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9 October 2003

Dear Colleague

NGT/11

Duties for Depute Headteachers, Principal Teachers

and Teachers
1.
Annex B of 'A Teaching Profession for the 21 Century' outlines the duties which attach to the above teaching posts.

2.
Exemplification of Annex B within Falkirk Council has been agreed by the NGT.

3.
The statement of duties for each post and a paper outlining the delivery of pastoral care are attached.

4.
It was agreed that the statements for all three levels of post should be made available to all teaching staff.  All teachers employed by the Council should ensure that they retain these.

5.
The statements which are attached describe the duties of teaching staff in Falkirk Council.  They form the basis of job descriptions for promoted posts, and for the job sizing of these posts.

Yours sincerely

Ann Carnachan (Management Side)

Dorothy Finlay (Teachers' Side)

Joint Secretaries

TEACHER DUTIES

1.0
TEACHER DUTIES
1.1
The duties of a Teacher working in Falkirk Council are drawn from the outline duties for Teachers set out in Annex B of the national agreement "A teaching profession for the 21st century".

(a)
Teaching assigned classes together with associated preparation and correction.

(b)
Developing the school curriculum.

(c)
Assessing, recording and reporting on the work of pupils.

(d)
Preparing pupils for examinations and assisting with their administration.

(e)
Providing advice and guidance to pupils on issues related to their education.

(f)
Promoting and safeguarding the health, welfare and safety of pupils.

(g)
Working in partnership with parents, support staff and other professionals.

(h)
Undertaking appropriate and agreed continuing professional development.

(i)
Participating in issues related to school planning, raising achievement and individual review.

(j)
Contributing towards good order and the wider needs of the school.

2.0
KEY RESPONSIBILITY AREAS
2.1
The following key responsibility areas have been determined by Falkirk Council and are applicable to all teachers:

· Curricular

· Pastoral

· Collegiate

· Professional Development.

2.2
Teachers will carry out the duties listed below associated with each of these areas under the direction of the Headteacher.  The Standard for Full Registration produced by the General Teaching Council for Scotland (GTCS) is applicable within Falkirk Council and is used to support the definition of the specific duties.

3.0
DUTIES ASSOCIATED KEY RESPONSIBILITIES
3.1
Curricular


Curricular duties will be undertaken by Teachers, within each school's framework for delivery of the curriculum, to improve the learning and attainment of the pupils for whom they are responsible.


Curricular duties will be in line with Annex B (a), (b), (c), (d) and (i).

3.2
Pastoral


Pastoral care duties will be undertaken within each school's framework for supporting pupils.  These duties relate to duties (e), (f), (g) and (J) in the national agreement and will include the following:

· to provide pupils with personal support

· to provide pupils with curriculum support specific to the needs of the individual

· to provide pupils with vocational support to assist them in the transition from school to further education, training or employment

· to contribute to a personal and social education programme as appropriate

· to provide opportunities for pupils to contribute to and benefit from a positive school ethos

· to contribute to the successful transfer of pupils across stages and sectors

· to communicate with parents/carers.


Further advice and detail with regard to pastoral care duties are set out in Appendix 1.

3.3
Collegiate


Collegiate duties will be undertaken on an authority, Integrated Learning Community and whole school basis and in the curriculum area/stage of each teacher.  Duties will include:

· working in collaboration with other professionals

· contributing to the planning, development and implementation of policies

· engaging in the process of curriculum development in collaboration with colleagues

· participating in school development planning and strategies for raising achievement.

3.4
Professional Development

· Participate in annual professional review and development process

· undertake appropriate and agreed continuing professional development.

4.0
ALLOCATION OF DUTIES
4.1
Teachers working in Falkirk Council will be under the direction of the Headteacher in accordance with the policies and priorities of the school and Education Services.  The agreed duties should be capable of being carried out within contractual time and will have regard to teacher workload.

APPENDIX 1
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FALKIRK COUNCIL : EDUCATION SERVICES

PASTORAL CARE

1.
POSITION STATEMENT
1.1
Falkirk Council Education Services are committed to developing a high standard of provision of pastoral care for all learners.  It is recognised that each learner is an individual with cognitive, social and emotional needs, as well as a range of personal qualities, competences, skills.  Pastoral care is fundamental to supporting effective teaching and learning.

