heads of subject departments or faculties, leaders of pastoral teams or members 
of a school leadership team.  The evidence that is presented to demonstrate that this criterion has been 
met must describe the post the candidate holds, its principal duties and responsibilities and the basis on 
which his/her performance in this post can be regarded as successful, and 
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• if, having conducted interviews for this post, the Committee is not satisfied that it has found a suitable 

candidate, it reserves the right not to make an appointment. 
 
 

• Key Performance Indicators: TBC 
• Date Job Profile Generated:    Date of Job Profile Review: 
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PERFORMANCE CRITERIA FOR VICE-PRINCIPAL 
 
 
(i) The quality of advice given to the Principal and to be Acting Principal in the absence of the 
aforementioned  
 
(ii) The quality of advice given to appropriate Board Committees 
 
(iii) The 'best value' management of the School's Curriculum Budget 
 
(iv) The effective and efficient Chairing of the Subject Leaders’ Meeting 
 
(v) The quality of leadership given to KS3, KS4 and KS5 
 
 
The evaluation of (i) - (v) above will be based on the following 
 
1. A written report by the Vice-Principal to the Principal by the end of April each year. 
 
2. An interview with the Principal at which the above written report will be discussed. 
 
3. Written reports by the Principal to the various Board of Governors’ Sub Committees. 
 
 
The Salaries Committee having read this report and having discussed it with the Principal and or Vice-Principal 
will make a recommendation to the Board at its May/June meeting with regard to salary placement for the next 
year. 
 
Addendum 
 
The evaluation of all points except No (ii) will require reports from the Principal after discussions with 
appropriate constituencies. 
 
The evaluation of No (ii) will require written reports from the appropriate Chairman of the Board sub-
committees. 
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Part A: Job Description 
___________________________________________________________________________________________ 
 
Job Title:    Vice Principal – Teaching, Development and     
     Innovation, Ethos and Inclusion 
Job Ref:     
 
Grade/Salary Scale:   L17-21 
  
Team:     Leadership Team 
 
___________________________________________________________________________________________ 
Accountabilities 
 
Reports to:    Principal 
Responsible for:   Assistant Principals and Subject Leaders 
Link Governor (if applicable):  TBC 
Team Performance Indicators:  See School Development Plan Targets  
 
 
School Mission Statement: 
 
As a caring school, committed to excellence in all areas of its service to the local community, Rainey Endowed 
desires to educate its pupils to be Global Citizens of the 21st Century.  In common with all members of staff, the 
VP will be responsible for supporting students personally and collectively in becoming confident individuals, 
successful learners and responsible citizens.   
 
Job Purpose:      
 
To support effectively the Governors, Principal and staff, the VP will provide strategic and innovative leadership 
and management as part of the School Executive Leadership team through taking specific responsibility for: 
 

• maintaining a consistently high level of effective teaching and learning; 
• using rigorous and accurate assessment procedures to  identify and respond to areas for robust staff 

development and training; 
• ensuring effective MIS and IT management systems and their use by staff in the interests of 

improvement of outcomes; 
• managing and quality assuring the curriculum across the school to ensure that it meets government 

requirements while meeting the needs of all of the students; 
• overseeing consistently outstanding progress for students at Key Stage 3, 4 & 5; 
• promoting and maintaining an ethos of care and inclusion for all of the school community;  and  

developing effective support systems within and between the school and the community 
 
 
Critical Responsibilities: 
 
As a member of the SLT the VP will: 

• deputise for the Principal as required; 
• lead, promote and develop the vision and values of the school;  
• encourage and support the development of the students’ moral and spiritual growth; 
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• lead pro-actively the Assistant Principals, the HOYs and the Subject Leaders in the development of 

effective self-evaluation of teaching and learning to promote improvement;  
• take responsibility for managing and over-seeing identified areas of activity within the School 

Development plan 
 
 
Main Duties: 
 
In addition to whatever subject-specific teaching duties that may be required, the VP will: 

• manage and quality assure the school processes for improving continually the quality of teaching for 
learning so that as many teachers as possible are outstanding in their practice: (using lesson 
observations, the interrogation of student progress data and the staff coaching programme effectively) 

• ensure the effective and consistent practice of assessment for learning across the curriculum with timely 
purposeful follow-up of student progress data, identifying interventions, as necessary, with the subject 
leaders; 

• have the main responsibility for the MIS and IT systems and their effective use to support overall 
improvement; 

• lead on school transfer arrangements; 
• have an overview of external and internal assessment, examinations and reporting procedures; 
• manage the implementation and evaluation of the student leadership programme; 
• have the main responsibility for staff welfare, development and training;  
• lead on liaison with feeder primary schools in both public relations and academic links; 
• construct, implement and review annually the overall Curriculum, Core and Options programme and 

ensure appropriate timetable delivery; 
• quality assure the School Curriculum offer so that Learning Pathways meet all of the students’ needs; 
• have an overview of the effectiveness of pastoral systems are in place, including behaviour, rewards and 

attendance; 
• have an overview of the effectiveness of the support for those students who have special educational 

needs, including those who are gifted and/or talented; take overall responsibility for key school systems, 
to include exams, the maintenance and effective use of IT and the timetable; 

• ensure effective arrangements for community cohesion, and the involvement of parents and other 
stakeholders in the life of the school; 

