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St Faith's C of E Primary School

Assistant Headteacher

Job Description

This is a senior post within the school’s structure which carries with it membership of the Senior Leadership Team. The post holder may be required to work outside normal school hours on occasion with due notice (e.g. to attend Governors’ meetings or PTA events)

	Relationships/Line Management



	Responsible to:


· Head Teacher

· Governors
Important internal relationships:



· Pupils and parents

· All members of staff 

· The Governing Board
· The Parent, Teacher Association

· Trainee teachers and volunteers

Important external relationships:

· Local Authority staff / Link Inspector
· SDBE



	Main Purpose of the Post

	· To work with the Headteacher and Governing Board in providing strategic leadership and vision which promotes the achievement and well-being of the children and the continuing professional development of staff;

· To provide strategic leadership for the staff team in ensuring quality and consistency of teaching, learning and assessment across the whole school;
· To work with the Headteacher and all other Leaders in ensuring the smooth running of the school and managing events, changes to plans, incidents etc;

· To work effectively with the Headteacher, Governing Board and staff in evaluating practice, developing a positive school ethos, providing a stimulating curriculum and producing clear policies and procedures;

· To be accountable for standards of pupil achievement, their rate of progress and for key priorities within the School Development Plan;
· To be the first point of contact for team members carrying out associated duties that are reasonably assigned by the Headteacher;
· To represent relevant phase team within the Senior Leadership team and work effectively with all leaders in providing our children with a broad and stimulating learning experience as they progress through the school;
· To undertake the professional duties of an Assistant Headteacher as set out in the School Teachers’ Pay and Conditions document;


	Teaching and Learning

	· To carry out all the duties of a teacher as set out in the School Teachers’ Pay and Conditions document;
· Provide an example of ‘excellence’ as a leading classroom practitioner in teaching and learning, including curriculum development;
· To have a teaching commitment depending on the needs of the school;
· To model, support and challenge staff to achieve outstanding practise across the school;

· To set an example in ensuring plans are appropriate to the needs and abilities of the pupils in each class or set, including those with additional needs; 

· To ensure that formative and summative assessments of pupils’ progress and performance take place in accordance with school policy and that outcomes are used to inform planning and/or target setting;
· To ensure that target setting, the analysis of targets and their review is carried out with all staff;
· To observe lessons and give accurate feedback to colleagues;
· To be prepared to lead demonstration lessons for other teachers to model effective practice;
· To be responsible for the management and induction of new staff and overseeing teaching practice students and newly qualified teachers;
· To lead a subject area of the curriculum;

· To review the Teaching and Learning Policy annually and measure its impact;


	Communication 

	· To build positive relationships with pupils in order to support effective learning and accelerate progress;

· To build constructive relationships with parents/carers and other members of the community, to support the local reputation of the school;

· To develop strong, positive relationships with school colleagues and contribute to collaborative working across the school and sharing of best practice;
· To provide information for parents/carers and Governors so that they have knowledge and understanding of matters relating to Assessment,  school activities, policies and procedures;
· To contribute fully and effectively to Governing Board and SLT meetings;


	School Improvement and Leadership

	· To be responsible for undertaking monitoring activities at regular intervals and feeding back to staff and/or the leadership team with written reviews/evaluations when required;

· To develop, alongside other members of the SLT, that part of the School Development Plan that relates to Teaching and Learning in particular;
· To analyse performance and progress data and produce reports to share with all Staff, SLT and Governing Board;

· Keep School Development Plan objectives and actions under review and report to the SLT and Governing Board on the evaluation and impact of the plan;

· To work with the Headteacher and other school leaders to ensure that staff are deployed effectively across the school in order to raise standards;
· To participate fully in the school’s self evaluation process and production of relevant documentation;
· To lead a key stage;

· To monitor the quality of planning, teaching, learning and pupil progress through lesson observations, work scrutiny, pupil interviews and learning walks, and report back to the SLT;
· To keep pupil progress under review and to make recommendations to the Headteacher, Deputy Headteacher, Phase Leaders, where groups are not making the progress expected and provide for possible interventions that may support accelerated progress;
· In partnership with the Headteacher and Deputy Headteacher be responsible for planning and leading Collective Worship.
· To participate fully in the planning and organisation of all school activities, functions and events;


	Continuing Professional Development

	· As a lead professional, to regularly review own practice, set personal targets and take responsibility for own continuous professional development;
· To establish links with leaders in other schools to support own CPD, share good practice and inform school policies and procedures;


	Pastoral Support

	· To be a Designated member of Staff for Child Protection (DSL);

· To lead by example in implementing the school’s behaviour policy and support the interventions in place for key children (e.g. social interaction groups, lunchtime support groups etc.);

· To address any concerns with sensitivity and diplomacy, keeping the SLT and other staff informed as appropriate


	Additional Responsibilities

	· To lead the school council;
· To undertake other reasonable duties related to the post, as determined by the Headteacher.


	Safeguarding

	· To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to this role within the organisation.

· To be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to this role. 

· To ensure that the SLT and SENCO are made aware and kept fully informed of concerns which you may have in relation to safeguarding and/or child protection



Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
Employees will be expected to comply with any reasonable request from the Headteacher to undertake work of a similar level not specified in this job description.

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 construed

This job description is current at the date shown, but in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
Signed: 





   Date: 

