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Handing over Headship

A Succession Planning Toolkit for School Governors
The toolkit is offered to school governors as an example of best practice in ensuring the smooth handover from one leader to another and draws upon research undertaken in Hertfordshire and Norfolk Local Authorities.

Background information
Research tells us that leadership has significant effects on student learning, second only to the effects of the quality of the curriculum and teachers’ instruction.  The successful recruitment of an exceptional Headteacher is therefore critical to any school’s capacity to thrive and improve.
The governing body’s role in this is crucial and the way in which they manage the transition from one leader to another will determine how securely the processes of recruitment and induction are linked together into a coherent whole.  The handing over of headship toolkit is designed to leave nothing to chance.
It presupposes that:
· There is no one way to be successful in all situations
· Outstanding leadership is exquisitely sensitive to the context
· Where you are affects what you do as a leader.
It is designed to ensure that a new headteacher rapidly learns about the policies and procedures of their new school so that they can:

· understand ‘how things have been done’ by their predecessor

· Make the necessary cultural adjustments
· Adopt an appropriate leadership style
· Effectively influence positive change.
How does the toolkit help governors?
The toolkit is designed to help governors in two ways.
Firstly, to support and strengthen school leadership when handing over headship by:
· 
Facilitating a seamless transition
· Evaluating how efficiently and effectively the school has been led and managed by the outgoing head

· Identifying with the new Headteacher what improvements may be needed and how they might be achieved
· Negating the possibility of unexpected and unforeseen barriers following transition
· Ensuring that the new incumbent is well placed to maintain the pace of school improvement
· Cementing a positive working relationship between the governors and new headteacher.
Secondly, governors can use the toolkit on an annual basis to help review their own effectiveness in preparation for statutory inspection, including how well they:
· ensure clarity of vision, ethos and strategic direction
· contribute to the school’s self-evaluation and understand its strengths and weaknesses

· provide challenge and hold the headteacher and other senior leaders to account for improving the quality of teaching, pupils’ achievement and pupils’ behaviour and safety
· use performance management systems, including the performance management of the headteacher, to improve teaching, leadership and management

· ensure solvency and probity and that the financial resources made available to the school are managed effectively

· operate in such a way that statutory duties are met and priorities are approved

· engage with key stakeholders
· use the pupil premium and other resources to overcome barriers to learning, including reading, writing and mathematics.
(Excerpt from Ofsted’s ‘School inspection handbook’ for September 2012)
The toolkit has a single ‘checklist of information’ (appendix 1) that is designed to record the outcomes of both the handing over headship and annual review processes.  It is helpfully organised into the four key judgements made by inspectors.  These are the achievement of pupils at the school; the quality of teaching in the school, the behaviour and safety of pupils at the school and the quality of leadership in and management of the school.
How do governors use the toolkit?
For leadership transition:

The following process is strongly recommended:

1. When a Headteacher resigns their post they should be directed by the Chair of Governors to draw together the information in the checklist (appendix 1).  This must be organised so that it is easily accessible for the incoming head and every effort should be made to ensure that an accurate draft record of what is available is made on the checklist.  This should be completed by an agreed time to coincide with a formal handover meeting convened by the Chair.  This should take place at a mutually convenient point in the half term prior to the new head taking up post.  An expectation should be placed upon the outgoing Headteacher to ensure that key documents such as the school improvement plan and school self-evaluation record are up to date.
2. At the formal handover meeting all electronic and paper-based information should be available for scrutiny by the incoming and outgoing Headteachers, the Chair of Governors or his/her representative, the designated LA Adviser and where appropriate, Diocesan Adviser.  Each party must agree and sign off each as a true and accurate record.  The meeting should also confirm for all the school’s most pressing priorities and identify appropriate actions that should be taken to address them.  There is an additional comments box for this purpose.
3. A copy of the checklist should be retained by the school so that progress can be noted at the next annual review.  The Local Authority and Diocesan Advisers should also take a copy to inform their strategies for supporting schools through training and development.
For the annual school self-review:
The above process should be applied but need only involve the Chair of Governors and Headteacher.  However, others with significant school leadership responsibility may contribute to the review.  The benefits of this are that information is more widely shared, there is greater accountability and continuity is assured.  Discussion of the outcomes should become a standard agenda item at the full governors meeting following the completion of the review.  A copy of the completed checklist should be submitted to the LA and Diocese for the reasons already indicated above.
Adjustments to the process:
1. Where the toolkit has been used to support the handing over of headship, governors must decide whether it is prudent to conduct the annual review in the same calendar year.  For example, if the process is applied in April should it be re-applied again in September?  Although there are five months in between, the summer holiday period reduces this to four.  Governors may instead choose to wait until the following September with a gap of eighteen months.  However, the decision may be affected by other local factors that necessitate an early review.
2. On occasion, a protracted transition in leadership may require the toolkit to be used in quick succession.  For example, it is strongly recommended that it is used to support an interim or acting Headteacher appointed for a term or more, as well as the new substantive Headteacher.
3. If a Headteacher is absent from school for a sustained period due to illness and this results in a change of leadership the Chair of Governors and most senior leader should draw together the required information.
4. Some governing bodies may choose to lengthen the period over which they use the toolkit for handing over headship.  This may be achieved by organising a series of meetings (see appendix 2) around particular themes instead of holding one single meeting to consider them all.  The advantage of this approach is that there is more time to discuss elements of the checklist with those most closely associated with each theme.  This tactic builds upon the key principles outlined previously in the ‘background information’ and promotes good quality induction.  There are potential drawbacks however, such as affordability, time and the availability of key people.