• have overall responsibility for the outcomes at Key Stages 4 and 5. 
• take responsibility for the outcomes Post-16 to ensure that high numbers of students continue with 

their education and progress to further and higher education as reflects their abilities. 
___________________________________________________________________________________________ 
To be agreed 
• Areas to Line Manage - TBA 
___________________________________________________________________________________________ 
 
 
Monitoring:   As specified by the Principal and in accordance with the School Calendar and 

Evaluation Schedule 
 
Meeting Attendance:  Leadership, Governors as required by Principal 
 
Key Performance Indicators: Student progress and progression at Key Stage 3 and 4, 5, percentage of 

outstanding lessons across the school and quality of Teaching and Learning 
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Job Profile – Part B: Person Specification  
                        Vice Principal – Teaching, Development & Innovation, Ethos and Inclusion 
___________________________________________________________________________________________ 
 
Job Profile Part B: Person Specification Vice Principal  
 
Qualifications: 

• Degree/relevant teaching qualification, PGCE  
• Desirable: evidence of further professional study. 

 
Experience & Knowledge: 

• Evidence of successfully managing / leading a project or initiative or team which has successfully 
contributed to whole school development 

• ICT literate  
• Evidence of impact on student achievement 
• Have at least two Management Allowances 

 
Key Skills & Attributes: 
 
Essential 

• Positive disposition to implementing the school’s educational vision 
 
Generic 

• Able to develop genuine, empathetic relationships with young people 
• High personal standards in terms of attendance, punctuality and meeting deadlines 
• High level of personal organisation skills 
• Good communication skills, both written and spoken 
• Solution focused disposition and a positive attitude particularly to challenge and change 
• Understanding of and commitment to Equal Opportunities issues and principles and  the need to apply 

an equal standard of care to all students 
• Positive disposition towards inclusion of all students including those with learning difficulties in 

mainstream learning and education 
• Able to work as part of a broader inclusion and student support system 
• Ability to work as a team player and supportive of team working 
• Ability and willingness to develop own understanding and capability through advice and training  
• Ability to work without constant supervision, to provide assistance as and when required, to seek tasks 

when unoccupied and think clearly and calmly under pressure 
• Understanding of the principles of accountability and quality assurance to achieve best possible student 

outcomes 
• ensure that the needs of vulnerable students (including those identified as having SEN, G&T or FSME 

and New Comers (NC) and ALN) groups are met through effective links with the Pastoral & Academic 
Teams and the SENCO, literacy and numeracy coordinators; 

• Be prepared to work outside the normal working hours to contribute to whole school development and 
improvement for its staff, pupils and community 

 
Leadership 

• Ability to promote and ensure the school vision is understood and acted upon by individuals in their 
team by leading by example 

• Understanding of and the ability to implement the management of change processes 
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• Ability to maintain a consistent and continuous focus on student achievement 
• Commitment to the Rainey Endowed School learning design outcomes for students and the 

implementation of these 
• Ability to delegate appropriately and hold others accountable for themselves, Acting Principals, Subject 

Leaders and HOYs and student outcomes while at the same time accepting accountability for 
themselves, their team and student outcomes 

 
Rainey Endowed School will develop a framework for supporting effective practice which will be used to support 
staff professional development.  
 
Monitoring: As specified by the Principal and in accordance with School Calendar and Evaluation Schedule 
 
Meeting Attendance: As directed by Principal 

• Key Performance Indicators: TBC 
• Date Job Profile Generated:    Date of Job Profile Review: 
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Job Profile     Part A: Job Description       
 
Job Title:    Assistant Principal  
Grade/Salary Scale:   Leadership 9-13 
Team(s):    Senior Leadership Team 
Reports to:    Vice Principal/Principal 
Responsible for:   Year 8-14 achievement team; Subject leaders, HOYs, House Team 
Link Governor:    TBC 
Team Performance Indicators:  TBC/ See School Development Plan Targets  
 
School Mission Statement: 
 
As a caring school, committed to excellence in all areas of its service to the local community, Rainey Endowed 
School (RES) desires to educate its pupils to be Global Citizens of the 21st Century.  In common with all members 
of staff, the Assistant Principal (AP) will be responsible for supporting students personally and collectively in 
becoming confident individuals, successful learners and responsible citizens.  The AP will support and report to 
the Governors, Principal, Vice-Principal. 
 
Job Purpose:  
 
The Assistant Principal (AP):  

• will lead, support and monitor the performance of Subject Leaders, HOYs, and House Team and will have 
overall responsibility for the progress and development of a vertical cohort of students throughout KS3, 
KS4 and KS5; 

• will, in conjunction with the relevant HOYs and subject leaders, provide evidence  that each student is 
supported effectively to develop and maintain a continuing broad and balanced base of skills, 
knowledge and accreditation; to have personal and career aspirations and to make good choices about 
their learning pathway; and, to be in a position to realise their ambition so that they build a strong 
foundation of values, attitudes, skills and knowledge for the next stage in their learning; 

• will ensure that each student is supported to develop as good members of the school, and of their local 
and global communities; that they develop their social values and leadership skills; and that they are 
prepared to take responsibility and make a positive social contribution within and outside the school; 

• will take the lead in assuring on a regular basis (6-8 weeks) the quality of the students’ subject and 
pastoral support team staff, including any ancillary support staff.   

