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Job Description

Assistant Headteacher: KS3 
	Post Title:
	
	Assistant Headteacher: KS3 Lead

	
	
	

	Purpose of the post:
	
	To assist the Headteacher in leading and managing the school by:

Contributing to the vision and strategic direction of the school to ensure continuous school improvement

Contributing to formulating and reviewing the School Improvement Plan and the aims and objectives of the school by:

· Maintaining a high profile around the school

· Maintaining a high profile in promoting the school in the community

· Being a role model for outstanding classroom practice

· Leading on delegated areas of responsibility

· Contributing to the safeguarding and promotion of the welfare, personal well-being and care of students with regard to safeguarding procedures

· The Assistant Headteacher will have an appropriate teaching commitment



	Reporting to:
	
	Associate Headteacher



	
	
	

	Working Time:
	
	Full time.

	
	
	

	Salary/Grade:
	
	L13-17 

	
	
	

	Disclosure level
	
	Enhanced

	MAIN DUTIES

	Key accountabilities for this this role:

	
	To be a member of the Senior Leadership team with a specific role to lead and manage KS3 student outcomes, behaviour and welfare: ensuring positive academic outcomes, well-being and positive behaviour of all students enables them to be successful in every aspect of their school life after a smooth transition from primary school
To ensure that health and safety policies and practices, including risk assessments are in line with national requirements and are updated where necessary


	Senior Leadership responsibilities:
	
	· To support the Headteacher in developing and communicating a clear strategic vision to develop the school successfully and to lead to improvement;
· To take responsibility for those elements of the school’s self-evaluation and improvement plan that pertain to the brief for this role;
· To share in identifying whole school aims and objectives which have coherence and relevance to the needs of the students and to the aims and objectives of the school;
· To work with colleagues to ensure the creation and implementation of the School Improvement Plan;

· To share in the effective and efficient management of the school on a daily basis and to maintain a high profile presence for staff and students in the school and promote its ethos;

· To be a model of high professional standards in all aspects of academy life and to lead by example;

· Contribute to the preparation of all school documentation, including Governors’ report, and similar including review of the staff and student planners annually;

· Attend and report to Governors’ meetings as required by the Headteacher;
· To promote teamwork and to motivate staff to ensure effective working relations

· To promote a restorative approach as an integral feature 
· Grey Court school’s behaviour policy



	Leadership of KS3 Student Behaviour  and Welfare:

	
	· To provide strategic leadership across the school that sets high expectations and has a clear focus on excellent student outcomes, behaviour, attendance and punctuality.

· To implement clear strategies for the continued improvement of attendance and behaviour for all educational groups across the school and evaluate progress towards targets through data analysis

· To line manage Phase Leader  KS2-3 Transition and Phase Leader in charge of Year 8 and 9 and to ensure the effective monitoring and evaluation of the removal of all the barriers to learning for all students.

· Lead in monitoring student attendance, recognising good attendance and identifying individual students with attendance concerns, including persistent absence.

· Be responsible with the associate headteacher for the analysis and evaluation of attendance, punctuality and behaviour data to identify groups of students causing concerns.
· Lead relevant colleagues, including Phase Leader KS2-3 Transition and Phase Leader in charge of Year 8 and 9 to ensure that appropriate responses are being taken for individual students with attendance and/or behaviour concerns.

· Lead in all aspects of student welfare, collaborating with other colleagues, as appropriate

· To establish creative, responsive and effective approaches to student welfare across the school.

· Promote an aspirational ethos in the school for staff and students

· To work with the Phase Leader KS2-3 Transition and Phase Leader in charge of Year 8 and 9 to organise the annual series of KS3 Awards Ceremonies to recognise student achievement throughout the year.

· Lead on assemblies and coordination of the assembly rota, together with further developing celebration and achievement across KS3
· To lead on school policy, its development and implementation in your linked area of responsibility

· To be fully aware of the current legal requirements, national policies and local guidance on the safeguarding and promotion of the wellbeing of children and young people.

· Maintain standards of school uniform across KS3 
· Liaise with external agencies as appropriate
· Oversee the management of transition and admissions in year 
· Oversee staff duties, time out and detention rota KS3
· To lead on training and support of all staff within your linked area and ensure that new teachers have the induction and development they need to ensure they rapidly become effective members of the teaching workforce 


	Communications:
	
	· To ensure effective communication/consultation as appropriate with the parents / carers of students 
· To represent the school at external meetings as required



	Other such duties as the Headteacher may reasonably direct from time to time:


	
	· Carry out a teaching commitment within the general framework of the school timetable. This will include, as far as possible, teaching the full age and ability range.
· Implement the governing body’s policies on equal opportunity issues for all staff and students in relation to sex, gender, race, disability and special needs.

· Contribute to the gathering and collation of stakeholders views.

· Attend school events and functions, as well as appropriate meetings, with colleagues and parents/carers.
· Assist with the marketing of the school, organising key events as appropriate and acting as an ambassador for the school at high profile functions.

· To demonstrate a commitment to one’s own professional development and engage in the opportunities provided by the school and teaching school alliance. 



	Other Specific Duties:



	To continue personal professional development 

To engage actively in the performance management and review process.

To undertake any other duty as specified by STPCB not mentioned in the above.
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 a manager to undertake work of a similar level that is not specified in this job description 

Employees are expected to be courteous to colleagues and students and provide a welcoming environment to visitors and telephone callers

The Grey Court School will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.




I have read and understood this Job Description

Signed:_________________________________(postholder)
____________(date)

Signed:__________________________________(Headteacher)
____________(date)
JD-Assistant Headteacher: KS3 
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