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4.  Leadership 

· Writing the DDP & Departmental SEF

· Managing a budget
· Creating positive relationships

· Learning Centred Leadership as a possible model
Writing the DDP / Achieving DDP outcomes
· This usually takes place in the Spring Term – see calendar.

· A blank form can be found on the VLE and Staff Shared Area and once completed will need to be submitted to the Head Teacher via the Staff Shared Area.

· Faculty Heads should provide support and monitoring of the quality of the DDPs in their Faculty, SMT Line managers to provide support and monitoring for Faculty Heads.

· DDPs should address any Action Points as identified in the Departmental SEF as well as how the department intends to develop and refine whole school SDP priorities, especially those centred on T&L.

· Targets should be broken down into explicit tasks with assigned individuals and a realistic time limit.

· Resources necessary to a successful outcome should aim to give accurate costings and name the relevant budget.

· Success criteria should be quantitative and / or qualitative stating the specific evidence to be used.
· Planning the DDP is ideal to do as a department / faculty activity prior to its writing allowing all to have input and a role linked to their area of interest / expertise / Performance Management.
· Regular use of and review of progress of the DDP throughout the year in Line Management Meetings and Departmental Meetings will ensure that the targets remain on the radar making it more likely to be realized.

Writing the Departmental SEF
· This usually takes place in the Autumn Term prior to SEF Verification and is updated in the Spring Term as necessary.  Any Action Points made in this process are used to inform your DDP – see calendar.

· A blank form can be found on the VLE and Staff Shared Area and once completed it will need to be submitted via the Staff Shared Area ready for verification.
· Faculty Heads should provide support and monitoring of the quality of the SEFs in their Faculty, SMT Line managers to provide support and monitoring for Faculty Heads.

· The SEF should be analytical rather than descriptive and focus on impact.

· Evidence for the SEF should be collected throughout the year by Subject Leaders and Faculty Heads e.g. pupil focus groups, book reviews, lesson observations, coaching evidence – see calendar.

· Clear Action Points should be identified for the next DDP relating to each section.

· Reviewing with the department / faculty is ideal to do as an activity prior its writing allowing all to have input and to create a sense of belonging to the department.  It also allows others to contribute ideas to the Action Points for the next DDP.

· Key questions to promote reflection and review can be found at the start of each section, again these could be used to prompt department / faculty discussion and analysis.
Managing a budget
· Each middle leader has a budget to spend throughout the financial year (April – April).
· Budget allocations are to cover consumables and any small capital purchases.

· Photocopying allocations are prior deducted based on the precious year’s spending.

· Additional funding can be applied for via the DDP (SDP Budget) or directly to the PTA.

· It is the responsibility of the budget holder to not spend more than allocated and to complete a “Value for Money” analysis.
· The Finance Office can give regular updates on current balances.

· All orders are to be processed via the Finance Office and order numbers raised prior to orders taking place.

· Stock books / invoices should be retained for any future audit.

Building Positive Relationships
Good teamwork enables middle leaders to establish common attitudes, values and practices across the school or area of responsibility:
1. Engage with people as individuals
· Take time to talk to people. Be sensitive to the pressures of work and remember that people want to do a good job. Use humour to defuse tension. 
· Stop to think about the range of relationships you need to develop and sustain both within and beyond your team. 
· Publish times when you are available to members of your team.

2. Understand individuals’ strengths and value
· Identify and acknowledge individuals’ strengths and potential, and empower them to take risks and improve. 
· Be sure to acknowledge the work of support staff as well as of teachers. 
· Develop your role as a facilitator by knowing what people want to achieve and enabling everyone to make an active contribution. 
· Invite the team to take leadership in areas of research and personal interest.
3. Encourage responsibility for the team
· Deliberately shift your vocabulary from ‘my team’ to ‘our team’.
· Agree your priorities for the DDP together.
· Write and review the SEF together as a team activity.
· Involve the wider team in planning sessions and give other staff opportunities to take a lead.

4. Walk the talk
· Act as a model for how the team relates to pupils and staff as well as each other in all situations.
5. Act on good suggestions
· Be an active listener with your team and colleagues. 
· Be seen to act on good suggestions, not just acknowledge them.
Accompanying documentation:

· Copy of the T&L Section of the current SDP

· Blank DDP form

· Blank Department SEF – subject to alteration as necessary

· 9 Top tips for teachers with leadership responsibilities

· Middle leader self-evaluation Tool

· Top 10 tips for managing a tricky team
 





 





 





Dialogue


Leaders create opportunities for teachers to talk with their colleagues about T&L.  They use this discussion to influence what happens in the classroom. 








Monitoring


Leaders know what is going on in the classroom because they observe teachers at work & provide them with feedback.  





They analyse and act on pupil progress /outcome data, e.g. assessments / test scores, trends, parental surveys, attendance data & pupil focus groups.








Modelling


This is about the power of example to influence pupils & colleagues. Research shows that teachers watch their leaders closely to check whether their actions are consistent over time & whether they do as they say. Teachers don’t follow leaders who can’t ‘walk the talk’.


 





Learning-centred Leadership Model





The 3 interrelated strategies of Learning-centred leadership – a possible model