 
Critical responsibilities 
The Acting Principal will  

• lead areas of whole school responsibility as directed by the Principal; 
• take a pro-active strategic role as part of the Senior Leadership Team, through  contributing actively to 

monitoring, and amending school development planning and self-evaluation processes; lead, manage 
and monitor the progress of the Subject Leaders, HOYs, House Team in meeting effectively the learning 
needs of each group of students  for which they are responsible to achieve the highest outcomes for 
each student; 

• review and monitor the work of the team and address any underperformance (through regular 
classroom visits, examining and reporting back on the quality of students’ work samples, feedback from 
students and parents, moderation of planning and assessments);  

• manage, support and lead specific subject areas, helping them to develop the highest quality of learning 
and teaching, and to improve/maintain the outcomes for students; 
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• implement the key aspects of the KS3, KS4 and KS5 curriculum that support the students’ personal 

learning; and address the implications for subject choice  by managing transitions across stages and 
phases in conjunction with the Careers Co-ordinator, the Vice Principal, Subject Leaders and HOYs; 

• develop the students’ social and leadership skills both within and without the classroom; 
• implement the agreed meeting and data cycles, and lead effective meetings with the Subject Leaders 

and the HOYs (Pastoral and Academic teams), using data to inform decision-making and future planning 
as part of the line management process; 

• agree a timetable for actions to improve outcomes with Tutors, HOYs and subject leaders, and  monitor 
the progress and satisfactory completion of all agreed actions;  

• use systematic feedback from  registration groups and members of  the student  council to develop and 
respond to the student voice in both social and academic matters; 

• ensure effective communication between subject leaders, HOYs and the SENCO/Pastoral lead teacher, 
literacy and numeracy coordinators;  to support individuals and groups in personal, social and academic 
progress;  

• Implement and assure the quality of key aspects of the curriculum programme which support the 
students’ personal learning and needs eg the effective use of tutor time; assemblies (house, whole-
school or year); Parents’ Meetings; Student Leadership, Enrichment Programmes. 

• The following is not an exhaustive list of duties, but are an example of the strategic roles and 
responsibilities which the successful candidates will be accountable for: 

  
Whole school discipline  Self-evaluation Staff training & development 
BOG Committees Exams  access arrangements Peer Mentoring 
Pastoral care Charity Coordinator Safeguarding/ Counsellor & EWO 
SEN & Additional Learning Needs School development Parents’ Meetings, Calendar, 

Student planner 
 

Whole School communications Health & Safety Child Protection 
Learning & teaching strategies & 
initiatives 

MLP Literacy Group Cover overview 

Lead CEIAG & LLW Staff & student welfare  
Post primary transfer & Internal 
and External 

MLP pastoral & academic  

School Trips Coordinator Overview –KS3-5 Exams  Internal & 
External and certification 

 

Accelerated learners Overview Whole school literacy  
Senior Prefects 6th Committee 
overview 

Enrichment  

Whole school attendance Behaviour management  
Community liaison Student Council  
PRSD Prize Giving  
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Job Profile Part B: Person Specification: Assistant Principal  
 
Qualifications: 

• Degree/relevant teaching qualification, PGCE  
• Desirable: evidence of further professional study. 

 
Experience & Knowledge: 

• Evidence of successfully managing/leading a project or initiative, or a Subject Leader or a HOY, within 
the past 5 years which has successfully contributed to whole school development 

• Evidence of the impact of such a project or initiative on improving student achievement 
 
Key Skills & Attributes: 
 
Essential 

• A positive disposition to implementing the school’s educational vision as set out in the Mission 
Statement above. 

 
Generic 
The successful candidate will display: 
 

• a pro-active disposition towards focussing on solutions which will benefit the school and its students, 
with, in particular,  a positive attitude  to educational challenge and change; 

• the ability to work in a range of teams as both a leader and a peer,  and to make a positive and effective 
contribution in support  of effective team working; 

• the ability and willingness to develop their own understanding and capability of leadership and team 
working through advice and training;  

• the ability to work without  supervision, to provide assistance as and when required, to seek tasks when 
unoccupied, and to think clearly and calmly when under pressure; 

• an understanding of the principles of accountability and quality assurance to achieve the best possible  
outcomes for the school’s students; 

• the ability  to develop genuine, and empathetic relationships with young people; 
• high personal standards in terms of attendance, punctuality and meeting deadlines; 
• a high level of personal organisation skills;  
• good communication skills, both written and spoken; 
• an up-to-date understanding of, and commitment to, Equal Opportunities legislation  and principles,  

and  the need to apply an equal standard of care to all students; 
• a positive disposition towards the inclusion of all students, including those with learning difficulties in 

mainstream learning and education; 
• the ability  to work as part of a broader inclusion and student support system; and 
• be prepared and demonstrate a willingness  to work outside the normal working hours to contribute to 

whole-school development and improvement for its staff, pupils and community. 
 
Leadership 
 
The successful candidate will display:  
 

• the ability to promote,  and ensure that, the school vision is understood and acted upon by individuals 
in, and beyond,  their team through  leading by example; 

• an understanding of the management of change processes, and supporting colleagues through those 
changes; 
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• the ability to maintain a consistent and continuous focus on improving/maintaining the outcomes for 

the school’s students; 
• a commitment to the Rainey Endowed School learning design outcomes for students,  and to their 

effective implementation 
• the ability to delegate appropriately, and to hold others accountable, while at the same time accepting 

accountability for relevant areas of responsibility for  the outcomes of the students for whom they are 
responsible. 