1.2
In implementing 'A Teaching Profession for the 21st Century' it is essential to maintain the support available for children and young people and indeed, the authority seeks to enhance the provision of support for pupils as defined in Annex B of the National Agreement.  Pastoral care duties will be undertaken within each school's framework for supporting pupils.

1.3
Annex B of the National Agreement sets out the following responsibilities of all teachers:

· promoting and safeguarding the health, welfare and safety of pupils

· working in partnership with parents, support staff and other professionals

· providing advice and guidance to pupils on issues related to their education

· contributing towards good order and the wider needs of the school.


This endorses the pastoral care responsibilities of all teachers and makes it clear that pastoral care is a process in which all teachers are involved and have responsibilities.  

2.
DEFINITION OF PASTORAL CARE
2.1
Pastoral care is an holistic approach by which the school attempts to provide for the care and welfare of individual pupils, addressing their personal, social, emotional, physical and intellectual needs in order that each might participate fully and gain maximum benefit from everything the school has to offer.

3.
THE CONTEXT
· Each school is part of an Integrated Learning Community which expands the range of support available to school staff and accessible to pupils and their parents/carers.  Integrated Learning Communities are appointing key support staff such as Family Support Workers, Home/School Link Workers, Youth Workers who will become part of the wider school team.  


Support is also available from statutory services such as Housing and Social Work, the local health authority, Careers Scotland, Children's Reporter, Central Scotland Police and from charitable and voluntary organisations such as Barnardo's and Community Service Volunteers.  This range of support services is available for schools to draw on and to create the kind of multi-agency support which can be needed by many children and families.  In each school the work of the support team will be managed and co-ordinated and an appropriate system will be in place to identify and allocate support for individual pupils.

· Each school has a pupil support structure comprising Depute Headteachers, Principal Teachers and support staff to support those pupils with needs of a more complex or specific nature.

· The implementation of responsibilities of all staff in relation to pastoral care as outlined in Annex B of 'A Teaching Professional for the 21st Century' and the requirement now included within the 'Standard for Full Registration for Teachers'.

· In secondary schools routine pastoral care duties will be undertaken by a form teacher arrangement in which each has pastoral responsibility for an identified group of normally no more than 20 students.

· Staff development support for all teachers to assist them in developing their pastoral care responsibilities.

· The development and use of electronic systems to support management information and administrative tasks such as online registration, tracking of pupil progress and attainment.

· Support for teaching staff from centralised specialist teams such as BATPUSS and specialist teachers based in Camelon Education Centre, Psychological Services based at Moray Primary School and Park Street and Quality Improvement Officers based at McLaren House.

· Addressing the more complex additional support needs of some pupils and managing a caseload of individual pupils is a management task for principal teachers in secondary schools.

4.
IMPLEMENTATION OF NEW MANAGEMENT STRUCTURES
4.1
In devising new management structures all schools have ensured support for the cognitive, social and emotional needs of children and young people.  Within house systems and/or within pupil support structures all schools envisage a team of principal teachers, teachers and other support staff providing support to individual pupils

4.2
During the transition phase secondary schools have appointed temporary principal teachers of Guidance to ensure the continued provision of pastoral care as new management structures are implemented and staff development is provided to enable all teachers to take on the duties as outlined in Annex B of  'The Teaching Professional for the 21st Century'.

5.
OBJECTIVES AND OUTCOMES OF PASTORAL CARE
5.1
The National Agreement 'A Teaching Profession for the 21st Century' sets out the duties of every teacher.  In relation to pastoral care the following duties are included:

· to provide pupils with personal support
· to provide pupils with curriculum support specific to the needs of the individual

· to provide pupils with vocational support to assist them in the transition from school to further education, training or employment

· to contribute to a personal and social education programme as appropriate

· to provide opportunities for pupils to contribute to and benefit from a positive school ethos
· to contribute to the successful transfer of pupils across stages and sectors

· to communicate with parents/carers


Teaching staff already carry out many of these duties formally and informally but the intention is to incorporate these duties into a more structured approach to provide for the care and welfare needs of all pupils in all schools.

