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Oaklands School

Job Description – Assistant Head Teacher
Great Oaks College

Grade:  L10 – L14
Hours of work: 
Full time
Contract Type: 
Permanent
Responsible to: 
Head Teacher
Main purpose of the job

Great Oaks College is opening in September 2018 with 3 tutor groups of students on 3 courses. Eventually Great Oaks will offer 6 distinct courses in 3 pathways. Over time Assistant Heads roles will become aligned with one pathway, and four tutor groups and staff. Initially our Assistant Head will need to be flexible and have the skills to support across all pathways.
Main responsibilities and tasks

Classroom responsibility
1. To coordinate the education of a group of pupils within the College on one of the pathways (sensory or life skills), to act as tutor to that group and to teach 3 days per week.
2. To undertake all of the duties associated with the class teacher job description in line with the school teachers pay and conditions document and Great Oaks teacher job description.
Leadership Responsibility 

3. Member of senior leadership team for Great Oaks, attendance of meetings as required.

4. To lead regular monthly department meetings, producing minutes and reporting to the SLT .
5. To lead the team of teachers and teaching assistants in Great Oaks College, providing both direction and support in the provision of education to our students. The Assistant Head appointed in 2018 must be able to advise on the teaching for the full range of students at College on all 3 pathways.
6. To oversee planning and assessment within the department. To ensure that baseline assessments are carried out for all pupils entering College and to track progress for each pupil.
7. To lead on target setting in ILR framework for EFA
8. To oversee accreditation within the department and ensure that the requirements of examining bodies are met. 
9. To provide guidance and support to department teachers including providing support and development meetings to teachers on a 3 week cycle. 

10. To monitor the standard of teaching in the department through both formal and informal lesson observations.

11. To undertake performance management of teachers, including designing support plans for teachers who are not meeting required standard of teaching if required.

12. To participate in the evaluation and development of the College development plan and to undertake strategic work identified within that plan.

13. To provide pastoral support to the families of students in the department.

14. To provide pastoral support to the staff in the department.

15. To manage the department budget, identifying priorities for and approving expenditure.
16. To ensure all activities both on and off site are risk assessed.

17. Monitor student incidents, and ensure behaviour plans and risk assessments are in place.

18. To assess students on application and, with the Head Teacher, make College place offers to the Local Authorities with whom we work.
Equal Opportunities: The School has a strong commitment to achieving equality of opportunity and expects all employees to implement and promote this in their own work.

Health and Safety: The School is committed to a healthy and safe working environment and expects all its employees to implement and promote its policy in all aspects of their work. 

Confidentiality: The School is committed to maintaining the privacy of all its staff and pupils.  It expects all staff to handle all individuals’ personal information in a sensitive and professional manner.  All staff are under an obligation not to gain access or attempt to gain access to information they are not authorised to have. 

Safeguarding: The School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

SIGNATURES

Name of Line Manager: …………….…………………………………………………..

Signed.…………………………………………… Dated……………………………….

Name of Post holder: ………………………………………………………………...

Signed…………………………………………. Dated………………………………

The duties of this post will change and develop over time.  It is the manager’s responsibility, in conjunction with the post holder, regularly to review this document and amend it when necessary.  
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