 
Rainey Endowed School will develop a framework for supporting effective practice, which will in turn be used to 
support the professional development of staff.  
 
Monitoring: As specified by the Principal and in accordance with School Calendar and Evaluation Schedule 
 
Meeting Attendance:    As directed 
 
Key Performance Indicators:   TBC 
Date Job Profile Generated:      Date of Job Profile Review: 
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Job Profile     Part A:   Job Description_______________________________________ 
 
Job Title:    Key Stage 3-5 Subject Leader 
 
Grade/Salary Scale:   Various  
 
Reports to:    Assistant Principal, Vice-Principal & Principal 
Responsible for: The quality of leadership and management, achievement and standards, 

quality of provision, teaching and learning within the subject discipline; 
assessment, data, tracking and feedback at KS 3-5 

Link Governor:    TBC 
Team Performance Indicators:  TBC/ See School Development Plan Targets  
 
 
School Mission Statement: 
As a caring school, committed to excellence in all areas of its service to the local community, Rainey Endowed 
desires to educate its pupils to be Global Citizens of the 21st Century.  In common with all members of staff, the 
subject leader will be responsible for supporting students personally and collectively in becoming confident 
individuals, successful learners and responsible citizens.  The subject leader will support the Governors, 
Principal, Vice-Principal, Assistant Principals and staff. 
 
Job Purpose:   
As an expert practitioner, the subject lead teacher will act as the professional lead for the relevant subject 
discipline; will inspire teachers and students to have a passion for, and to promote, the subject; will support the 
staff through regular updates and staff development in the latest developments within the subject area, 
especially within ICT, literacy and numeracy to improve classroom practice continuously; and through 
developing a culture of regular self-evaluation,  will support staff in achieving the best outcomes and 
educational experience for our students. 
 
He/she will monitor and evaluate the quality of teaching and student progress, and address under-performance 
in both teaching and learning within the relevant subject area. 
 
Critical responsibilities 
 
The Subject Leader will: 
 

• ensure that all students in their subject area engage positively, make  consistent progress and achieve 
the highest possible outcomes through the best use of teaching and ancillary support staff; 

• ensure that the quality of learning and teaching is consistently very good or better in the subject area 
through regular classroom observations, and the development of a culture of self-evaluation, identifying 
and sharing best practice through coaching and intervention strategies; 

• ensure that he/she and the subject teachers in their area are informed of, and avail of, the latest 
research and national developments relating to their subject, and report and monitor the progress of 
staff to Line Manager/SLT as appropriate; 

• ensure that the schemes of work, planning and  delivery within the classroom contribute to Rainey 
Endowed School’s curriculum plan, and connect with the aims of the big picture for the curriculum at KS 
3-5, including cross-curricular skills; 

• procure and make the most effective  use of a range of resources including in particular, the latest 
technologies for learning, and ensuring  best value for money in line with the school’s action and 
improvement plans; 
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• monitor, evaluate and review learning and teaching with colleagues, including the effective use of ICT, 

literacy and numeracy; action plans, assessment and outcomes, data, at each departmental meeting, 
recording  successes, planning for improvement in identified areas and associated actions in the 
minutes; 

• ensure that all students are prepared adequately for examinations at KS 3-5, including  the setting and 
meeting of realistic deadlines for the completion of controlled assessments, and the communication of 
these deadlines to parents and students through text, email, SLG, website and Fronter and the relevant 
subject page;   

• be responsible for all areas of the examination and assessment processes for the subject(s) area, 
ensuring the moderation and marking of the tests and, where possible, that papers are set and checked 
by a different member of staff; 

• review and monitor the rigor of examinations, controlled and teacher assessments at KS3, KS4 and KS5 
as appropriate, addressing any inconsistencies; 

• ensure that effective learning behaviour strategies are followed in line with the school’s procedures, and 
liaise with the pastoral teams in the best interests of the students;   

• be responsible for ensuring that accurate records of students' progress are updated every half-term and 
are kept on SIMS in the subject(s) for which s/he has  responsibility 

• set realistic and attainable targets for the subject area at KS3-KS5 using data such as 
CHANCE/MIDYIS/YELLIS from the SIMS manager and assessments to ensure accountability from the staff 
within the department 

• identify and track cohorts of students who are underachievers and overachievers in conjunction with 
the relevant AP, HOY and subject teacher, and ensure that the appropriate support is provided for such 
students 

• liaise and agree with APs and HOYs to organise and identify pupils for interventions/ rewards, 
revision/master classes, acknowledgement of effort/progress, and record such in the departmental 
minutes  to provide regular feedback/motivation for students and parents; 

• engage with the wider community in promoting the subject by contributing to the wider range of 
opportunities offered by and for the school community and assist with end of term activities; be 
responsible for the subject’s contribution to Open Nights, and the organization of work for absent 
colleagues 

• produce action and improvement plans; MER all necessary documentation in line with the school’s 
improvement processes by attending line management meetings with the relevant SLT member; 