5.2
All pupils are entitled to support, but do not all require the same amount or same types of support.  The provision of pastoral care requires to be flexible, responsive to need and managed accordingly.  The objective is to meet the care and welfare needs specific to individual pupils and all those working with children and young people - form teachers, subject teachers, principal teachers, support staff and senior managers have a role to play.

5.3
Pastoral care will be offered in a range of complementary contexts including:-

· in tutor groups

· at 1:1 meetings

· through personal and social education programmes

· through activities outwith pupil day

· through contributions which develop a positive school ethos.

5.4
The nature of the provision of pastoral care should ensure that pupils are offered continuing opportunities to further develop and practice a range of skills which enables them to fully participate in their own learning.

5.5
The extent to which the outcomes of pastoral care are achieved should be monitored and evaluated in line with the quality indicators described in 'The Child at the Centre' and 'How Good is Our School?'
6.
ROLES AND RESPONSIBILITIES
6.1
In secondary schools form teachers will have a key role in delivering pastoral care and support.  Form teachers will have pastoral responsibility for an identified group of normally no more than 20 pupils.

6.2
Form groups may be organised in year groups or vertically (mixed year groups).

6.3
An appropriate amount of time will be timetabled to enable form teachers to carry out the tasks associated with pastoral care.

6.4
Additional support for teachers through the appointment of new support staff or through electronic systems to reduce administrative tasks will enable teachers to spend less time on non-teaching tasks and free up time for the duties outlined below.

6.5
Form teachers will be provided with support and leadership by principal teachers.  Overall responsibility for pupil support will lie with a depute headteacher.

7.
TASKS
7.1
Form teachers will be responsible for the following tasks:

· provide daily contact and support for pupils in tutor group.

· take an active interest in each pupil in the group.

· provide first level of communication for pupils, parents/carers and staff

· promote the school ethos; its aims, values and rules

· bring pupils who have additional support needs to the attention of the appropriate principal teacher

· be aware of the network of support available to pupils.

7.2
Each secondary school will determine how the personal and social education programme will be planned, managed and delivered.  The planning and management will normally be carried out by principal teachers.  The programme may be delivered in a range of ways including:

· by principal teachers

· through subject departments

· by volunteer teachers

· with support from other services and external agencies.

7.3
Appendix 2 provides examples of the tasks in which form teachers will be involved.  It is not an exhaustive catalogue but indicates some of the tasks which may occur depending on a number of factors such as the stage of the pupil, family circumstances and time within the school session.  The form teachers will be involved at a first level of engagement and will be expected to alert principal teachers should further action require to be taken.  Advice will be provided in each school with regard to the support structures available and referral routes and procedures.

8.
CONTINUING PROFESSIONAL DEVELOPMENT
8.1
Appropriate and varied continuing professional development (CPD) opportunities will be provided in schools and through authority led and national events to enable teachers and principal teachers to undertake their pastoral care responsibilities effectively.  

8.2
Opportunities will build on successful experiences to date including:

· introductory courses offered by Falkirk Council Education Services

· certificated courses led by external bodies

· network meetings to share good practice

· dissemination of literature

· opportunity to visit colleagues in other establishments

· attendance at seminars and workshops

· attendance at professional meetings to discuss individual pupils.

Useful Documentation
· The Child at the Centre : Self-Evaluation in the Early Years

· How Good is Our School, HMIE, 2002

· Taking a closer look at guidance, HMI, 1998

· Guidance : Statement of Good Practice, Falkirk Council, 2001

· Discussion Paper, EIS, 2002

· Managing guidance arrangements for Higher Still, 1997

· Managing Guidance, SOED, 1994

· Inclusive Education Policy, Falkirk Council, 2003

· Standard for Full Registration, GTC

ILLUSTRATIVE EXAMPLES OF TASKS OF FORM TEACHERS

	Objective
	Specific Objective
	Range of Tasks
	Illustrative examples of possible levels of involvement of tasks



	1.
Personal Support
	Attendance and late coming 
	· Monitor attendance and punctuality of pupils and offer them support and encouragement.

· Promote improvement in attendance and punctuality.

· Refer appropriate cases to PT.
	· Collect and monitor absence notes from parents/ carers.

· Explain attendance procedures and implications for pupils.

· Alert PT when attendance or punctuality causes concern.



	
	Health
	· Take an active interest in the health and well‑being of pupils and offer them support.

