Assistant Headteacher Job Description


Designation:      Assistant Headteacher 

Location: 	Ranelagh Primary School 		 

Reporting to:	Headteacher

Grade:		Leadership Pay Spine L1-L3 


General Responsibilities:

The Assistant Headteacher will work with and will be directly responsible to the Headteacher. The post holder will be expected to interact and lead colleagues on a professional level in order to promote a mutual understanding of the school's vision and values. In addition to the teaching responsibility, the post holder will be expected to network and liaise across the range of external providers, schools, community and coordinator networks, to ensure a consistency of approach regarding standards, support, transition and high quality education. The functions and specific responsibilities below are to be undertaken in conjunction with the duties of an Assistant Headteacher as defined in the Teachers’ Pay and Conditions Document. 


Specific Responsibilities:

The Assistant Headteacher will work with the Headteacher to provide leadership and management of the quality of education of all pupils. In partnership, you will be responsible for ensuring the educational success of the school within the overall framework of the school development plan. To take a lead role in the monitoring and evaluation of standards across the whole school and to be a leading professional, actively promoting effective teaching and learning practices across the school. 

This is a senior post within the school’s staffing structure, which carries with it membership of the Leadership Group. 

To achieve success for all members of the school community within a culture of continuous innovation and rigorous review, the Assistant Headteacher will assist in shaping the school’s vision for the future, direction or leadership promoting excellence, equality and high expectations of all children in both academic and extra-curricular achievements. To assist in creating a safe and productive learning environment that is engaging and fulfilling for all pupils and staff. 


Main duties and responsibilities are indicated below: 

The Assistant Headteacher will have a class commitment – the key stage and year group will be dependent on the successful candidate’s strengths. The assistant Headteacher will receive dedicated leadership time as well as their PPA release time to development and ensure ‘quality teaching first’ and secure the smooth running of the school. 

The Assistant Headteacher will be a model professional setting an excellent example to teaching and support staff. They will work in close partnership with the Headteacher in actively and demonstrably promoting enrichment, entitlement and achievement through building and implementing agreed school policies. The Assistant Headteacher will lead by example of their practice, and by positively encouraging and supporting all members of staff. They will work with the Headteacher to ensure that the school offers a high quality, exciting, engaging, well resourced, differentiated and well matched curriculum for all children.

The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the contract of employment).

· The post holder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body.
· The post holder shall uphold the school’s policy in respect of child protection and safeguarding matters.
· Maintain confidentiality.
· Participate in training and other learning activities and performance development as required.
· Perform duties in line with health and safety requirements and report to the Head of School where hazards are identified.
· The post holder shall be subject to all relevant statutory and institutional requirements.
· The post holder may be required to perform any other reasonable tasks after consultation.
· This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.
· This job description is not necessarily a comprehensive definition of the post. It will be reviewed annually and it may be subject to modification at any time after consultation with the post holder.

Key Accountabilities:
· The Assistant Headteacher is to take a central role in assisting the Headteacher, to develop the school in accordance with the school shared values and the school development plans.
· The Assistant Headteacher is to be a primary teacher with experience across the primary age range; an experienced curriculum and team leader, a leader in assessment for learning and assessing pupils’ progress and a key person in the senior management team. 
· The Assistant Headteacher will support, lead and manage teaching and learning in and beyond the classroom.

In particular, the Assistant Headteacher will be required:

Shaping the Future
· Support the Headteacher, Governors, and School in establishing a vision for the future of the school; demonstrating inspirational leadership and creativity;
· Play a leading role in the school improvement planning process, taking account of the agreed priorities of the school and how these link with National and local initiatives;
· Contribute to the identification of key areas of strength and weakness in the school;
· Work to a high standard in implementing agreed policies, priorities and expectations, so as to set a good example to other colleagues;
· Promote a culture of team work, in which views of all members of the school community are valued and taken into account;
· Contribute to the self evaluation of the school.

Leading Learning and Teaching
· Share responsibility for the analysis of key school performance data, to ensure priorities are appropriate and improvement in standards is promoted;
· Take responsibility for the development of an effective timetable which meets the needs of pupils within the statutory frameworks and the resources available;
· Provide training for staff on effective teaching and learning;
· Promote the active involvement of pupils in their own learning;
· Contribute to target setting; including statutory procedures and targets for individuals and groups throughout the school;
· Support strategies to promote high standards of behaviour;
· Contribute to the development of a broad and rich curriculum which meets the needs of the range of pupils in the school;
· Support the development of an effective assessment framework;
· Promote the use of ICT to enhance and extend pupils learning;
· Monitor and evaluate classroom practice;
· Provide support for colleagues in improving their classroom practice.

