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Essential Elements of Management for Principals
	Essential Element
	Extending

	I+T(EI+SLII)=HPO
	Extending is when Principals are able to demonstrate successfully the use of the School Improvement formula in the daily work.



	Academy Improvement Plan  - Initial Needs Analysis
	Extending is when the INA becomes and integral part of the work of the Governors and SLT. It is review at least three times each year and is the basis of the SLT’ Operational Plan. Progress is reported at each Governing Board meeting.



	Accelerate Achievement http://www.ai-accelerate.net/achievement/default.aspx?loc=0
Academy Profile
	Extending is when all SLT and Middle Leaders are highly proficient in the use of the self-evaluation modules; all lesson observations are completed on-line; lesson observation results are analysed on a termly basis and results contributing to CPD programming. PM is completed via AA for the whole school workforce and needs met via the CPD programme.  Milestones show clearly how the academy needs to progress. 



	Accelerated Reader
	Extending is when 100% of students up to and including Year 11 are engaged in the programme and are quizzing. All reading ages are recorded and all children (other than SEND) have a reading age at or within two years of their chronological age.



	Awards
	Extending is when awards such as IQM and CPD are achieved


	Chairing of meetings
	Extending is when meetings are effective and have an organised agenda with clear objectives for each agenda item.  There should be sufficient time to cover the agenda and presentations should be clear and tailored to the audience with no jargon.  Everyone should be able to participate and objectives of the agenda should be achieved.  If items cannot be brought to a satisfactory conclusion they should have an agreed plan to do so afterwards.  The meeting should start and finish on time. 



	Change Management
	Extending is when the Principal as well as Senior and Middle Leaders are able to demonstrate highly effective use of John Kotter’s 8 stage Change Management processes (see Leading Change; John Kotter 1996). Change is reported by staff and parents to be viewed as effective and managed. http://www.kotterinternational.com/KotterPrinciples/ChangeSteps.aspx


	Contribution to development of AET, Attendance at RLOM, National Conference
	Extending is when the Academy Leader has built a portfolio of contributions to the development of the AET with clear and definable impact both within their own academy and across the AET.



	Curriculum Led Financial Planning http://www.htgmanager.org/home.asp
	Extending is when the Academy Leader can train others in the use of the programme; has records of monthly and annual updating; can demonstrate its impact on leadership and management decisions’.  The Financial Director, HR Director and VP responsible for curriculum work together consistently to ensure AET parameters are reached


	Calendar – annual planning
	Extending is when the AET Calendar planning tool is used to plan an efficient and effective annual and termly calendar. Parents comment on effectiveness of the communication of the calendar; they can access it via the academy’s website; updates are circulated promptly and regularly with a clear rational for change. The AET Annual Planning Cycle is viewed as an integral aide memoir to the Senior Leadership team and Support and Planning group.



	Discipline with Dignity
	Extending is when 100% of staff and students can demonstrate a very good understanding of the 7 core principles of DwD. Fixed term and Permanent exclusions are significantly below national averages and stakeholder reviews of parents, students and staff report high levels of satisfaction with the DwD process. DwD induction/ refresher training is an integral part of the annual CPD programme.


	Divisional Leaders’ structure
	Extending is when all groups of staff report they feel listened to, engaged in the academy development process and represented at Senior Leadership Team level. Key Associate staff attend all Senior Leadership meeting and are engaged fully in the decision making processes of the academy.


	Energy Index http://www.improveframework.org/staff-review
	Extending is when there is full engagement by all staff with school improvement, giving them greater understanding of their role in delivering this; leaders step up to the plate; planning of CPD has tighter relevance and there is clear evidence of impact on staff confidence and competence; communication is improved through a strong feedback culture; issues that lower resilience are identified and addressed and sickness and turn over are reduced.


	Facilities management inc H&S
	Extending is when the Principal and all senior leaders can demonstrate the effective use of the Facilities ‘Help Desk’ reporting system on a daily basis, resulting in 97% effective utilisation of academy facilities. Litter around the academy site is dealt with immediately and is viewed as a critical indicator of the academy’s effectiveness.



	Financial management http://www.htgmanager.org/home.asp
	Extending is when AET Internal Audit processes report outstanding financial planning, management and controls. Principal is able to demonstrate high levels of ability in interrogating the PS Financials system. The Curriculum Led Financial Planning (CLFP) tool shows a teacher Contact Ratio of 0.79; a Pupil Teacher ration of 1:16 is maintained and total staffing costs are below 75% of income. The CLFP tool is updated on a monthly basis is used to forecast teaching staff costs for three years. 

	HR management  
	Extending is when the Principal is able to demonstrate high levels of ability in working closely with HR Central Services; a clear understanding of the importance of the use of policies and procedures; managing capability and discipline procedures effectively; holding all staff to account Work framework and is able to use the HR software package to make their academy the ‘Employer of Choice.  Manpower meetings are held to ensure effective management of the employment and retention of staff. 
Principal demonstrates implementation of Customer Services and IIP – extending – regular reviews of impact



	Governor engagement
	To be completed.

	ICT management http://www.htgmanager.org/home.asp
	Extending is when the Principal and all senior leaders can demonstrate the effective use of the ICT ‘Help Desk’ reporting system on a daily basis, resulting in 99% effective utilisation of academy ICT facilities.



	IMPROVE www.improveframework.org
	Extending is when the Principal and Senior leaders are able to demonstrate practical use of the framework leading to enhance performance of their academy. Leaders at all levels are contributing to the development of the framework. 



