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Letter of introduction from the Governors 
 

Dear Applicant,  
  
On behalf of the Governors, staff and pupils, thank you for your interest in the Headteacher 
post at Burman Infant School. This appointment is necessary as our much loved Head 
teacher has retired. 
  
We are an ‘outstanding’ small school located in Shirley in the heart of the community with 
easy links to Birmingham and Solihull.  
  
We have enthusiastic pupils, committed staff and very supportive parents. Our children 
from nursery to Year 2 are well behaved, receptive and are eager to learn. They have 
worked with us, as have all of the staff, to outline the person that we are looking for to 
continue our journey. 
  
We are seeking an enthusiastic current Headteacher or Deputy Headteacher with the 
relevant experience and leadership qualities to capitalise on our existing strengths whilst 
maintaining our standards and developing new ideas and taking our school into the next 
decade.  
  
We need our successful applicant to support the delivery of an inspiring and exciting 
learning experience where all of our pupils feel they are striving to succeed and are building 
on their achievements.  
  
If you are excited by the idea of leading our school with our supportive team, children who 
love to work and a committed and capable team of Governors, please apply to join us.  
  
We welcome visits to the school and encourage you to make arrangements to meet me and 
let me show you around the school. The appointment process has been somewhat delayed 
by the pandemic, but our now retired Head Teacher Julie Carter will, I am sure, also be very 
pleased to meet you and show you around with me. 
  
We look forward to meeting you!  
  
Rick Horton 

Chair of Governors 
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About our school 
 

Burman Infant School opened on our current site on 2nd September 1952 with 199 pupils 
aged 5 – 7-year-old. School was expanded in 1976 when our Nursery provision opened to 
cater for 3 – 4-year-old children.  
 
Burman Nursery and Infant School provides early years’ education for children from 3 – 7 

We currently have capacity for 240 pupils years within the Solihull Education Authority.  

from Nursery to year 2 inclusive. 

The Nursery has 60 places (30 morning/30 afternoon).  All other year groups have a two 

form entry (2 classes of 30 children in each year group).  The year groups are organised in 

two key stages as below: 

Nursery Year (AM or PM)   Foundation One 

Reception Year (Class 1 and Class 2)              Foundation Two 

Year One (Class 3 and Class 4)               Key Stage One 

Year Two (Class 5 and Class 6)               Key Stage One 

 

The school is situated a short distance from Shirley main centre, with most children coming 
from the local catchment area around Shirley. Burman Infant School is the feeder school for 
Haslucks Green Junior School which is situated within walking distance of our site. 
 

At Burman, we aim to meet the needs of all children by providing a broad range of 

experiences and opportunities.  The education we provide will equip them with the skills, 

knowledge and attitudes to prepare them for their future lives.  We work very hard at 

Burman Infant School, with parents and Governors to provide a secure stimulating and 

caring environment for the children. 
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Our mission statement at Burman Infant School is: 

‘To work continuously, in a focused way to improve the quality of 

education for all children.’ 

Curriculum - Staff plan together the teaching activities and experiences for the children 

within the requirements of the National Curriculum.  Each year group works strongly as a 

team and whole school planning ensures continuity and progression.  The children 

experience a range of teaching strategies to best meet the needs of the children and the 

subject being taught. Please see our school website for further information. 

 

We are lucky enough to have two large outdoor areas, with the playground at 

the front of the school providing an area which incorporates a quiet corner, 

wooden pirate ship, trim trail and outdoor games space for all of the children 

to have access to during the day. To the rear of the school we have both a 

field and a spinney, where outdoor learning takes places for all year groups. 

 

Our children and our staff have requested a head teacher who: 

 Is firm but fair 

 Loves children and their job 

 Is approachable 

 Has time to listen 

 Will care about them 

 

If this is you, we would love to hear from you. 

 

 

‘Burman is an amazing place to be.’ 

our Ofsted report, 2009 
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Job Description  

 
Burman Infant School 

 

 

 

This school has a responsibility for, and is committed to, safeguarding and promoting the welfare of 

children, young people and adults at risk, and requires all staff and volunteers to share this 

commitment. All positions in this school will be subject to DBS checks 

 

Special Conditions  

 

1. Job Purpose 

The head teacher, working with others, is responsible for formulating the overall aims and objectives 

and policies for the school.  This includes evaluating the school's performance to identify the priorities 

for continuous improvement and raising standards; ensuring equality of opportunity for all; ensuring 

that resources are efficiently and effectively used. To provide educational vision and direction to 

secure the strong and passionate commitment of staff, parents/carers and pupils.  To instil a love of 

learning and life, the passion to achieve, to develop a sense of responsibility combined with honesty 

and respect. 