• In addition, carry out such matters as may from time to time be reasonably required by the Board of 
Governors, SLT, ETI and DE or any other outside agency. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

  

27  
Job Profile   Part B: Person Specification  
                                    Subject Leader 
 
Qualifications: 

• First degree in area relevant to subject teaching or evidence of relevant level of subject knowledge 
• Teaching Qualification 
• English and Mathematics at GCSE/’O’ Level or equivalent  
• ICT QTS accreditation test level or European Computer Driving License (ECDL) 

 
Experience & Knowledge: 

• High levels of subject knowledge and knowledge of statutory requirements relating to their subject; 
• Evidence of having a positive impact on students through the teaching of their subject; 
• Evidence of successful leadership of a project or initiative which has resulted in improved outcomes for 

learners  
• Evidence of effective team working and displaying initiative  

  
 
Key Skills & Attributes: 
 
Essential 

• Positive disposition to implementing the Schools’ educational vision 
 
Generic 

• Able to develop genuine, empathetic relationships with young people 
• High personal standards in terms of attendance, punctuality and meeting deadlines 
• High level of personal organization skills 
• Good communication skills, both written and spoken 
• Solution focused disposition and a positive attitude particularly to challenge and change 
• Understanding of and commitment to Equal Opportunities issues and principles and the need to apply 

an equal standard of care to all students 
• Positive disposition towards inclusion of all students including those with learning difficulties in 

mainstream learning and education 
• Able to work as part of a broader inclusion and student support system 
• Ability to work as a team player and supportive of team working 
• Ability and willingness to develop own understanding and capability through advice and training  
• Ability to work without constant supervision, to provide assistance as and when required, to seek tasks 

when unoccupied and think clearly and calmly in an emergency 
• Understanding of the principles of accountability and quality assurance to achieve best possible student 

outcomes 
 
Leadership 

• Ability to promote and ensure the school vision is understood and acted upon by individuals in their 
team 

• Understanding of the management of change processes 
• Ability to maintain a consistent and continuous focus on student achievement 
• Ability to delegate appropriately and hold others accountable while at the same time accepting 

accountability for their team and student outcomes 
 
Monitoring: As specified by the Principal and in accordance with School Calendar and Evaluation Schedule  
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Meeting Attendance:     As directed 

• Key Performance Indicators:   TBC 
• Date Job Profile Generated:      Date of Job Profile Review 

 
  
Part A:   Job Description________________________________________________________________________ 
 
Job Profile     Part A: Job Description       
Job Title:    Head of Year (HOY) 
Grade/Salary Scale:   various 
Reports to:    Assistant Principal/Vice Principal/Principal 
Responsible for:   Years 8-14 
Link Governor:    TBC 
Team Performance Indicators:  TBC / See School Development Plan Targets  
 
School Mission Statement: 
 
As a caring school, committed to excellence in all areas of its service to the local community, Rainey Endowed 
desires to educate its pupils to be Global Citizens of the 21st Century.  In common with all members of staff, the 
Head of Year (HOY) will be responsible for supporting students personally and collectively in becoming confident 
individuals, successful learners and responsible citizens.  The HOY will support the Governors, SLT and staff. 
 
Job Purpose:  
 

• The Head of Year  job is to support pupils as they seek  to achieve their full potential and ensure that 
personalized learning is delivered to all pupils within the Year group that they are allocated to. The HOY 
is entirely focused on pupils’ learning and pastoral welfare, and along with the Assistant Principal, Tutor, 
Assistant classroom teachers and VP, is responsible for ensuring the highest possible outcomes of every 
pupil in their year group.  

• The HOY acts as a point of contact for parents regarding the learning and achievement of their child and 
is an integral and interdependent part of the behaviours for learning team. 

• HOYs are to focus on raising the performance of individuals and cohorts within their year group (which 
they follow from Year 9 to Year 12) (Year 8 HOYs remain as HOY and Year 13 and Year 14 rotate) by 
working with others to implement strategic interventions to ensure that all pupils achieve their 
optimum outcomes.  They also have a vital role in the education of pupils in the attributes, styles and 
characteristics of successful learners, leaders and citizens. 

 
Critical responsibilities 
 

• Establish a strong shared ethos with pupil achievement, personalised target setting and support at its 
core 

• Use Chance/MIDYIS/YELLIS or other data from the SIMS data manager to track cohorts of pupils and 
identify underachievers through information provided by the subject areas 

• After every progress report (each half-term), the HOY should identify underachievers (and 
overachievers) with the AP and Subject Leader within a week of the data becoming available. 

• The HOY should meet regularly with APs to discuss progress of all pupils, including specifically targeted 
individuals and cohorts. 