Developing self and managing others
· Work to ensure the highest priority is given to safeguarding and promoting the welfare of children in the school;
· Contribute to the creation of a positive school ethos, in which every individual is treated with dignity and respect and the safety and welfare of children and young people is paramount;
· Support the development of collaborative approaches to learning within the school and beyond;
· Support the induction of staff new to the school;
· Set high expectations for your own performance and that of others;
· Engage in relevant professional development activity as necessary.

Managing the organisation
· Contribute to a regular review of the organisation of the school to ensure it meets statutory requirements;
· Develop action plans in specified areas of responsibility, in order to bring about improvements;
· Contribute to the planning process for the distribution of resources, to ensure they meet the schools identified priorities;
· Contribute to regular evaluation of the impact of the use of resources in relation to the quality of education of the pupils and value for money.

Securing Accountability
· Support the governing body in meeting its responsibility to account for the performance of the school;
· Work alongside the Headteacher to secure improvement through Performance
· Management; take responsibility for the performance management of identified staff;
· Support staff in understanding their own accountability, and develop approaches to its review and evaluation;
· Use a range of data sources to set realistic yet challenging targets for pupils, analyzing outcomes for individuals and groups; use this information to implement appropriate curriculum pathways and intervention programmes;
· Develop and present accurate accounts of school performance to a range of stakeholders.

Strengthening Community
· Contribute to the development of the school as a ‘Hub’ within the community; strengthening partnerships with other schools and services;
· Gain an understanding of the diversity of the school community;
· Contribute to policies and practices which promote equality of opportunity and tackle prejudice;
· Contribute to the development of a curriculum which provides pupils with opportunities to enhance their learning within the wider community;
· Promote and model good relationships with parents, which are based on partnerships to support and improve pupils’ achievement and attendance;
· Ensure learning experiences for pupils are linked into and integrated with the wider community;
· Ensure a range of community-based learning experiences.

General Responsibilities
· To deputise for the Deputy Headteacher in their absence.
· To play a full part in all aspects of strategic planning, implementation and review.
· To be the line manager for named curriculum areas and to work closely with these areas on raising standards.
· To be the line manager for a named year group/s to challenge and support all pastoral and academic issues.
· To undertake a range of routine duties such as assembly, break and lunchtime duties, on call, etc.
· To maintain a high profile and visible presence around school.
· To support a broad range of out of hours activities and events.
· Any other reasonable duties deemed necessary to ensure the smooth running of the school.


Person Specification for the role of Assistant Headteacher 

Prerequisite
· Satisfactory enhanced DBS check and references

Experience
· Significant experience of working as a key curriculum leader in a primary school.
· Evidence of being an excellent classroom practitioner in a primary school.
· Experience as a current or recently practicing team builder/ leader/ manager
· Experience of working with children across the primary age range
· Experience of working with parents and carers, outside agencies, in partnerships and collaboration to secure achievement, enrichment opportunities and resources for children
· Experience of being a performance manager
· Experience of delivering training for others
· Experience observing and feeding back to teaching and support staff

Qualifications or Training
· Qualified teacher status
· Recent, relevant in-service training - particularly in relation to teaching and learning and assessment  and in relation to leadership and management

Skills:		
· Able to effectively manage children’s behaviour in a positive way and to promote good relationships and good behaviour
· Able to work as part of the senior leadership team and take responsibility
· Highly developed interpersonal skills - able to talk effectively to children, parents, governors, external professionals and colleagues.
· Able to liaise effectively with agencies, build good working relationships and rapport with colleagues.
· Excellent written and verbal communication and able to help the school raise standards of achievement.
· Able to produce careful, accurate, positive and well written reports, policies, guidance, letters and memos.
· Able to read and use data and to use a range of sources of evidence to make judgements and identify next 
· Confident in use of ICT as a teaching, learning, communication and administrative tool
· Able to multi-task and to effectively  manage a wide and extensive portfolio

Personal Qualities & Attributes
· Creative, warm, engaging, transparent and intelligent
· Well organized, calm and very positive, confident and assuring
· Able to quickly engage and build appropriate relationships with children
· High levels of emotional literacy
· Able to lead, encourage, inspire, motivate staff 
· Dependable and reliable, with an excellent record of attendance 
· Willing to go the extra mile, have high levels of stamina, energy and determination
· Effective team leader/member and a model of professionalism
· Flexible, able to respond quickly to changes and think on your feet