Appendix 1 – Handing over headship checklist
	
	
	
	

	INFORMATION
	Date
	
Please initial
	Additional comments

	
	
	HT
	CoG
	DO
	LA
	New HT
	

	Overall effectiveness: the quality of education provided in the school:
	
	
	
	
	
	
	

	Overall effectiveness grade………………………
Last full inspection date…………………………..
Progress with key issues (RAG rating each)…...
Subsequent monitoring inspection date and outcome (if relevant)………………………………
School website last updated……………………..
	
	
	
	
	
	
	

	The achievement of pupils at the school:


	
	
	
	
	
	
	

	Data:

· Raise on line dated……………………….
· Norfolk key data set………………………
· Copy of the schools analysis of pupil data
(including in-school data)
	
	
	
	
	
	
	

	Targets:

· Copy of school performance targets
· Copy of school attendance targets

· Copy of curricular targets

	
	
	
	
	
	
	

	Intervention/provision map dated………………..
Impact of intervention programmes record
	
	
	
	
	
	
	


	The quality of teaching in the school:

	
	
	
	
	
	
	


	Analysis of monitoring for impact:
· Work and planning scrutinies

· Lesson observations

· Learning walks


	
	
	
	
	
	
	

	Analysis of:

· Parental perceptions/surveys dated….....
· Pupil perceptions/surveys dated………...

	
	
	
	
	
	
	

	The behaviour and safety of pupils at the 
School:


	
	
	
	
	
	
	

	Safeguarding:

· Designated person is …………………….
· Current levels of attendance

Arrangements including dates of training

· Single central record

· Child protection/safeguarding policies

For example Bullying, Positive Handling, 

Behaviour, Attendance, Esafety, Single equalities, 

Medical needs, First Aid, Intimate care,

Educational visits.


	
	
	
	
	
	
	

	Confidential Information

· Bullying/racism log book

· Behaviour records

· Child protection cases

· CAF records


	
	
	
	
	
	
	


	The quality of leadership in and management 
of the school:
	
	
	
	
	
	
	

	Copy of the school’s record of self evaluation.

Last updated on…………………………………….

	
	
	
	
	
	
	

	Copy of the school development/single plan.
Last updated on …………………………………….
Last discussed by governors……………………....
RAG rating of key priorities…………………..........

	
	
	
	
	
	
	

	Finance:

· Current final year most up to date revision


of the school budget

· Budget signatories…………………............
· Last three months budget control reports

· Current LA RAG rating…………….............
· Services to schools contract………………

	
	
	
	
	
	
	

	Report of Pupil Premium allocation, spend and impact………………………………………………..

	
	
	
	
	
	
	

	Date of FMSIS accreditation………………………
SFVS form last submission date…………………..
	
