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Thornleigh Camphill Communities 
 

 

JOB DESCRIPTION 
 

 

 
1. Job Title:   Head of HR  

2. Responsible to:  Chief Executive Officer, Governors 

3. Role Summary: 

As the Head of HR for Sheiling School (the School) and a member of the Senior Leadership Team 
(SLT): 

• Be an active member of the SLT and contribute to the strategic development of the 
School 

• Be responsible for the strategic direction of the human resources, and administrative 
functions of the School 

• Support and develop the School’s ethos and culture 
 
As a Camphill Steiner Special Residential School for children with complex and multiple needs, 
working with the therapeutic and educational insights of Rudolf Steiner, the Head of HR will 
uphold the vision, principles, and goals of Sheiling School.  

The Head of HR will ensure that our principles are built into the culture and practices and will 
give professional support and guidance to individual staff and to groups, alongside promoting 
the spiritual, social, and cultural life of Sheiling School. 

 
SUMMARY OF TASKS AND DUTIES 

A. LEADERSHIP 

• Assume co-responsibility with other SLT members for the leadership and management of 

Sheiling School in the absence of the CEO.  

• Contribute to the short and long-term plans for the School and the School Development 

Plan, providing high quality and timely management information to enable informed 

decision making. 

• Offer professional leadership and personal support to all team members to enable them to 

achieve agreed outcomes. 

• Support the CEO, the Governors and Trustees by developing, introducing and monitoring a 

comprehensive set of procedures and policies which cover all aspects of Sheiling School’s 

Human Reources. 
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• Contribute to Sheiling School management decisions on all aspects of strategy, policy, 

development and organisation by playing a significant role in the preparation, 

implementation and monitoring of the Sheiling School’s Strategic Development Plan and the 

School Improvement Plan. 

• Chair meetings including SLT meetings, both internal and external as required. 

• Actively contribute to and participate in social activities at Thornleigh Camphill 
Communities in order to create, support and maintain a healthy community life. 

 

B. HUMAN RESOURCES 

• Oversee the Human Resources team. 

• Keep up to date with changes to good employment and safer recruitment practices 
(Keeping Children Safe in Education) to ensure compliance with the Children’s Homes’ 
regulations and Independent Schools Standards, and ensure the School is staffed by the 
best people for the advancement and safety of our pupils.  

• Ensure that staff are employed on appropriate terms and conditions in line with School 
policy and that all employees have a signed contract on their first day of work. 

• Establish systems to ensure that all contractual requirements are reasonably met and 
that the duty of the School as an employer is enacted, including matters related to IR35. 

• Provide fair employment arrangements for staff that encourage diversity in the staff 
group, fair remuneration, and good retention of staff and minimise the risk of claims of 
unfair employment practices. 

• Develop, implement and maintain HR policies and procedures to ensure effective, fair 
and consistent management of staff throughout Sheiling School, and ensure that the HR 
team handbook and HR section in the staff handbook are comprehensive and up-to-
date.  

• Take part in interview panels, when required, using safer recruitment techniques. 

• Oversee the appointments procedure when recruiting all staff. 

• Ensure up-to-date, accurate and compliant job descriptions and person specifications 
are in place for all staff. 

• Work closely with managers, providing them with expert guidance, quality advice, 
coaching, and support on the full range of HR activities including policies and 
procedures, terms and conditions of employment, absence management, restructuring, 
performance management, employment law, etc. in order to ensure a consistent and 
fair approach to people management throughout Sheiling School.  

• Keep up to date with legal developments and advise the CEO and the SLT on compliance 
and risk factors.  

• Manage and at times conduct investigations related to disciplinary, capability, and 
grievance matters.  

• Oversee coordination of training and ensure compliance by monitoring staff completion 
of mandatory training.  

• Manage all employee relations and union matters, working closely with the CEO and the 
Head Teacher, including chairing the Joint Consultation and Negotiation Council 
meetings and meetings with the School’s union representatives as required. 

• Provide advice and guidance on individual employee relations cases, ensuring that these 
are well managed and meet the requirements of the Sheiling School’s policies, best 
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practice and employment legislation.  

• Liaise, as necessary, with HR consultants regarding any personnel matters. 

