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CHECKLIST FOR A NEW HEADTEACHER
“ENSURING AN INFORMED AND POSITIVE START”

We recommend that this checklist is completed by the outgoing headteacher and/or the Chair of Governors to give a newly appointed headteacher essential information about their school, as well as local and county-wide support– information they need from day one in their new post. The checklist is not exhaustive and should be amended and adapted to suit each school.

We suggest that the checklist is also shared with acting and interim headteachers.
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	1.    LEADING UP TO THE START DATE



	The following tasks should (ideally) be completed before the start date:
	Completed?

	Letter from Chair of Governors offering the job and agreeing salary point
	

	Invite appointee into school to talk with Chair of Governors to agree induction arrangements
	

	Meet the rest of the Governing Body
	

	Agree hand over arrangements and capacity of appointee and outgoing headteacher (HT) for liaison
	

	Source funding and availability for HT training and mentoring
	

	Review what HT induction training is available 
	

	Set up mentor
	

	Visit the school and meet the staff 
	

	Work with the outgoing (or Acting) HT if appropriate 
	

	Involve the new headteacher in major financial, strategic and staffing decisions.
	

	Issue letter to parents announcing the appointment of the new headteacher
	

	Prepare a set of clearly labelled keys
	

	Clarify when the school will be open for access by the new HT
	

	Complete the checklist of information for day one of headship (see below)
	

	
	

	
	


	2.   IN-SCHOOL INFORMATION



	Key information 

Amend as appropriate
	

	School name
	

	School address
	

	School phone number
	

	DfE number
	

	URN (Unique reference number)
	

	Essex Quadrant 
	Mid/South/North East/West 

(delete as appropriate)

	School website address
	

	Headteacher’s school email address
	

	Previous headteacher
	

	Senior Leadership Team


	

	Office Manager/School Business Manager/Finance Manager
	Name and contact details 

	Premises Manager/

Caretaker/site manager 
	Name and contact details 

	Data Protection Officer 
	Name and contact details

	Chair of Governors
	Name and contact details 

	Clerk to the Governors
	Name and contact details

	PTA Chairperson
	Name and contact details

	Local Authority 

School Effectiveness Partner 
	Name and contact details 

	Diocese Adviser 
	Name and contact details


.   ISCHOO

	2.    IN-SCHOOL INFORMATION continued



	Key documents 

Amend as appropriate
	Located
	Received?

	School Development/

Improvement Plan 
	
	

	School Evaluation Summary
	
	

	Emergency Plan (or Critical Incidents Plan)
	
	

	Ofsted report
	
	

	Diocesan Inspection report 


	
	

	Budget, finance regulations  
	
	

	Curriculum plans, timetables, rotas
	
	

	School Prospectus
	
	

	Governing Body files and information
	
	

	Performance Management and CPD records 
	
	

	School Policy schedule
	
	

	Staff handbook/code of conduct
	
	

	Staffing structure 
	
	

	Parent survey report 
	
	

	Premises, contracts and bookings information
	
	

	Personnel files
	
	

	Exclusion and behaviour records
	
	

	Child protection records 
	
	

	Set of school keys 
	
	


CHOOL IN
FOR
	   2.   IN-SCHOOL INFORMATION continued 



	Document or website:
Codes and access 
	Person with key responsibility
	Where located?
	Username
	Password

	Bank accounts
	
	
	
	

	Door codes
	
	
	
	

	Fire Alarm Code (if required)
	
	
	
	

	School website 
	
	
	
	

	SIMS
	
	
	
	

	ASP data 
	
	
	
	

	NCA tools website
	
	
	
	

	DfE secure access log in
	
	
	
	

	FFT dashboard
	
	
	
	

	Assessment codes 
	
	
	
	

	Google Drive or alternative online portal
	
	
	
	

	Essex Schools Infolink – secure log in
	
	
	
	

	EES for Schools – log in
	
	
	
	

	The Key or alternative leadership support site (if your school buys in)
	
	
	
	

	
	
	
	
	


3. ON continued
4.  THE START DATE
	   2.   IN-SCHOOL INFORMATION continued 



	In-school meetings  
	Lead person
	Scheduled dates/times (if planned)

	Staff meetings - teachers
	
	

	Staff meetings - LSAs
	
	