  

 

 

2. Key Responsibilities 

Post Title Head Teacher 

School Burman Infant School 

Salary Band/Range  Band L14-20 Group 2 

£56,579 – £65,561 per annum.  

Incremental progression is subject to performance. 

Responsible to Governing Body     

Location Burman Infant School, Shirley, Solihull, B90 2JW 

DBS Check  Enhanced check for regulated activity for working with Children 

http://www.burman.solihull.sch.uk/


The professional duties of a Head teacher as set out in “School Teacher’s Pay and Conditions 

Document’ and the Head Teachers Standards.  This includes the responsibility for the internal 

organisation, management and control of the school.  

 

To consult with the LEA, the Governors, staff and parents, where this is appropriate, to ensure that the 

school meets the needs of all pupils 

 

 

2.1 Main Duties 

1. To provide leadership and direction to the Leadership Team and, in conjunction with them, to 
the teaching and non-teaching staff of the school and to ensure a high level of staff morale and 
performance in support of the school philosophy and aims. 

2. To ensure the safety and wellbeing of all children and ensure their safety at school. 
3. To maintain and build on the current educational standard and the range and quality of extra-

curricular activities at the school. 
4. To ensure effective team working and excellent internal communications. 
5. To build upon existing links with the local community and develop new ones as appropriate. 
6. To encourage open and effective communication with parents and carers. 
7. To be responsible for the preparation of an annually updated School Improvement Plan and 

Self Evaluation Form for presentation to the Board of Governors. 
8. To be responsible for the preparation of a budget within the LA financial planning framework 

and timetable for presentation to the Board of Governors for consideration and approval. 
9. To ensure that proper systems for health and safety management are in place and 

implemented. 
10. To build a collaborative learning culture within School and active communication with other 

schools to create learning communities 
11. To establish creative, responsive and effective approaches to learning and teaching. 
12. To encourage creativity, innovation and motivate others to create a positive climate. 
13. To treat people fairly, equitably, with dignity and respect to create and maintain a positive 

school culture. 
14. To ensure a wide range of opportunities are available for all. 



 

2.2 School Curriculum and Ethos 

To formulate the overall aims and objectives of the school and policies for the implementation in 
consultation with the Governing board and staff. 
 
To determine, organise and implement an appropriate curriculum within the framework of national 
requirements, having regard to the needs, experience, interests, aptitudes and stages of development 
of the children and allocate the resources available in conjunction with the staff and governors. 
 
To keep under review, the curriculum, work and organisation of the school. 
 
To uphold and ensure the standards of teaching and learning and strive for continual improvement. 
 
To ensure that systems are in place, to assess, monitor and record the progress of pupils. 
 
To ensure that a policy for the pastoral care of the pupils is determined and implemented. 
 
To develop a knowledge of each child in a relationship of trust and care. 
 
To promote the reputable image of the school in the community. 
 

 

2.3 People 

To give leadership and direction to the Leadership Team and, in conjunction with them, to the teaching 
and non-teaching staff of the school and to ensure a high level of staff morale and performance in 
support of the school philosophy, aims and ethos.  The Headteacher will challenge, influence, motivate 
others to attain high goals and give effective feedback to improve performance and ensure the school 
family ethos is maintained. 
 
Lead and manage all staff performance effectively, providing support and motivation in line with 
Teacher and support staff appraisal. Providing staff access to advice and training opportunities 
appropriate to their needs. 

 

 

2.5 Financial 

To be responsible for the preparation and management of the schools delegated budget within the LA 
financial planning framework and timetable for presentation to the Board of Governors. In consultation 
with the school Bursar. 
 
To allocate, control and account for the financial and material resources. 
 
To arrange and monitor contracts for grounds maintenance, cleaning and internal building 
maintenance projects and arrange for the purchase of other such goods and services as may be 
required from time to time. 

 

2.6 Buildings & Equipment 

To manage and regulate premises and equipment effectively to ensure the schools goals and legal 
requirements are met. 

15. Work closely with the Governing board, providing specialist advice when required, to ensure a 
positive working relationship. 