· Refer appropriate cases to PT.


	· Communicate with support staff and PT so that health records can be kept up-to-date.

· Distribute appropriate information.

· Alert PT when an apparent health issue causes concern.



	
	Personal Welfare
	· Take an active interest in the personal welfare of pupils and offer them support.

· Be aware of their duties and responsibilities regarding child protection issues.

· Refer appropriate cases to PT.

· Contribute to the successful transition from primary to secondary school.


	· Welcome pupils into tutor room.

· Engage pupils in conversation.

· Encourage the involvement of newly-enrolled pupils throughout the school year.

· Be aware of any change in the general well‑being of pupils and alert PT.

	2.
Curriculum
	Curriculum and Timetable
	· Take an active interest in the curriculum and timetables of pupils and offer them support.

· Refer appropriate cases to PT.
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Highlight issues relating to curriculum and timetable, eg when a change in a subject rota is to take place, room displacements during examinations, forthcoming option choice programme.  Discuss implications for pupils.

· Deal with practical issues, eg lost timetables, how to find classrooms, new teachers.




	Objective
	Specific Objective
	Range of Tasks
	Illustrative examples of possible levels of involvement of tasks



	2.
Curriculum (cont'd)
	Learning and Teaching
	· Take an active interest in the teaching and learning of pupils and offer them support.

· Encourage pupils to raise standards or maintain high standards.

· Advise pupils on general issues of assessment and examinations.

· Encourage use of Personal Learning Plan.

· Refer appropriate cases to PT.


	· Checking homework diaries/school planners to see if there are any issues arising from homework.

· Advise on basic study skills, pupil queries about exam arrangements, etc.  Encourage exam preparation.

· Encourage pupils to reflect on progress and offer constructive advice.

· Receive routine communication from parents and pass on appropriately.



	3.
Vocational Support
	Career education
	· Take an active interest in the careers education of pupils and offer them support where appropriate.


	· Be aware of arrangements regarding access to Careers Adviser and Careers Library.

· Be aware of career interview dates, careers conventions and exhibitions and encourage pupils to prepare for and participate in them.

· Discuss appropriate dress for interviews.



	
	Education for Work
	· Take an active interest in the Education for Work activities in which their pupils are involved and offer them support.

· Encourage pupils to take part in Education for Work activities.


	· Be aware of when work experience placements are scheduled and express an interest in pupils' placements: preparation for and outcomes.

	
	Vocational activities
	· Take an active interest in pupils' vocational activities.

· Encourage pupils to take part in vocational activities.


	· Encourage pupils to prepare for visits and university and college open days.

	4.
Personal and social education
	
	· Delivery of PSE programme by principal teachers, external/support agencies and volunteer teachers.


	· Individuals may volunteer to deliver aspects of the PSE programme, eg preparing for interviews as part of the Career Education Programme.




	Objective
	Specific Objective
	Range of Tasks
	Illustrative examples of possible levels of involvement of tasks



	5.
Development of a positive school ethos
	General
	· Promote the development of a positive school ethos.
	· Encourage pupils to actively participate in School Council and Falkirk School Council business, ether as representatives or constituents.

· Encourage active citizenship, eg good habits, self‑discipline, respect for others, work ethic, responsibility, reliability, honesty, attitudes, etc.

· Encourage pupils to follow the school dress code.

· Expect pupils to follow the school behaviour code.

· Promote communication with parents/carers by issuing school newsletters, information about parents' meetings, etc.

· Read out school bulletins/newsletters and support school matters that require teacher support.

· Encourage pupils to take part in school initiatives, eg buddying and mentoring, charity efforts, extra‑curricular events, etc.

· Pass on information about outstanding achievements.



	
	Behaviour Management
	· Take an active interest in the behaviour of pupils, encourage good behaviour and offer them support.

· Encourage pupils to increase achievements or maintain high levels.

· Refer appropriate cases to PT.


	· 

	
	Recognition of achievement
	· Take an active interest in the achievements of pupils and encourage them to increase achievements or maintain high levels.


	· 

	
	Safety and security - anti-bullying, etc


	· Take an active interest in pupils' safety and security and offer them support when appropriate.

· Participate in arrangements for pupils' safety and security.