	Staff meetings - MDAs
	
	

	Governing Body meetings
	
	

	GB Finance Committee 
	
	

	GB Curriculum Committee
	
	

	GB Pay and Performance Committee
	
	

	
	
	

	Parent Consultation evenings 
	
	

	
	
	

	
	
	

	
	
	


-SCHOOL INFORMATION continued 
	Scheduled INSET/Non-Pupil days for 2024/25
(Indicate if these have been agreed and notified to parents)

	
	
	
	
	


	  3.   WHO SUPPORTS THE SCHOOL



	Function 
	Key contact 
	Contact details  

	ECC Schools Safeguarding Manager 
	Jo Barclay 
	03330 131078

07775 030021

jo.barclay@essex.gov.uk 

	People Management (HR)
	
	

	Finance Support 
	
	

	Director of Education 
	Clare Kershaw
	Clare.kershaw@essex.gov.uk

	ECC Quadrant Assistant Directors 
	Nicola Woolf (West)

Lisa Fergus (South)
Philippa Holliday (NE)

Catherine Hutley (Mid) 
	Nicola.woolf@essex.gov.uk
Lisa.fergus@essex.gov.uk
Philippa.holliday@essex.gov.uk
Catherine.Hutley2@essex.gov.uk

	Social Care 
	School’s social worker (if there is one linked)
	

	Essex duty LADO Emergency Duty Service (Immediate Out of Hours Response) 
	
	03330 139 797

0345 606 1212

	Educational Psychologist
	
	

	SEND Adviser 
	
	

	Early Years Adviser 
	
	

	Behaviour Support/

alternative education 
	
	

	Admissions 
	
	

	Critical Incident Response Team
(includes press officer)

	If an incident has occurred schools should phone: Schools Communication Team 
	01245 434745 (Office hours 9am-5pm)
07717 867525 (Out of hours/weekends)

	Health and safety
	Frank McKeown, ECC Health and Safety
	Frank.McKeown2@essex.gov.uk


	  4.   LOCAL NETWORKS AND GROUPS



	Network or group
	Key contact 
	Contact details  

	Local partnership of schools 

(name)
	Lead headteacher or contact
	

	Essex Primary Headteachers’ Association (EPHA)
	Pam Langmead, EPHA Professional Officer 
	pam@langmead.me.uk
07791 143277

01621 786359

	Association of Secondary Heads in Essex (ASHE)
	Carole Herman
ASHE Executive Director
	caroleherman.ashe@gmail.com

	Essex Special Schools Education Trust (ESSET)
	Emily Welton
ESSET Professional Officer
	emily.welton@esset.org.uk

	
	
	


	Unmissable meetings 
	Focus
	Scheduled dates  

	Local partnership of schools 

(name)
	Local partnership of schools – school improvement, peer review, school to school support
	Headteacher briefing dates (with Pam Langmead)

	Essex Primary Headteachers’ Association 
	Termly headteacher meetings  with input from Local Authority, EPHA and other presenters (includes the termly safeguarding forum
	Summer term 2024
WEST Wednesday 12 June

SOUTH  Thursday 13 June       

N-EAST Wednesday 19 June

MID Thursday 20 June            


	Local Authority new headteachers meeting
	Welcome and information for new headteachers to Essex 
	Contact your SEP for information 
https://schools.essex.gov.uk/info/Welcome_to_New_Headteachers/Pages/default.aspx

	
	
	

	
	
	


	  5.   TRAINING AND MENTORING



	
	Key contact 
	Contact details  
	Training organised/

completed

	Assigned mentor 
	
	
	

	Support for new headteachers 
	Pam Langmead, EPHA 
	pam@langmead.me.uk
07791 143277

01621 786359
	

	Support for new headteachers
	School Effectiveness Partner (ECC) 
	
	

	Induction for new headteachers 
	EES
	
	

	Designated Safeguarding Lead training 
	Essex Safeguarding Children Board (ESCB) 
	http://www.escb.co.uk/en-gb/learninganddevelopment/designatedperson(safeguardingchildrenlevel3).aspx
	

	Safer recruitment training 
	EES
	https://www.eescpdportal.org/cpd/content_detail.asp?contentid=646
	

	Finance training 
	
	
	

	Health and safety training
	
	
	

	Governor induction training 
	
	
	

	Andrew Hall weekly safeguarding briefing (free and invaluable) 
	Make sure you have signed up to these weekly briefings
	https://www.safeguardinginschools.co.uk/

	


	  6.   COMMUNICATIONS 



	Network or group
	What is it?