• Manage health issues, occupational health issues and medical referrals.  

• Work closely with the Finance Manager and the Finance team. 

• Oversee the monthly payroll and develop systems to ensure all payroll processes are fit 

for purpose.   

• Oversee the company pension scheme including monthly payments and administration 

of the scheme for joiners and leavers.  

• Attend Pupils and Staffing meetings and maintain awareness of pupils’ admissions.  

 
C. TRAINING 

• Work closely with the Training Lead and the Training and Development Officer on the 

design, coordination, and evaluation of the School’s comprehensive training framework 

of basic and advanced training for all staff based on the vision and values of the School, 

as well as best current practices including: 

o The design, coordination, and evaluation of induction and foundation courses 

tailored to each role within the School 

o The coordination of mandatory training in manual handling, emergency 

medication, safeguarding, health & safety, food hygiene, fire safety, positive 

behaviour support, Team-Teach, first aid, and other relevant training as 

required for each role within the School.  

• Set up and maintain training administration systems, processes, and files (both manual 

and electronic) to ensure that information is gathered on staff completing training 

including reading policies, procedures, and risk assessments relevant to their role  

• Ensure that information on training is kept up to date, accurate, and is accessible to all 

relevant staff 

• Ensure that staff complete the training courses including reading policies, procedures, 

and risk assessments assigned to them within the agreed timeframes and send 

reminder emails when needed 

• Report to the relevant Head of department any concerns related to delayed or non-

completion of assigned training and advise when performance management becomes 

necessary 

• Inform staff when courses need to be completed again according to the agreed 

frequency  

 

D. OFFICE AND ADMINISTRATION 

• Oversee the office admin staff, ensuring the smooth day-to-day running of the office. 

• Establish effective and efficient office systems in order to deliver a high-quality service. 

• Ensure all activities which involve personal or sensitive personal data comply with the 

UK GDPR. 

• Attend to subject access requests made under our data protection policy. 

• Maintain confidentiality of all information concerning pupils and staff. 
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E. DATA PROTECTION 

1. Advise the School and its employees about their obligations under current data 

protection law, including the General Data Protection Regulation (GDPR) 

2. Develop an in-depth understanding of the School’s processing operations, information 

systems, data security processes and needs, and administrative rules and procedures 

3. Monitor the School’s compliance with data protection law, by: 

a. Collecting information to identify data processing activities 

b. Analysing and checking the compliance of data processing activities 

c. Informing, advising and issuing recommendations to the SLT 

d. Ensuring you remain an expert in data protection issues and changes to the law, 

attending relevant training as appropriate 

4. Ensure the School’s policies are followed, through:  

a. Assigning responsibilities to individuals 

b. Awareness-raising activities  

c. Co-ordinating staff training  

d. Conducting internal data protection audits 

5. Advise on and carry out data protection impact assessments, if necessary 

6. Act as a contact point for the Information Commissioner’s Office (ICO), assisting and 

consulting it where necessary, including: 

a. Helping the ICO to access documents and information 

b. Seeking advice on data protection issues 

7. Act as a contact point for individuals whose data is processed (for example, staff, pupils, 

and parents), including:  

a. Responding to subject access requests  

b. Responding to other requests regarding individuals’ rights over their data and 

how it is used 

8. Take a risk-based approach to data protection, including: 

a. Prioritising the higher-risk areas of data protection and focusing mostly on these 

b. Advising the CEO if/when it should conduct an audit, which areas staff need 

training in, and what the DPO role should involve 

9. Report to the CEO on the School’s data protection compliance and associated risks 

10. Respect and uphold confidentiality, as appropriate and in line with data protection law, 

in carrying out all duties of the role 

11. Undertake any additional tasks necessary to keep the school compliant with data 

protection law and be successful in the role 

12. Maintain a record of the School’s data processing activities 

13. Work with external stakeholders, such as suppliers or members of the community, on 

data protection issues when required 

14. Take responsibility for fostering a culture of data protection throughout the School 

Work closely with other departments 

 

F. COMPLAINTS 
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As the School’s Complaints Manager, you will deliver a high-quality and responsive service to 
those who use the School’s complaints procedure. This includes ensuring that arrangements are 
in place to manage all stages of the complaints process effectively. 

