
APPENDIX I 

 

Job Title: Head of School  

 

Purpose: The Head of School carries out the school's broad educational mission and policies as 

established by the Pastor and the Advisory Board particularly by moving the school 

from being a “good” school to an “excellent” school by leading all relevant aspects of 

administration, management, personnel and discipline. 

 

 The Head of School is the Chief Operating Officer appointed by the Pastor in 

conjunction with the School Advisory Board to administrate the implementation of 

the school's mission and operating policy by providing day-to-day effective 

educational leadership for the school. 

 

Responsible to:  The Pastor and the School Advisory Board  

 

Requirements: 

 

The following are the key requirements of the Head of School: 

 

1. Supporting the Catholic Life of the School 

• Maintain the Catholic ethos and mission of the school at all times through actions, decisions and 

policy; 

• Model the Catholic ethos of the school through actions and relationships; 

• Provide leadership in the process of faith development and Catholic Ethos. 

 

2. Core Purpose 

• Overall responsibility for all aspects of School operation; 

• Oversee the Senior Leadership Team and the smooth running of the school; 

• Promote and lead school improvement planning; 

• Supervise all staff with the support of the Head of Primary and Head of Secondary; 

• Ensure ongoing effective communication with all members of the school community; 

• Work with all staff to recruit families to the school; 

• Support the staff in their work with parents and students of the school. 

 

3. Relations with the Advisory Board 

• Bring to the attention of the Chair of the Advisory Board such matters and data about the needs 

and operation of the School as are appropriate to keep the Advisory Board fully informed to meet 

its responsibilities; 

• Participate on the Executive Committee, the Advisory Board, School Improvement Committees 

and Board Subcommittees as required by attending meetings and preparing reports; 

• Serve as the chief communicator between the Advisory Board and the staff. 

 

4. Development Planning 

• Lead the successful implementation of the school improvement plan; 

• Meet regularly with the Heads of Primary and Secondary to discuss the ongoing progress and 

development of students, staff, action plans and plans for school events; 

• Ensure the creation and development of school policy and procedures to reflect the needs of the 

school; 

• Ensure the creation and upkeep of a staff policy and procedures handbook to reflect agreed 

practice in the school.  

 

5. Managing and Developing Staff 

• Define the teaching and non-teaching professional staff positions needed to implement the 

School's programme, and recruit highly effective teachers and staff to fill them; 



• Establish productive working conditions, staff policies and guidelines, discipline, training and 

development of all professional staff; 

• Work in conjunction with the Heads of Primary and Secondary in managing the performance of 

teachers using the agreed Teacher Evaluation/Performance Appraisal Policy; 

• Coordinate professional development in accordance with the agreed policy and budget 

constraints; 

• Line manage the Heads of Primary and Secondary;  

• Maintain personal contact with all School staff members, fostering good public relations, 

promoting high morale, and identifying and addressing personnel problems as early as 

possible.  Encourage similar conduct among all staff. 

 

6. Managing Resources 

• Responsible for strategic financial planning in conjunction with the Finance Subcommittee; 

• Prepare a complete annual budget proposal for submission to the Advisory Board with the 

assistance of Finance Subcommittee; 

• Ensure that the available financial resources are carefully managed within the budgetary 

guidelines and authorise spending within the approved budget; 

• Ensure the preparation, in conjunction with appropriate staff, of monthly financial statements to 

the Advisory Board on various matters concerning the School’s financial status, including 

enrolment, outstanding accounts, income, expenditures, and cash flow projections; 

• Be ultimately responsible for ensuring that all student accounts are up-to-date in conjunction with 

the Bursars. 

 

7. Relations with the Parents and the Wider Community 

• Be available to meet with existing and potential parents for consultation in accordance with 

agreed lines of communication; 

• Represent the school in the community;  

• Serve as a primary spokesperson for the school; 

• Attend meetings of the H.S.A.; 

• Participate on the H.S.A. to support the involvement of parents and teachers in the school 

community; 

• Represent the school as part of the Private Schools Association; 

• Assist in fund raising efforts by articulating in many different settings the school’s unique vision 

and the value of the goals for which funds are being raised; 

• Encourage meaningful alumni, parent, and past parent participation in events that aid and support 

the goals of the school. 

 

8. Managing Own Performance and Development 

• Prioritize and manage own time effectively; 

• Participate in appropriate professional development in accordance with the school’s professional 

development policy and budget constraints; 

• Remain abreast of current trends and research in education and how they impact St. Ignatius 

Catholic School. 

 

9. Other 

• Attends and participates in open evenings, presentations to parents and student performances. 

 

Review:  This job description will be reviewed at the beginning of each academic year, or 

earlier if necessary.  In addition, it may be amended at any time after consultation. 

 

Note:  It is impossible (and imprudent) to try to list every single thing a Head of School is 

responsible for.  It is assumed that the Pastor, Advisory Board and the Head of School will 

have a common understanding of the term “effective educational leadership for the school.” 

 