	Joint Consultant Committees
	Extending is when there is clear evidence of half-termly JCC meeting; the Energy Index and other stakeholder reviews report high levels of staff engagement; JNC representatives report excellent working relationships between Unions and Leadership. Potential disputes are resolved at JCC level and are not escalated to JNC level.



	Kirkland Rowell/Benchmarking club
	Extending is when a range of stakeholder reviews are used to inform operational and strategic planning. Results of surveys are communicated quickly and effectively to stakeholders and regular updates are shared with stakeholders. Surveys become part of the ‘feedback culture’ across all levels of the organisation.



	Marketing Strategy
	Extending is when the leadership team can demonstrate a comprehensive marketing strategy aimed at ensuring the academy is full or over-subscribed. Communication with parents and other stakeholder groups is reported as excellent. Student recruitment activities are directly linked to the marketing strategy.



	Matrices development http://www.commsportal.org/matrices
	Extending is when all leaders and managers are engaged fully with developing their area for development to ‘Extending’. Matrices are used as a toolkit for improved performance. Managers are engaged with reviewing and updating the Matrices with Central Services staff. Use of Matrices leads to National Accreditation e.g. IIP, Customer Service Excellence. 



	Performance Management for Leadership 
	Extending is when Performance Management of Senior and Middle leaders clearly leads to enhanced performance of the individual and the academy. 360 reviews are used as an integral part of the process.  PM is linked to Situational Leadership II and all Senior and Middle leaders are trained and are effectively using the toolkit. PM leads to increased numbers of Middle and Senior Leaders demonstrating an ambition to become a Principal.



	Primary Liaison 
	Extending is when 100% of feeder school pupils report the academy is their ‘Education provider of choice’; 100% of feeder school parents report academy is their ‘investment of choice’. Primary school Headteacher attend regular (half-termly) planning/liaison meetings; Principal of academy is invited to all primary school public school events. Members of the Academy’s leadership team are invited to be governors of feeder primary schools.



	Recruitment Processes
	Extending is when 100% of posts are advertised via the Central Services. Costs of appointments show significant reductions through use of Central Services advertising and Recruitment Partner; Supply teacher costs are reduced through use of Recruitment Partner. All HR legal requirements are complied with and recorded.



	SDM Document Scanning
	Extending is when the Principal is able to demonstrate and promote a positive rationale for maintaining all records electronically and off-site. All documents entering the academy are scanned and stored semi-automatically; paper costs are significantly reduced; appropriate staff have access to relevant documents and files; no sensitive documents are downloaded to laptops or memory devices. All SEND files comply with legal requirements and all paper documents are shredded through a registered agency.



	SEF/Academy Profile
	Extending is when the academy profile is update as and when required (some aspects may be daily e.g. SEN).
SEF is shared and understood by Governors, Senior and Middle Leaders and staff. SEF is used as an integral part of Academy Improvement and has been externally verified by an Ofsted inspector.


	Situational Leadership II
	Extending is when the whole of the Senior and Middle Leadership Team has been trained and is using effectively the SLII concepts. A significant majority of staff report highly effective relationship with their line-manager and all staff report excellent communication between all levels of staff. Projects are reported as being managed more very effectively and clear cost savings can be identified. Staff turnover is reduced.



	Student progress
	Extending is when the leadership team can demonstrate that student performance is an agenda item on all SLT agendas; there is a RAG system for every student which is reviewed on a fortnightly basis; clear intervention strategies are in place for individuals and groups of students; systems are in place to engage parents in the raising attainment process.



	Student Uniform and Behaviour 
	Extending is uniform is viewed as a critical indicator of the success of the academy. A ‘starts with the top button’ policy is in place and all staff understand and implement this policy; parents and visitor comment positively about the uniform; standards of behaviour; courtesy of students and staff; all staff adhere to the Standards and Expectations processes of the academy.



	Succession Planning
	Extending is when the Academy has a clear Manpower and Succession plan for every leadership and management post for teaching and Associate Staff. The plan is review on a termly basis and is informed by the weekly Personnel meetings. The plan informs the CLFP tool and is an integral part of the curriculum planning process. The plan is hosted on the Academy’s portal and reflects that staff analysis from the updated INA.



	Support and Planning meetings
	Extending is when the Support and Planning group (Principal or Senior Leader, Site Manager, HR Manager, Finance Manager, Reprographics Manager and staff relevant to the event) meet every two weeks to plan forthcoming events; events are reviewed within three days of completion with ‘what went well’ and ‘what could be better if’ reports being used to inform improvements.



	Trust (Leading at the Speed of Trust)
	Extending is when the Principal and all members of the Senior Leadership Team are able to demonstrate a high level of understanding of how to use the four ‘cores’ and thirteen behaviours to build trust in their academy. Communications and relationships between staff are open and transparent, difficult conversations are handled effectively. The assessment tool shows the academy to be a ‘high dividend organisation with all the benefits that are associated. 


	Weekly data sets
	Extending is when the Senior Leadership Team uses the weekly data sets to a) focus on key issues; b) inform the Academy Improvement Plan; c) raise levels of student and staff attendance through innovative methods of improvement.


	Weekly newsletters 
	Extending is when a high quality newsletter is circulated every week of the academic year to parents either in hard or electronic format; circulation list includes key stakeholders and influencers e.g. Governors, MP’s, local professionals, Estate Agents, news papers, DfE. Local Authority etc... Newsletter is posted on academy website within one hour of publication; all newsletters for the academic year are available on the website; bi-annual questionnaire to parents on effectiveness of newsletter is undertaken.
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