• Set up and maintain office administration systems, processes, and files (both manual 

and electronic) to ensure that relevant information on complaints is kept up to date, 

accurate, meets deadlines, and is accessible to all relevant staff 

• Liaise with complainants, ensuring that they understand the complaints process and 

receive good communication and support from the organisation and where this does 

not happen escalate issues to the CEO 

• Undertake investigations into complaints. This may include undertaking root cause 

analysis and considering relevant documentation, including case papers and policy and 

processes and discussions with relevant staff and complainants where necessary 

• Draft high-quality responses to complainants for review by the CEO 

• Liaise with all relevant staff, when relevant, to ensure complaints are responded to 

within agreed timescales, sending reminders where appropriate 

 
G. TEAM MANAGEMENT 

• Recruit staff as required, including writing job descriptions and person specifications, 

advertising, shortlisting and interviewing, and arranging induction of new staff. 

• Supervise and appraise team members, including monitoring supervision 

responsibilities delegated to other staff, monitoring workloads, and identifying training 

needs to ensure a high level of performance. 

• Organise staffing timetables and ensure adequate cover is always in place when staff 

are on holiday or off sick. 

• Work with other staff of Sheiling School on the development of a staff training 

framework. 

• Ensure staff compliance with organisational policies and procedures and initiate and 

conclude formal and informal disciplinary, capability, absence management, 

redundancy, and grievance processes as required. 

 
H. SAFEGUARDING 

As Head of HR, you will be part of the wider safeguarding team as your responsibilities include 
Safer Recruitment.  
 

• Implement, promote and comply with the Safeguarding policies and procedures. 

• Raise awareness of the protection of children and young people. 

• Encourage good practice and support of procedures to protect children and adults. 

 
I. MISSION STATEMENT OF THORNLEIGH CAMPHILL COMMUNITIES 

• To work in accordance with the Mission Statement of Thornleigh Camphill 

Communities. 
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• To uphold the ideals, vision and values of the Thornleigh Camphill Communities when 

undertaking your work. 

 
J. OTHER 

• To be ‘on call’ to cover emergencies out of hours as required. 

• With other senior staff, plan, prepare, attend and participate in Fairs, Parents Days and 

Open Days. 

• Such other duties as the Company may from time to time require. 

 

 
This job description sets out the duties of the post at the time it was drawn up and is not part of 
the contract of employment.  The post holder may be required from time to time to undertake 
other duties as may be reasonably expected, without changing the general character of the 
duties or the level of responsibility entailed.  This is a common occurrence and would not justify a 
reconsideration of the grading of the post. 
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PERSON SPECIFICATION – HEAD OF HR  
 

Criteria for Selection 
Essential or 

Desirable 

Method of 

Assessment 

Education, Training, and Qualifications 

A professional HR qualification with a thorough practical understanding of 
employment law and safer recruitment. Qualified to CIPD level 5 or 
equivalent. Qualified through experience will be considered.  
 

E Application form 

Qualifications 

Interview 

Educated to Degree level or equivalent E 

Safer Recruitment training (Keeping Children Safe in Education) E 

Evidence of further recent relevant professional development  D 

Experience 

Experience in a related field at a similar level E Application form 

Qualifications 

References 

Interview 

Interview tasks 

Experience in managing staff E 

Experience in recruiting staff E 

Experience of leading HR formal processes E 

Experience, knowledge, and practical application of GDPR E 

Skills and abilities 

Excellent time management and organisational skills E Application form 

References 

Interview 

Interview tasks 

Leadership skills E 

Ability to manage and prioritise a varied workload  E 

High-level ICT skills, including advanced Excel skills (pivot tables, VLOOKUP) E 

Experience and proficiency with Payroll and HR software E 

Personal qualities and attitude 

Ability to maintain confidentiality E Application form 

References 

Interview 

Interview tasks 

Ability to work under pressure E 

Good communicator, diplomatic E 

Self motivated and motivates others E 

Team player, inclusive and respectful  E 

Actively support the ethos of the Charity E 

Problem solver, strategic thinker and planner E 

 

 

 


