Assistant Head - Pre-Prep (inc EYFS)
(with teaching responsibilities)
INFORMATION PACK

‘We seek to nurture, encourage and challenge to allow every child to blossom. Working
together to prepare the whole child academically, socially, physically and creatively.
Promoting enjoyment, self-confidence and wellbeing through education for life.’

The role:
Leadership and Management
Provide professional leadership and management of academic and pastoral care as well as pupil’s mental
health and wellbeing, across the Pre-Prep and EYFS. Ensure that teaching and support staff have the
knowledge, support and resources to help foster a friendly, caring and vibrant community in keeping with the
school’s ethos. Lead, manage, monitor and maintain the school’s nurturing environment so that all the pupils
make the progress they should.

Teaching Responsibility
Teaching responsibilities for this role would be dependant on the successful candidates strengths. Class
Teachers at Willington must be enthusiastic professionals, prepared to commit fully to the ethos of the School
as laid out in our aims. Class Teachers are appointed by the Headmaster and are responsible to him via their
line manager.

Assistant Head - Pre-Prep (inc EYFS)
Job Purpose
The Assistant Head - Pre-Prep (inc EYFS), under the direction of the Headmaster, will take a major role in:











The management of the school as a member of the Senior Leadership Team; contributing to the
strategic and operational leadership of the school;
Formulating the aims and objectives of the school;
Establishing policies in this department, for achieving these aims and objectives;
Managing staff and resources to that end within the Pre-Prep department;
Monitoring progress towards the achievement of the school’s aims and objectives;
Advising and supporting the Headmaster on all pastoral matters within the Pre-Prep department;
Advising and supporting the Headmaster in providing for the welfare, including safeguarding, of all
pupils within the Pre-Prep department;
Leading the assembly programme to develop the pupils pastorally in the Pre-Prep department;
To ensure that pupils’ behaviour promotes their learning and wider educational development;
To become the deputy designated safeguarding lead for the pre-prep department (inc EYFS).

Willington is committed to safeguarding and promoting the welfare of children and young people and
expects all staff and volunteers to share this commitment.
As senior leaders of the staff establishment, Assistant Heads are expected to be fully conversant with all
school policies and practices, and to play their part in assisting the Headmaster to lead and manage the
school, They are accountable to the Headmaster.
The internal organisation, management and control of the school:
To contribute to:

Maintaining and developing the ethos, values and overall purposes of the school

Formulating the aims and objectives of the school and policies for their implementation

Planning improvement which will translate school aims and policies into actions

Implementing the efficient organisation, management and supervision of school routines
Curriculum Development

To liaise with the Assistant Head Academic and other agencies where necessary to ensure that
individual pupil's continuity of learning and effective progression of achievement are provided in
Years Nursery to Year 2.

Have a good understanding of the Foundation Stage and Key Stage 1.

Pupil Care

To lead in Years Nursery to Year 2, with a transition role for Yr 3 ;

The development, organisation and implementation of the school's policy for the personal and
social development of pupils including pastoral care and guidance ;

The effective induction of pupils to the school and determination of appropriate classes ;

The promotion among pupils of standards of conduct/discipline and proper regard for authority and
the encouragement of good behaviour;

The development of a culture of independent learning;

The handling of individual pupil pastoral and disciplinary cases, with parental follow-up where necessary;

The maintenance of the pastoral, bullying and racial log for Years Nursery to Year 2;

The induction of pupils into Nursery and Reception, including home visits and to nurseries;
The management & leadership of staff

To be responsible for the line management and performance management of specific staff within
the department;

To participate in the recruitment and development of teaching and non-teaching staff of the school;

To contribute to good management practice by ensuring positive staff participation, effective communication and procedures;

To participate in arrangements for the appraisal of the performance of teachers;

The provision of professional advice and support and the identification of training needs;


To lead Junior Staff Meetings

Relationships

To be responsible for fostering positive relationships across the school community;

To help in maintaining and developing effective communications and links with parents and to
provide positive responses to concerns and problems regarding their children's educations and
wellbeing:

To assist liaison with the Prep School in order to promote the continuity of learning, progression
and curriculum developments. To develop and maintain positive links and relationships with the
community, local organisations and employers.

Teaching Responsibilities:
Class Teachers at Willington must be enthusiastic professionals, prepared to commit fully to the ethos of
the School as laid out in our Aims. Class Teachers are appointed by the Headmaster and are responsible
to him via the Head of the Pre-Preps (inc EYFS) and Assistant Head Academic and the Deputy Head
Pastoral.

Have Knowledge and Understanding of:




the relevant aspects of the pupils’ National Curriculum ;
progression in all the relevant subjects;
how to engage and motivate pupils, as well as how to inspire trust and confidence.
Planning, Teaching and Class Management


Ensure effective teaching of whole classes, groups and individuals so that teaching objectives are
met, momentum and challenge are maintained and best use is made of teaching time.