16. Provide regular information to the Governing board on all aspects of the schools performance 
and achievement. 
 

2.4 Safeguarding 

School is committed to keeping children, young people and vulnerable adults safe.  The post holder is 
responsible for promoting and safeguarding the welfare of the children, young people and vulnerable 
adults for whom she/he is responsible or comes into contact with. 
 
To act as the DSL (Designated Safeguarding Lead) for the school ensuring the safety of all pupils, 
attending training and maintaining accurate, detailed records. 



 

2.7 Health & Safety 

Health and Safety laws require all employees to help the School maintain and improve health and 
safety standards.  This means that the post holder must take reasonable care of his/her own and 
others health and safety and co-operate with any reasonable request to support the School, managers 
and other employees, in meeting their health and safety legal responsibilities.  Line managers have 
additional responsibilities to ensure that policies, procedures and safe systems of work are 
implemented on a daily basis. 
All duties and responsibilities must be carried out in line with the School’s Health and Safety Policy 
and any local safety procedures. 

 

2.8 Information Management 

As an employee of the School, the post holder will be expected to manage information in accordance 
with School policies.  The post holder will ensure that information used is held and transmitted 
securely in a manner commensurate with its sensitivity, and that it complies with the provisions of the 
General Data Protection Regulations 2018. 

 

2.9 Policies & Procedures 

Produce and implement clear, evidence based improvement plans and policies for the development of 
the school and its facilities. Policies and initiatives to take account of national and local circumstances 
and ensure all School and appropriate Local Authority policies are accurate and adhered to where 
necessary. 

 

3. Other Conditions 

 

 

3.1 Mobility 

Whilst this post is initially to a specific post, the post holder may be exceptionally required to transfer to 
any post appropriate to their grade at such a place as in the service of the school they  may be 
required. 

 

3.2 Equal Opportunities 

School is committed to Equal Opportunities and expects all staff and volunteers to recognise and 
value differences and to treat everyone with dignity and respect. 

 

3.4 Training and Development 

The School is committed to the personal and organisational development of the individual.  The post 
holder will be encouraged to identify job-related development needs. 

 

3.5 Solihull Behaviours Framework 

The School expects all employees to conduct themselves in a way that is consistent with the values 
and behaviours set out in the Solihull Behavioural Framework. 

 

Compiled/reviewed by: Burman Infant School Governing Body 

Date: September 2020 

 

 

3.3 Variations to Job Descriptions 

Due to the changing customer demands, duties and responsibilities are likely to vary from time to time 
and the School therefore retains the right to amend job descriptions to reflect changing requirements. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Person Specification 
  

 

Burman Infant School 
 

 

This authority has a responsibility for, and is committed to, safeguarding and promoting 
the welfare of children, young people and vulnerable adults, and requires all staff and 
volunteers to share this commitment. All positions in this school will be subject to DBS 
checks 

Post Title Headteacher Post 
No 

 

Division Burman Infant School 



 

 

Criteria 

Essential 

or 

desirable 

Measured 

By 

Education & 

Qualifications 

Qualified teacher status Essential Application 

Relevant degree qualification or equivalent. Essential Application 

NPQH (or working towards it) Desirable Application 

 

Experience & 

Knowledge 

 

Leadership and Management Experience as 
Head/Deputy/Assistant 

Essential Application/ 
Interview 

Expertise as a leader in teaching and learning Essential Application/ 

Interview 

Successful teaching experience in the primary 
sector 

Essential Application/ 

Interview 

Knowledge of Education policy and legislation Essential Application 

Understanding of current research and best 
practice in learning, teaching, curriculum and 
management issues 

Essential Application 

Used data effectively for target setting, tracking 
and assessment 

Essential Application 

Knowledge of current Ofsted framework. Essential Application 

Commitment to developing staff with the 
necessary skills to promote equality, respect, 
diversity and challenge stereotypes.  

Essential Application 

Ability to devise successful strategies for 
planning, implementation, monitoring and 
evaluation of school improvement. 

Essential Application 

 
Experience of teaching children within the  early 
years and key stage one age ranges 

Essential Application/ 
Interview 

 
Experience of working with the wider community, 
parents, governors and other schools 

Desirable Application/ 
Interview 

Salary Band/Range Band L14-20 Group 2 

£56,579 to £65,561 per annum.   

Incremental progression is subject to performance. 

