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Coppice Primary School
Job description
Assistant Headteacher L7-L11
KEY PURPOSE OF THE ROLE:
To work in close and continuous partnership with the Executive Headteacher and Head of School, as part of the Senior Leadership team, in securing and sustaining high quality curriculum, teaching and learning across the school.  
KEY ACCOUNTABILITIES:
The post holder is responsible and accountable to the Executive Headteacher.

As a member of the Senior Leadership Team, the post holder will be expected to fulfil the professional duties contained in the Teachers’ Pay and Conditions Document with respect to teaching and the role of the Assistant Headteacher.  This role is on the Leadership Pay scale and Terms and Conditions. In addition to this, they are required to fulfil any reasonable expectations from the Executive Headteacher.
KEY RESPONSIBILITIES:
Shaping the Future

· Interact with and continually lead teaching and non-teaching colleagues by example in order to promote a mutual understanding of the school’s vision, values, aims and priorities
· Exemplify the application of the school’s agreed policies and expectations

· Contribute significantly in the formulation and evaluation of the School’s Development Plan

· Contribute to management decisions on all aspects of policy, strategy, development and organisation

Leading Teaching and Learning: 

· Lead foundation subject(s) as required or a core subject

· Maintain a high profile as an example of best practice within the classroom 

· Develop and enhance a broad and rich curriculum which meets the needs of the range of pupils in the school.

· Implement systems of monitoring and evaluate the quality of provision within identified areas of the school

· Challenge underperformance and ensure effective, corrective action and follow-up is taken

· Coach and mentor staff in order to raise standards in their practice
· Take responsibility for key whole school priority areas for the school’s development and improvement 
Cultural Capital, Behaviour and Welfare:

· Work as part of the Senior Safeguarding Team as the DDSL
· Lead on teaching, learning, Curriculum, planning and design
· Lead Subject Leader meetings

· Lead specialist weeks/months eg Work Week, STEM Week

· Lead on all aspects of Educational Visits and Visitors
· Establish and Lead the 50 things across our School
· Lead on More Able Learners across our School
· Develop all aspects of pupil voice through the continuation of pupil forum, establishing class and school roles eg playground leaders, librarians

Developing Self, Working with Others and Securing Accountability:
· Work alongside the Executive Headteacher to secure improvement through Performance Management; undertaking reviews for identified staff

· Share responsibility for the analysis of key school performance data, to ensure priorities are appropriate and improvement in standards promoted

· Work with the Executive Headteacher and Head of School to lead, motivate, support, challenge and develop staff in order to secure continual improvement
· Act as a mentor for identified staff, and to induct new staff, as appropriate 

· Identify training needs and arrange, organise and deliver INSET, as appropriate
· Through liaison and guidance, work closely with middle leaders to ensure the best learning opportunities for pupils

· Work with Governors and senior colleagues to recruit and select teaching and non-teaching staff

· Actively seek quality CPD experiences, keeping abreast of current initiatives / issues and disseminating to staff via appropriate and effective means
· Maintain and develop productive relationships with all stakeholders, including parents/carers, governors, local authority and other bodies outside the school 
Managing the Organisation

· To share responsibility for the day-to-day management of the school
· Ensure high quality playtimes and lunchtimes by actively running organised activities with children

· Lead, manage and organise meetings, as appropriate, in support of the school’s aims and priorities
· Deputise in the absence of the Head of School
Strengthening the Community 
· Build on and support the development of relationships between the school and its local community, other schools/agencies and the local authority; and promote the use of people’s strengths and skills to enhance learning

· Develop further pupil voice and active involvement in the school’s evaluation and decision-making processes, as a means to raising the effectiveness of teaching and learning across the school and its provision in general  
· Contribute to the reporting of the performance of the school to parents, carers, governors and other key partners as necessary 
· Organise as required workshops and meetings for parents, governors and other staff
· Develop and enhance a culture of team work, in which views of members of the school community are valued and taken into account