· Promote and encourage pupil awareness of personal and whole-school safety and security.

· Refer appropriate cases to PT.


	· 


PRINCIPAL TEACHER DUTIES

1.0
PRINCIPAL TEACHER DUTIES
1.1
The duties of a Principal Teacher working in Falkirk Council are drawn from the outline duties for Principal Teachers set out in Annex B of the agreement "A teaching profession for the 21st century".


(a)
Responsibility for the leadership, good management and strategic direction of colleagues.


(b)
Curriculum development and quality assurance.


(c)
Contributing to the development of school policy in relation to the behaviour management of pupils.


(d)
The management and guidance of colleagues.


(e)
Reviewing the CPD needs, career development and performance of colleagues.


(f)
The provision of advice, support and guidance to colleagues.


(g)
Responsibility for the leadership, good management and strategic direction of pastoral care within the school.


(h)
The development of school policy for the behaviour management of pupils.


(i)
Assisting in the management, deployment and development of pastoral care staff.


(j)
Implementation of whole school policies dealing with guidance issues pastoral care, assessment and pupil welfare.


(k)
Working in partnership with colleagues, parents, other specialist agencies and staff in other schools as appropriate.

2.0
KEY RESPONSIBILITY AREAS
2.1
The following four key responsibility areas for promoted posts established by the Scottish Negotiating Committee for Teachers, apply to all Principal Teacher posts within Falkirk Council.

· Responsibility for the leadership, good management and strategic direction of colleagues.

· Responsibility for curriculum development and quality assurance.

· Responsibility for whole school policy and implementation.

· Responsibility for working with partners.

2.2
The duties of teachers will apply also to Principal Teachers.  The Standard for Full Registration agreed by the General Teaching Council for Scotland (GTCS) is applicable within Falkirk Council and is used to support the definition of the specific duties.

2.3
The salary of a Principal Teacher will be determined by applying the job sizing toolkit agreed at the SNCT.

3.0
DUTIES ASSOCIATED WITH PRINCIPAL TEACHERS' MANAGEMENT RESPONSIBILITIES
3.1
Leadership, Good Management and Strategic Direction of Colleagues


Within allocated areas of responsibility:


3.1.1
Have direct line management responsibility for allocated staff.


3.1.2
Provide advice, support and guidance to colleagues.


3.1.3
As part of professional review and development, review the CPD needs, the career development, welfare and performance of colleagues.


3.1.4
Be accountable for allocated budgets and the effective deployment of resources.


3.1.5
Assist with the selection and recruitment of staff.


3.1.6
Implement the appropriate aspects of Falkirk Council's Discipline and Grievance and Capability procedures.

3.2
Curriculum Development and Quality Assurance


Within allocated areas of responsibility:


3.2.1
Manage the development of the school curriculum.


3.2.2
Monitor and evaluate learning and teaching.*


3.2.3
Contribute to the management of the process of school development planning.


3.2.4
Implement and evaluate Quality Assurance procedures.


3.2.5
Take responsibility and accountability for health and safety as appropriate.

3.3
Whole School Policy and Implementation


Within allocated areas of responsibility:


3.3.1
Develop, manage and implement policy on learning and teaching.


3.3.2
Develop, manage and implement policy on pupil assessment and attainment.


3.3.3
Develop, manage and implement policy on pastoral care, pupil welfare and support.


3.3.4
Develop, manage and implement policy on behaviour management.

3.4
Working with Partners


Within allocated areas of responsibility:


3.4.1
Lead and/or work with colleagues in same establishment.


3.4.2
Work with other establishments and agencies.


3.4.3
Work with parents/carers.

4.0
ALLOCATION OF DUTIES
4.1
Principal Teachers working in Falkirk Council will be under the direction of the Headteacher in accordance with the policies and priorities of the school and Education Services.

4.2
Following consultation, key areas of responsibility and management duties will be determined.  The duties of a Principal Teacher will be capable of being undertaken within contractual time and will have regard to teacher workload. 

*
With regard to Principal Teachers in secondary schools, this aspect requires further clarification.  Exemplification will be provided as to how this duty can be carried out by a Principal Teacher managing a group of secondary subjects.