	EPHA 
	The Essex Primary Heads' Association (EPHA) aims to support all primary-phase headteachers - both in maintained schools and academies - in their leadership and management roles and to promote and improve primary education in Essex, in collaboration with the Local Authority and other education partners. The Association is led by the EPHA Executive, a group headteachers elected by their peers, supported by the Professional Officer, Pam Langmead.  

Ensure that you are included in the EPHA email group to receive regular updates and information. Email pam@langmead.me.uk if you want to receive these emails. 

	Essex Schools Infolink 
	Essential information from Essex County Council, for all Essex schools including maintained schools, academies and free schools. Most of the content is accessible by all, some accessed by secure log-in.

	Education Essex 
	Education Essex is a weekly e-newsletter that is sent out every Monday (during term time only) to all Essex schools and is published on the infolink. This is the primary communication channel with schools. 
Complete the subscription form to receive the newsletter

https://forms.essex.gov.uk/default.aspx/RenderForm/?F.Name=WojdLhnQMDe&HideAll=1

	Andrew Hall –safeguarding for schools
	Andrew Hall’s invaluable weekly safeguarding briefing sent (during term time) every Monday morning http://www.safeguardinginschools.co.uk/

	Essential websites
	Website  

	Essex Primary Headteachers’ Association 
	https://essexprimaryheads.co.uk

	Essex Schools Infolink 
	https://schools.essex.gov.uk/Pages/EssexSchoolsInfolink.aspx

	New headteachers information on infolink
	https://schools.essex.gov.uk/info/Welcome_to_New_Headteachers/Pages/default.aspx

	Essex Safeguarding Children’s Board 
	http://www.escb.co.uk/

	Essex Effective Support for Children and Families
	https://www.essexeffectivesupport.org.uk/

	DfE secure access website
	https://sa.education.gov.uk/idp/Authn/UserPassword


	Essex Primary Headteachers’ Association


	The Essex Primary Heads' Association (EPHA) aims to support all primary-phase headteachers - both in maintained schools and academies - in their leadership and management roles and to promote and improve primary education in Essex, in collaboration with the Local Authority and other education partners. The Association is led by the EPHA Executive, a group headteachers elected by their peers, supported by a Professional Officer, Pam Langmead.  
The well-being and resilience of headteachers is a key concern for EPHA, and the Association exists to offer advice, support and guidance, as well as regular opportunities to network and develop supportive relationships with colleagues.


	EPHA offers the following support and guidance to headteachers:
· Termly meetings for all primary-phase headteachers, which include information from the Local Authority, as well as development opportunities focusing on school improvement and other aspects of school leadership and management;

· Support, information and guidance from the Professional Officer, including “sign-posting” to other sources of support and advice;

· Termly briefings for headteacher clusters and partnerships 

The Professional Officer delivers briefings to groups of headteachers each term, giving up to date information about Ofsted, safeguarding, the DfE, the Local Authority, policies and much more, plus a “do-list” and masses of documents and resources – to save Essex heads time and effort. Check whether your partnership benefits from these termly briefings.

· The opportunity to offer new and existing headteachers the support of a mentor – the Colleague Supporter programme.
· A dedicated website for Essex primary heads, offering a huge bank of resources and information.  
· An annual conference for headteachers featuring nationally acclaimed speakers (and a separate one for Deputy and Assistant heads). 

· Training courses and resources

EPHA offers an increasing number of free training courses and resources to primary headteachers. Courses in the last year have included data training, safeguarding, coaching and professional supervision. In addition, EPHA produces a series of “7-minute staff meetings” on safeguarding and data protection issues – all available for free via the website. 


	Key contacts


	Pam Langmead
	Professional Officer 
	pam@langmead.me.uk
	01621 786359

07791 143277

	Harriet Phelps-Knights
	Chair of EPHA 
	Head@Janetduke.essex.sch.uk
	01268 543744

	EPHA Executive 
	Elected representatives
	Current membership list on the EPHA website 
	

	EPHA website 
	www.essexprimaryheads.co.uk
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