· Promote and model good relationships with parents/carers, which are based on partnerships to support and improve pupil achievement
· Attend and lead Leadership Team meetings, as required

· Attend and contribute to Senior Leadership Team meetings   
· Demonstrate a commitment to the school and sharing best practice

Support for the school:

· Compliance of all school policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference, and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings, as required including out of school hours events  

· Participate in training and other learning activities and performance development as required

· Assist with the supervision of pupils out of lesson times, including before school on wet mornings and wet playtimes
· Supporting staff absences through classroom cover
· Lead on or accompany visits, trips and out of school activities as required 

The above-mentioned duties are neither exclusive nor exhaustive, and the post holder may be   called upon to carry out such other duties as may be required by the Line Manager that are broadly within the grading level of the post and the competence of the post holder
GDPR:

You will be responsible for ensuring that personal and sensitive data processed within the school and trust is treated with confidentiality and kept secure and in line with Data Protection guidance including General Data Protection Regulations.

Regulated Activity:

This job includes regulated activity as it involves working directly with children.  

This job description will be reviewed annually as part of the performance management review process, or more frequently, if necessary.  It may be amended at any time after consultation with the Executive Headteacher and post holder. The duties may be varied to meet changed circumstances in a manner compatible with the post held, at the reasonable direction of the Executive Headteacher.

Post holder’s Name ___________________________         Date ________________

Signature ___________________________________
Date ________________
Coppice Primary School

PERSON SPECIFICATION

ASSISTANT HEADTEACHER

	Job Requirement
	Essential
	Desirable

	Qualifications
	· Qualified Teacher Status


	· Evidence of further study or qualifications

· Has benefited from recent leadership training or opportunities

	Experience
	· Evidence of a senior or middle management role within a multicultural school

· Evidence of consistently good / outstanding practice over time 

· Evidence of successfully leading an aspect of whole school improvement

· Experience of analysing pupil progress data and implementing appropriate improvement activities that have had positive impact on pupil outcomes
· Extensive experience of monitoring and accurately evaluating classroom practice, and feeding back to staff
	· Successful teaching experience in more than one multicultural school

·  Evidence of consistently good/outstanding teaching in more than one primary key stage



	Management
	· Ability to act as Deputy in the absence of the Head of School
· Has led and worked successfully within a team

· Is able to manage time effectively

· Has been involved in, and understands the importance of, school improvement strategic planning

· Experience in successful staff development work

· Has an understanding of distributive leadership and one’s role in it
	· Has had experience as a Performance Management Reviewer

	Curriculum
	· Has a thorough understanding of the primary curriculum

· Is able to support and enable colleagues in the curriculum planning process

· Has a thorough understanding of young people’s needs and how they learn

· Teaching includes strategies that support pupils with EAL

· Understands the importance of learning to learn skills (behaviours for learning)
	· Has experience of developing learning to learn skills across the curriculum

	Knowledge and Skills
	· Is familiar with the new 2025 Ofsted framework

· Ability to identify and solve problems independently and creatively under pressure
· Communicates effectively with all school stakeholders

· Able to manage competing demands and meet targets

· Ability to mediate and be assertive, when required
· Ability to promote and foster a positive attitude across and within teams

· Ability to encourage positive partnerships with parents/carers, governors, outside agencies, etc…

· Shows flexibility and adaptability
· Has demonstrated effective team leadership

· Has successfully mentored or coached teaching colleagues
· Strong ICT skills

· Has the ability to synthesise information quickly and effectively

· Is a good communicator, both orally and in writing to a wide range of audiences
	

	Personal qualities
	· Is motivated, energetic and motivates others

· Is emotionally intelligent and approachable for all stakeholders

· Is well organised, professional and able to work under pressure to meet deadlines

· Is a reflective practitioner

· Has a sense of humour

· Is passionate about wanting all our children to achieve well

· Is committed to the professional development of oneself and others

· Is resilient, with a can-do, solution-based attitude in the face of adversity
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