	
	
	
	
	
	

	Governors:

Minutes of the last three full governors meetings
Dated ………………………………………………..
Last three HT reports to governors


	
	
	
	
	
	
	


	List of governors including:

· Designation

· Date of expiry

· Role as governor e.g. Chair, finance

· Clerk and contact details


	
	
	
	
	
	
	

	School community;

· Mission statement/aims/values last 


review date…………………………...........
· Last three newsletters dated……………..
· Members of the PTA/Friends etc


	
	
	
	
	
	
	

	List of school policies with review dates
	
	
	
	
	
	
	

	Performance management:

· Annual report on quality of process

· Teaching staff

· Support staff

· Job descriptions

· Induction/mentoring arrangements

· CPD records


	
	
	
	
	
	
	

	Up to date school handbook/list of staff:
· Contracts

· Teaching staff with responsibilities
· Support staff

	
	
	
	
	
	
	


	School systems and routines:
· School calendar
· Curriculum plans

· Faculty/class organisation

· Timetables

· Duty and assembly rota
· Forthcoming events
· Visitors
· Visits

· Other school specific initiatives and 


existing school traditions

	
	
	
	
	
	
	

	Information about access codes:
HTs laptop , Raise , Evolve, NAA, MIS, SEF, My school, VLE, booking INSET, email, other

	
	
	
	
	
	
	

	Security and safety information:
· Arrangements for the handover of keys

· Emergency key contact list

· Emergency/evacuation procedures

· Critical incident plan

· Health,Safety & Security policies
	
	
	
	
	
	
	

	Collaborative arrangements:
· Local area contacts – e.g. Cluster chair

· Cluster arrangements (governance and

strategy)

· Other partnership working

· Local HT networks

· Other key LA contact information
	
	
	
	
	
	
	


	Premises and buildings:

· Suitability survey

· Condition survey 

· Maintenance and development plan

· Asset management strategy
	
	
	
	
	
	
	

	Other confidential matters:

· Parental issues

· Staffing issues

· Governor issues
	
	
	
	
	
	
	

	External perspectives of the school’s overall effectiveness:
	
	
	
	
	
	
	

	Last SIAS report if appropriate dated……………
	
	
	
	
	
	
	

	Name of IP/IA………………………………………
Last three visit records dated ……………………
	
	
	
	
	
	
	

	Where appropriate, name of Diocesan IP or

pastoral support……………………………………

	
	
	
	
	
	
	

	Copies of any other significant external reports 
by partner providers:
	
	
	
	
	
	
	

	Other information (including anything specific

to the phase/type of school):
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	
	Glossary of Terms
	

	HT – Outgoing Headteacher
	New HT – Incoming Headteacher
	MIS – Management Information Sheets
	SIAS – Statutory Inspection of Anglican Schools

	CoG – Chair of Governors
	PTA – Parent Teacher Association
	SSE – School Self Evaluation
	IP – Improvement Professional

	DO – Diocesan Officer
	CPD – Continuous Professional Development
	VLE – Virtual Learning Environment
	IA – Intervention Adviser

	LA – Local Authority
	NCA – National Curriculum & Assessment
	RAG – Red, Amber, Green
	CAF – Common Assessment Framework

	
	SFVS – School’s Financial Value Standards
	FMSIS – Financial Management System in Schools


Please e-mail an electronic copy of the information checklist to: governorservices@norfolk.gov.uk
Appendix 2

Possible themes for phased meetings during the handover period 
	Area
	Action
	Date

Completed

	1  Ethos


	A meeting with diocesan officers and the outgoing head focusing on Church distinctiveness and ethos.
	

	2  Systems: 
	A meeting with the outgoing head on the school’s management systems and processes, its routines and traditions.  Filing systems/school websites are unique to individuals and these should be fully explained.

	

	3  Information about Children

	A meeting with the outgoing head to discuss attainment and progress, safeguarding and other confidential issues.
	

	4  Develop-ment Plans:


	A meeting with the outgoing head and Chair of governors to provide a more detailed picture of the school’s needs and priorities.  This may include an LA adviser if the school is of concern.
	

	5  Finance:


	A meeting with the outgoing head, the school’s business manager/financial secretary and the chair of the governors’ finance committee to discuss finance in depth.


	

	6  Strategic Plans:


	A meeting with the outgoing head, chair of governors/chair of buildings committee and the school’s business manager/secretary to discuss buildings-related issues.  In church schools the Diocesan Buildings Officer should be invited.


	

	7  Governors


	A meeting of the full governing body and any committees dealing with issues relating to personnel, finance and buildings.
The incoming head and the Chair should meet face to face at least once during the handover process to discuss any issues of a confidential nature.
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