• Report cards and other strategies should be used to track individual progress between progress checks 
with the identified students. 
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• Use SIMS to identify and look for patterns in pupils interrupting lessons including period lessons, 

teachers and subjects and to work with the parents, Tutor,  subject leads and subject teacher affected to 
create personalized learning behaviour targets for the most frequent SIMS comment abusers 

• Ensure that their allocated Tutors collate merit totals each half term to ensure that the House System 
totals are accurate 

• Organize Parents’ Evenings with the school office 
• Liaise with APs and Subject Leaders to ensure that identified pupils attend intervention/revision classes 

and ensure that action is taken and recorded for pupils who do not attend 
• Work with the Tutor to create targets and identify the barriers to learning for identified pupils, including 

the most disaffected. 
• HOYs should attend the IEP reviews or re-admittance meetings to agree new, learning appropriate 

targets with the Tutor, as required by the SENCO/AP 
• Ensure that agreed support strategies are circulated to all relevant staff, parents and the pupils 

concerned. 
• Identify pupils with APs and subject leads that would benefit from Peer and Assertive Mentoring, 

matching them to a suitable mentor 
• Identify pupils that would make suitable mentors for lower years for Peer Mentoring 
• Identify with the Tutor a list of pupils that would benefit from extra Study/homework support by 

October half-term in the appropriate year group - earlier intervention eg literacy and numeracy. 
• Ensure that the Tutor meets with identified underachievers and discuss their learning (and the barriers 

to it) regularly. This should happen with prioritized pupils after every week so as to provide regular 
feedback/motivation. Underachievers to be agreed with the AP/Subject Leader. 

• Compare progress reports between progress checks to ensure rigorous tracking of individuals and 
cohorts against Chance and other data 

• Chart trends of performance within cohorts (EAL, SEN, FSM etc) across the school with other HOYs and 
with SENCO/APs and report to SLT each half-term. 

• Track the success of intervention strategies with the Subject Leader and  Mentors and take appropriate 
action to ensure that they have a positive impact on pupil achievement 

• Register concerns from Parents’ Meetings with the relevant Subject Leader who will monitor the actions 
taken and whether there is a need for further action 

• Monitor percentage attendance of parents at Parents’ Meetings and ensure that parents who do not 
attend are contacted and reminded to contact the school to address any concerns  

• Monitor effectiveness of tutor team with the AP through the Pastoral review 
• Report on achievements and progress in the end of year reports 
• Report on progress towards individual targets as specified 
• Develop strategies to improve aspirations and achievements with Tutors, Subject Leaders, SENCO and 

APs 
• Work with other agencies and Tutors and Careers team to provide quality CEIAG for pupils 
• To work with AP Sixth Form & Magherafelt Learning Partnership to ensure that as many pupils as 

possible move from Year 12 into Further Education 
• Assist with assemblies to celebrate achievements 
• To assist with end of term activities as required 
• Ensure that all pupils are aware of their individual learning styles and attributes by organizing tests for 

pupils at the start of Year 8, 10, 11 etc. 
• Direct the development of resources for the team of Tutors for use during tutor time. Resources are to 

be focused on learning strategies and activities, aspects of LLW, how to develop the attributes in the 
school's vision of what it is to be a successful learner/individual  

• To co-ordinate, lead and monitor a team of Tutors in the delivery of high quality pastoral support, CEIAG 
and personal development for their tutees. 
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Job Profile Part B: Person Specification Head of Year (HOY) 
 
Qualifications: 

• PGCE  
• Desirable: evidence of further professional study. 

 
Experience & Knowledge: 

• Evidence of successfully managing/leading a project or initiative or team which has successfully 
contributed to whole school development 

• Evidence of impact on student achievement 
 
Key Skills & Attributes: 
 
Essential 

• Positive disposition to implementing the school’s educational vision 
 
Generic 

• Able to develop genuine, empathetic relationships with young people 
• High personal standards in terms of attendance, punctuality and meeting deadlines 
• High level of personal organization skills 
• Good communication skills, both written and spoken 
• Solution focused disposition and a positive attitude particularly to challenge and change 
• Understanding of and commitment to Equal Opportunities issues and principles and  the need to apply 

an equal standard of care to all students 
• Positive disposition towards inclusion of all students including those with learning difficulties in 

mainstream learning and education 
• Able to work as part of a broader inclusion and student support system 
• Ability to work as a team player and supportive of team working 
• Ability and willingness to develop own understanding and capability through advice and training  
• Ability to work without constant supervision, to provide assistance as and when required, to seek tasks 

when unoccupied and think clearly and calmly in an emergency 
• Understanding of the principles of accountability and quality assurance to achieve best possible student 

outcomes 
• Be prepared to work outside the normal working hours to contribute to whole school development and 

improvement for its staff, pupils and community 
 
Leadership 

• Ability to promote and ensure the school vision is understood and acted upon by individuals in their 
team by leading by example 

• Understanding of the management of change processes 
• Ability to maintain a consistent and continuous focus on student achievement 
• Ability to delegate appropriately and hold others accountable while at the same time accepting 

accountability for their team and student outcomes 
 
Rainey Endowed School will develop a framework for supporting effective practice which will be used to support 
staff professional development.  
 
Monitoring: As specified by the Principal and in accordance with School Calendar and Evaluation Schedule 
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Meeting Attendance:     As directed 
 
• Key Performance Indicators:   TBC 
• Date Job Profile Generated:      Date of Job Profile Review: 
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Job Title:    Assistant Head of Year 
Grade/Salary Scale:   Professional Development Opportunity  
Reports to:    HOY, Assistant Principal, Vice-principal & Principal 
Responsible for: The quality of the pastoral support and personalised learning for the 

pupils in their care; pupil outcomes at KS 3-5 
Link Governor:    
Team Performance Indicators:  School Development Plan Targets 
 
School Mission Statement: 
As a caring school, committed to excellence in all areas of its service to the local community, Rainey Endowed 
desires to educate its pupils to be Global Citizens of the 21st Century.  In common with all members of staff, the 
Assistant Head of Year will be responsible for supporting students personally and collectively in becoming 
confident individuals, successful learners and responsible citizens.  The Assistant Head of Year will support the 
Governors, Principal, Vice-Principal, Assistant Principals and staff, and, in particular, the HOY. 
 