Responsible to: Governing Body 



 
Knowledge of SEND Desirable Application/ 

Interview 

 
Knowledge of Safeguarding  Essential Application/ 

Interview 

 
Financial and resource management Desirable Application/ 

Interview 

 
Experience of performance management Essential Application/ 

Interview 

 
 

Skills & 

Abilities 

 

 

Excellent leadership skills with a commitment to 

open management 

Essential Application/ 

Interview 

Ability to delegate Essential Application/ 

Interview 

Ability to promote the school Essential Application/ 

Interview 

To be able to build a clear vision for the future 

development of the school 

Essential Application/ 

Interview 

Well-developed evaluation skills Essential Application/ 

Interview 

Good team building skills, with ability to manage 

challenging views 

Essential Application/ 

Interview 

Highly developed communication skills (both 

written and oral) 

Essential Application/ 

Interview 

Able to inspire and motivate others Essential Application/ 

Interview 

 IT Literate Essential Application/ 

Interview 

 High level interpersonal skills Essential Application/ 

Interview 

 Excellent teaching skills and a deep interest in 

how children learn 

Essential Application/ 

Interview 

 Commitment, reliability and integrity Essential Interview 

 



Core 

Behaviours 

Excellence - With enthusiasm, you work to deliver a high 
quality service to meet customer, organisational and personal 
expectations.  You adopt a ‘can do’ attitude in all of the work 
you deliver, ensuring it meets the needs of current and potential 
customers. 

Interview 

 Simplicity - You actively seek ways to prevent over-
complication or confusion, by adopting the most simplified 
approach to work. You communicate clearly and concisely, 
ensuring that the message is understood by all.   

Interview 

 Trust and Respect -You are aware of your impact on others 
including confidentiality.  You value openness and listen 
carefully to understand the views of others.  You promote the 
values of diversity and actively work to minimise any harm 
caused to others in order to foster an environment of mutual 
trust and respect.  

Interview 

 Working Together - You work with others to reach a common 
goal; sharing information, supporting colleagues and searching 
out expertise and solutions from relevant partners and/or the 
communities we serve. 

Interview 

 Responsibility - You take ownership for your work and you use 
your initiative to deliver.  You are accountable for your own 
performance and development and you take responsibility for 
your actions and decisions. 

Interview 

Leadership - Your leadership is demonstrated by delivering 
outcomes and inspiring your team and individuals to improve 
and develop within an environment that enables individuals to 
achieve their potential. 

Interview 

 
 

Other 

Requirements 

Committed to safeguarding and promoting the 
welfare of children 

Essential 
 

Interview 

Commitment to: 
o Providing a broad and balanced curriculum 
o Maintaining high standards of teaching, 

learning and attainment 
o Continuing to promote inclusion 
o Maintaining the ethos of the school 
o Realising the potential of every child 

 

Essential Interview 

Drive and enthusiasm 
Essential Interview 

 Approachable and supportive to all staff, children 

and parents 

Essential Interview 

 Committed to own professional development and 

the professional and personal development of all 

teaching and non-teaching staff 

Essential Interview 

 Ability to foster, develop and protect staff morale Essential Interview 



 To be in accord with the school philosophy and 

aims 

Desirable 
Interview 

 

 Commitment to caring for the environment 
Desirable 

Interview 
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The recruitment process 
 

Compiled/Reviewed by Burman Infant School Governing Body 

Date 

 

 

September 2020 

 

 



Safeguarding – The Governing Board at Burman Infant School are committed to 
safeguarding and promoting the welfare of the children and young people and expects all 
staff and volunteers to share this commitment. All positions in this school will be subject to 
DBS checks. 
 
Applications – Please complete the application form which is available online with this 
application pack, using this pack to build on your clear concise examples of how you are able 
to demonstrate meeting the required criteria for this role.  
 
For a hard copy of the application pack and application form, please email Kay Halsey – 
school secretary s7khalsey@burman.solihull.sch.uk  
 

Pay scale - The pay scale for this post is L14 – L20, £56,579 to £65,561 per annum, 
dependent of experience. 

 
School visits – We would encourage prospective applicants to visit the school. Visits will be 
held on Friday 9th and 16th October 2020   
 
To arrange to visit please email Kay Halsey – school secretary, 
s7khalsey@burman.solihull.sch.uk with your time request and full contact details. 
 
Timescales - Applications must be received by Thursday 22nd October by 12:00 noon 
Completed applications should be sent to s7khalsey@burman.solihull.sch.uk  
 
Interviews will be held week beginning 1st December 2020 
 
The newly appointed Headteacher will be expected to take up post in the Summer Term 
2021 
 

 
We would like to thank you for your interest in this post and look forward to hearing from 
you. 
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