Plan lesson and sequences of lessons to meet pupils’ individual learning needs and plan effectively
to ensure that pupils have the opportunity to meet their potential, taking appropriate account of
the needs of pupils who are underachieving or very able.

Secure a high standard of pupil behaviour in the classroom through establishing appropriate rules
and high expectations of discipline, which pupils respect, and use a range of appropriate strategies
for teaching and classroom management.

Identify pupils who have special educational needs and know where to get help in order to give
positive and targeted support. Plan effectively, where applicable, to meet the needs of those pupils
with special educational needs.

Design and adapt long, medium and short term plans for all schemes of work taught.
Monitoring & Assessment:





Assess how well learning objectives have been achieved and use this assessment to inform future
teaching.
Mark and monitor pupils’ classwork and homework, providing constructive oral and written
feedback, setting targets for future progress.
Set clear targets for improvement of pupils’ achievement and monitor pupils’ progress towards
those targets.
Administer and mark regular summative assessments as agreed by school policy.

Pupil Achievement:


Teachers should be able to demonstrate that, as a result of their teaching, their pupils achieve well,
relative to the pupils’ prior attainment. This could be shown in marks or grades in any relevant
standardised tests or School-based assessments or through samples of work.

Managing Resources:


Select and make good use of textbooks, ICT and other learning resources, which enable teaching
objectives to be met.

Relations with Parents and Wider Community:




Liaise effectively with pupils’ parents through informative oral and written reports on pupils’
progress and achievements, discussing appropriate targets and encouraging them to support their
children’s learning, behaviour and progress.
Understand the need to liaise with other agencies responsible for pupils' welfare.

Managing own Performance and Development:





Understand the need to take responsibility for their own professional development and to keep
up-to-date with research and developments in pedagogy and in the subjects they teach.
Understand their professional responsibilities in relation to School policies and practices.
Set a good example to the pupils through presentation and personal conduct.
Evaluate teaching critically and use this to improve effectiveness.



Participate in the School’s Performance Management/Appraisal Programme.

Managing and Developing Staff and Other Adults:


Establish effective working relationships with professional colleagues including, where applicable,
associate staff.

Direct and line-manage Classroom Assistants and other relevant support staff effectively.
Wider Professional Effectiveness



Contribute to the extra-curricular life of the School.
Make an active contribution to the life and aspirations of the School.
Other Responsibilities:
All staff should be willing to assist other staff in preparation and supervision of activities to include some
playtime and lunchtime supervision and possibly a School club. Teachers are required to attend Staff
Meetings and Briefings, Inset Days, Parents’ Evenings/Meetings, Open Days and other published School
events. Teachers also expected to be prepared to attend other such meetings, functions and training and
to carry out other reasonable duties as is from time to time deemed necessary. No description of responsibilities can be fully comprehensive and this job description is subject to review and modification as necessary.
Individual Responsibilities:
All staff are encouraged to co-ordinate a particular area of School life (area of responsibility) suited to
their interest and skill.

Assistant Head - Pre-Prep (inc EYFS) - Person Specification:
We would expect the successful candidate to have some, but not all, of the following attributes.
Qualifications:



QTS (degree or equivalent);
Strong evidence of CPD.

Experience:







Successful teaching in nursery or pre-prep years;
Proven record of working effectively with pupils, parents and staff;
Experience of working with pupils within a wide ability range including MAT, EAL and SEND;
Effective monitoring of pupil progress, target setting and report writing using technology;
Writing policies and schemes of work;
Performance management of staff;
Knowledge and understanding:

A thorough understanding of safeguarding procedures;

The importance of the School Strategic Development Plan;

The importance of championing and supporting school processes and procedures;

The positive impact of effective tracking and assessment of pupil progress and achievement;

The role of performance management to drive whole school improvement;

Up to date knowledge of educational trends;

An understanding of how pastoral needs impact on pupil wellbeing and performance;

The impact of various factors on pupil progress;

Compliance.
Skills and aptitude:


Ability to inspire and manage staff and to lead successfully;



Ability to investigate pastoral issues effectively, identifying the key information to find a way forward to obtain a timely resolution;
To work well as part of a team;
Diplomacy and ability to manage conflict;
Discretion and confidentiality;
Excellent communication skills at all levels;
Efficient, organised and able to meet deadlines;
Ability to prioritise and to delegate;
Ability to use ICT appropriately to support effective teaching and learning in the classroom and to
support administration and management;
A range of teaching and learning styles for pupils of all abilities;
Effective planning and evaluating to ensure appropriate progression in pupils’ learning;
Effective classroom management;
Ability to be logical and creative, to apply an innovative approach to problem solving;
















Ability to chair meetings and set and follow up action plans;

Management of resources and record keeping.

Attributes and disposition:








Empathy for others;
Enthusiasm and a passion for learning;
A positive, can-do approach;
An expectation of high standards;
Ability to work under pressure;
Flexible and adaptable;
Willingness to promote and support extra- curricular activities.