DEPUTE HEADTEACHER DUTIES

1.0
DEPUTE HEADTEACHER DUTIES
1.1
The duties of a Depute Headteacher working in Falkirk Council are drawn from the outline of duties for Depute Headteachers set out in Annex B of the agreement 'A Teaching Profession for the 21st Century'.


"The role of the Depute Headteacher is to assist, and where necessary, to deputise for the Headteacher in the conduct of the school's affairs."

1.2
The agreement sets out the outline duties of a Headteacher.


"The role of the Headteacher is, within the resources available, to conduct the affairs of the school to the benefit of the pupils and the community it serves, through pursuing objectives and implementing policies set by the education authority under the overall direction of the Director of Education.  The Headteacher shall be accountable to the education authority for the following list of duties and for such duties as can reasonably be attached to the post:


(a)
Responsibility for the leadership, good management and strategic direction of the school.


(b)
Responsibility for school policy for the behaviour management of pupils.


(c)
The management of all staff, and the provision of professional advice and guidance to colleagues.


(d)
The management and development of the school curriculum.


(e)
To act as adviser to the School Board and to participate in the selection and appointment of the staff of the school.


(f)
To promote the continuing professional development of all staff and to ensure that all staff have an annual review of their development needs.


(g)
Working in partnership with parents, other professionals, agencies and schools.


(h)
To manage the health and safety of all within the school premises. 

2.0
KEY RESPONSIBILITY AREAS


2.1
The following four key responsibility areas for promoted posts established by the Scottish Negotiating Committee for Teachers, apply to all Depute Headteacher posts within Falkirk Council.

· Responsibility for the leadership, good management and strategic direction of colleagues.

· Responsibility for curriculum development and quality assurance.

· Responsibility for whole school policy and implementation.

· Responsibility for working with partners.

2.2
The salary of a Depute Headteacher will be determined by applying the job sizing toolkit agreed at the SNCT.

3.0
KEY MANAGEMENT DUTIES WITHIN ALLOCATED AREAS OF RESPONSIBILITY

3.1
Leadership, Good Management and Strategic Direction of Colleagues


3.1.1
Deputise for the Headteacher as required.


3.1.2
Manage the day to day running of the school.


3.1.3
Liaise at school level with ILC Resource Manager.


3.1.4
Have direct line management responsibility for Principal Teachers within areas of responsibility.


3.1.5
Be responsible for the strategic management of finance and effective deployment of resources.


3.1.6
Be responsible and accountable for health and safety.


3.1.7
Support the Headteacher in the selection and recruitment of staff.


3.1.8
Be involved in implementing the council's Disciplinary and Grievance and Capability procedures.


3.1.9
Implement relevant national, council, ILC and school policies and priorities.

3.2
Curriculum Development and Quality Assurance


3.2.1
Co-ordinate the development, implementation and review of curricular policy.


3.2.2
Co-ordinate CPD procedures.


3.2.3
Within the professional review and development process, review the CPD needs, career development, welfare and performance of colleagues.


3.2.4
Implement delegated aspects of whole school quality assurance, including performance review.


3.2.5
Take forward delegated aspects of the school development plan.


3.2.6
Disseminate examples of good practice.

3.3
Whole School Policy and Implementation

3.3.1
Manage the school's policy development strategy.


3.3.2
Manage the development, implementation and review of school policy on learning and teaching.


3.3.3
Manage the development, implementation and review of school policy on pupil assessment and attainment.


3.3.4
Manage the development, implementation and review of school policy on guidance, pastoral care and pupil welfare.


3.3.5
Manage the development, implementation and review of school policy on behaviour management.

3.4
 Working with Partners

3.4.1
Manage the school's strategy for communicating with parents/carers.


3.4.2
Undertake the strategic direction of colleagues in the same establishment.


3.4.3
Promote the school within the community.


3.4.4
Liaise with other education providers.


3.4.5
Liaise with, and facilitate liaison with outside agencies.

4.0
ALLOCATION OF DUTIES

4.1
Depute Headteachers working in Falkirk Council will be under the direction of the Headteacher in accordance with the policies of the school and Education Services.

4.2
Following consultation, the Headteacher will determine each Depute Headteacher's areas of responsibility and senior management duties.  The duties of Depute Headteachers will be capable of being carried out within contractual time and will have regard to teacher workload.

APPENDIX 2
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