 
Job Purpose:  
 

• The Assistant Head of Year’s job in conjunction with the HOY is to ensure that personalised learning is 
delivered to all pupils within the year group that they are allocated to. The Assistant Head of Year is 
entirely focused on pupils’ learning and pastoral welfare, and along with the HOY, Assistant Principal, 
Tutor, Assistant classroom teachers and VP, is responsible for ensuring the highest possible outcomes of 
every pupil in their year group.  

• The Assistant Head of Year acts as a point of contact for parents regarding the learning and achievement 
of their child and is an integral and interdependent part of the behaviours for learning team. 

• Assistant Head of Years are to focus on raising the performance of individuals and cohorts within their 
year group  by working with others to implement strategic interventions to ensure that all pupils achieve 
their optimum outcomes. They also have a vital role in the education of pupils in the attributes, styles 
and characteristics of successful learners, leaders and citizens. 

 
Critical responsibilities 
 

• Establish a strong shared ethos with pupil achievement, personalised target setting and support at its 
core 

• Use Chance/MIDYIS/YELLIS or other data from the SIMS data manager to track cohorts of pupils and 
identify underachievers through information provided by the subject areas 

• After every progress report (each half-term), liaise with the HOY to identify underachievers (and 
overachievers) with the AP and Subject Leader within a week of the data becoming available. 

• The Assistant Head of Year should meet regularly with HOY to discuss progress of all pupils, including 
specifically targeted individuals and cohorts. 

• Use SIMS to identify and look for patterns in pupils interrupting lessons including period lessons, 
teachers and subjects and to work with the parents, Tutor,  subject leads and subject teacher affected to 
create personalised learning behaviour targets for the most frequent SIMS comment abusers 

• Liaise with HOY to ensure that identified pupils attend intervention/revision classes and ensure that 
action is taken and recorded for pupils who do not attend 

• Work with the Tutor Team to create targets and identify the barriers to learning for identified pupils, 
including the most disaffected. 

• Identify pupils with HOY that would benefit from Peer and Assertive Mentoring, matching them to a 
suitable mentor 

• Identify pupils that would make suitable mentors for lower years for Peer Mentoring 
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• Identify with the HOY a list of pupils that would benefit from extra Study/homework support by October 

half-term in the appropriate year group- earlier intervention eg literacy and numeracy. 
• Ensure that the Tutor meets with identified underachievers and discuss their learning (and the barriers 

to it) regularly. This should happen with prioritised pupils after every week so as to provide regular 
feedback/motivation. Underachievers to be agreed with the HOY. 

• Compare progress reports between progress checks to ensure rigorous tracking of individuals and 
cohorts against Chance and other data 

• Identify chart trends of performance within cohorts (EAL, SEN, FSM etc) across the school with HOY. 
• Track the success of intervention strategies with the HOY and  Mentors and take appropriate action to 

ensure that they have a positive impact on pupil achievement 
• Monitor the impact of Peer Mentors in identified pupils in conjunction with HOY 
• Work with other agencies and Tutors and Careers team to provide quality CEIAG for pupils 
• Assist with assemblies to celebrate achievements 
• To assist with end of term activities as required 

 
 
Job Profile Part B: Assistant Head of Year (HOY) 
 
Qualifications: 

• PGCE  
• Desirable: evidence of further professional study. 

 
Experience & Knowledge: 

• Evidence of successfully managing/leading a project or initiative or team which has successfully 
contributed to whole school development 

• Evidence of impact on student achievement 
 
Key Skills & Attributes: 
 
Essential 

• Positive disposition to implementing the school’s educational vision 
 
Generic 

• Able to develop genuine, empathetic relationships with young people 
• High personal standards in terms of attendance, punctuality and meeting deadlines 
• High level of personal organization skills 
• Good communication skills, both written and spoken 
• Solution focused disposition and a positive attitude particularly to challenge and change 
• Understanding of and commitment to Equal Opportunities issues and principles and  the need to apply 

an equal standard of care to all students 
• Positive disposition towards inclusion of all students including those with learning difficulties in 

mainstream learning and education 
• Able to work as part of a broader inclusion and student support system 
• Ability to work as a team player and supportive of team working 
• Ability and willingness to develop own understanding and capability through advice and training  
• Ability to work without constant supervision, to provide assistance as and when required, to seek tasks 

when unoccupied and think clearly and calmly in an emergency 
• Understanding of the principles of accountability and quality assurance to achieve best possible student 

outcomes 
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• Be prepared to work outside the normal working hours to contribute to whole school development and 

improvement for its staff, pupils and community 
 
Leadership 

• Ability to promote and ensure the school vision is understood and acted upon by individuals in their 
team by leading by example 

• Understanding of the management of change processes 
• Ability to maintain a consistent and continuous focus on student achievement 
• Ability to delegate appropriately and hold others accountable while at the same time accepting 

accountability for their team and student outcomes 
 
RES will develop a framework for supporting effective practice which will be used to support staff professional 
development.  
 
