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Subject leader checklist for the new academic year: primary
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Use this checklist of tasks to help you hit the ground running this year. 

	Area of focus
	Tasks
	Notes

	Do you need to re-clarify the role and expectations?
	Speak to your headteacher and/or senior leadership team to:

· Clarify line management arrangements and how often you’ll report on the impact of your leadership in the new year
· Determine whether you need to review how much leadership time you should have for action planning, work scrutiny, lesson planning support, lesson observations, learning walks, pupil voice, etc.

You should review how effectively you used planning, preparation and assessment (PPA) and leadership time during the last year to meet the demands of your role.
	Use this space to make a note of any findings or next steps after carrying out the task

	Do you need to update your subject leadership file?
	Review and update your subject leader file, particularly information on: 

· The strategic direction and development of the subject

· Monitoring teaching and learning

· Leading and managing staff

· Efficient and effective deployment of staff and resources

· Subject policies/statements (if appropriate)

· Subject budget 
Refer to your school’s monitoring schedule – does this match up with your evaluative responsibilities? Consider how you will prove your effectiveness as leader.
	

	Is the budgeting process clear?
	Speak with your school business manager to confirm:

· Your understanding of your school’s budget spending procedures 

· When budgets for subjects will be set 

· The budget allocated to your subject
You should make sure that you take ownership for your budget throughout the year.
	

	Is your strategic direction for the year clear? 
Have you reviewed your priorities?
	Discuss and understand priorities in the school improvement plan (SIP) that relate directly and indirectly to your subject. Action these priorities or adjust them to meet changing needs.
Complete a subject self-evaluation to identify strengths and areas for improvement.
Use the SIP and your self-evaluation to develop or review your subject action plan with clear actions, timelines, success criteria, resources needed and evaluation.
Brainstorm and record your own creative ideas, tasks to complete and ambitions. Refer back to these thoughts during the year and review your priorities accordingly.
	

	Are you setting high standards for teaching and learning in your subject?
	Have you set a clear view of standards in the subject by analysing data and monitoring reports for the subject? Do you need to review these?
Consider which strategies for inclusion you will be implementing (such as for pupils with SEN, EAL or looked after pupils).
	

	Planning continuing professional development (CPD) and meetings
	Have you conducted a skills/subject knowledge audit for you and your staff? From this: 

· Schedule time for staff training (one-to-one and group sessions) to share ideas and address gaps in practice 

· Decide what, if any, CPD you need  

· Plan shadowing and development opportunities

Check that induction programmes for new staff, and those delivering new programmes, are ready.
	

	Do you have a clear vision for your subject and model high standards?
	Using the teachers’ standards as prompts:

· Set high expectations which inspire, motivate and challenge pupils 

· Promote good pupil progress and outcomes 

· Demonstrate good subject and curriculum knowledge 

· Plan and teach well-structured lessons

· Adapt teaching to respond to the strengths and needs of all pupils

· Make accurate and productive use of assessment

· Manage behaviour effectively to ensure a good and safe learning environment 

· Fulfil wider professional responsibilities
	

	Auditing and refreshing resources
	Audit stock (including stationery and books) and resources (including lesson plans, assessments, and mark schemes) for the subject and replenish stock. Plan cross-curriculum links.
	

	Seeking support
	Look to others, inside and outside the school, for support in your leadership role and to test your ideas.
	


Sources

· Jeremy Bird has extensive experience of primary headship. He has also worked with local authorities and published guidance for new and aspiring headteachers and senior leaders

· Martin Owen is a qualified chartered accountant (CPFA). He has more than 20 years' experience of working with schools to improve their governance, leadership and management of financial, business and operational processes

· Nina Siddall-Ward is an education consultant. She is the former head of standards and learning effectiveness for a large local authority. She has been a headteacher in 3 schools
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