Monitoring: As specified by the Principal and in accordance with School Calendar and Evaluation Schedule 
 

• Meeting Attendance:    As directed 
 

• Key Performance Indicators:   TBC 
• Date Job Profile Generated:      Date of Job Profile Review: 
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Job Profile     Part A: Job Description 
 
 
Job Title:    Tutor 
Job Ref:     
 
Grade/Salary Scale:   N/A 
  
Accountabilities 
 
Reports to:    HOY/ Assistant HOY and Assistant Principal/SLT 
Responsible for:   Progress of the designated student group      
Link Governor (if applicable):  TBC 
Team Performance Indicators:  See School Development Plan Targets  
 
 
As a caring school, committed to excellence in all areas of its service to the local community, Rainey Endowed 
desires to educate its pupils to be Global Citizens of the 21st Century.  In common with all members of staff, the 
Tutor will be responsible for supporting students personally and collectively in becoming confident individuals, 
successful learners and responsible citizens.  The Tutor will support the Governors, Principal, Assistant Principal, 
HOY and staff by: 
 
Job Purpose: 
 
To work with individual students providing support, advice, encouragement, guidance and challenge and to help 
students celebrate their success. To support the progress and achievement of a designated Tutor Group of 
students through regular mentoring and to provide advocacy for those students needs in the planning of 
teaching and learning.  
 
Critical Responsibilities: 
 
To carry out the following professional duties as circumstances may require and in accordance with the school’s 
policies under the direction of the Principal, in particular: 
 

• Liaison with Inclusion/SENCO/Subject Teachers – Subject Leader/HOYs/ Assistant HOYs/APs 
• The Tutor acts as a point of contact for parents regarding the learning and achievement of their child 

and is an integral and interdependent part of the behaviours for learning team. 
• Be responsible for a Tutor Group of students and their individual learning 
• Plan, organise and facilitate ‘Tutor Time’ including delivery of aspects of the curriculum allocated to 

Personal Learning 
• Provide regular mentoring sessions for pupils during Tutor Time 
• Plan for and facilitate Pupil Review meetings/Parent meetings 
• Provide first point of contact and key link between home and school 
• Problem-solve and support students to manage conflict 
• Administer registration and monitor attendance of Tutor Group 
• Accompany and sit with pupils in assemblies 
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Main Duties: 
 

• Supporting students and those engaged with them by identifying barriers to learning and creating 
systems to overcome those barriers � writing and reviewing IEPs with SENCO as required 

• Developing and maintaining appropriate contact with families and carers and secure positive support 
• Liaising closely with other teaching staff to ensure that everyone understands and uses the strategies 

designed to support individuals 
• Modelling, teaching and actively promoting the school’s ethos/values and Code of Conduct  
• Being familiar with, strictly adhering to and actively promoting Child Protection/Health & Safety 

Procedures 
• Maintaining accurate Records for each pupil 

 
 
Monitoring: 

• Academic progress of students within a specified Tutor Group 
• Progress in Core Learning Skills development  
• Attendance data 
• Behaviour/conduct data 

 
 
Meeting Attendance: 

• Year Team Meetings 
• Whole School Briefings to include meetings with SENCO, as required 
• Assemblies 

 
Key Performance Indicators: 

• Achievement across designated Tutor Group 
• Coaching for Learning Framework 
• Monitoring behaviour, attendance, progress and interventions of Tutor Group  
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Job Profile   Part B: Person Specification  
                                     Tutor 
 
 
Qualifications: 
 

• English and Mathematics at GCSE/’O’ Level or equivalent and/or sound Literacy and Numeracy skills 
(QTS accreditation level) 

• ICT skills (QTS accreditation level or European Computer Driving Licence ECDL level) – or a willingness to 
acquire 

 
Experience & Knowledge: 
 

• Successful experience working with children and young people in an educational setting 
 
 
Key Skills & Attributes: 
 
Essential 

• Positive disposition to implementing the Schools’ educational vision 
 
Generic 

• Able to develop genuine, empathetic relationships with young people 
• High personal standards in terms of attendance, punctuality and meeting deadlines 
• High level of personal organisation skills 
• Good communication skills, both written and spoken 
• Solution focused disposition and a positive attitude particularly to challenge and change 
• Understanding of and commitment to Equal Opportunities issues and principles and the need to apply 

an equal standard of care to all students 
• Positive disposition towards inclusion of all students including those with learning difficulties in 

mainstream learning and education 
• Able to work as part of a broader inclusion and student support system 
• Ability to work as a team player and supportive of team working 
• Ability and willingness to develop own understanding and capability through advice and training  
• Ability to work without constant supervision, to provide assistance as and when required, to seek tasks 

when unoccupied and think clearly and calmly in an emergency 
• Understanding of the principles of accountability and quality assurance to achieve best possible student 

outcomes 
 
Specific 

• Commitment to the concept of acting as advocate and champion for a Home Group of students  
• Prepared to actively nurture and support the development of student interests and passions 
• Ability to develop and apply effective mentoring for learning techniques 

 
RES will develop a framework for supporting effective practice which will be used to support staff professional 
development. 
 
 
Date Job Profile Generated: 
Date of Job Profile Review: 


