HOLTE SCHOOL

SALARY SCALE:

MPR/UPR + TLR 1b 

JOB DESCRIPTION 

1. JOB TITLE 

Deputy to Assistant Headteacher – Teaching, Learning and Assessment

2. JOB PURPOSE

The main function of the Deputy to Assistant Headteacher – Teaching, Learning and Assessment is:

· To ensure all pupils make efficient progress.
· To ensure all teachers meet the teaching standards.
· To manage, develop and enhance the teaching practice of others.
· Undertake other School Development Plan responsibilities in order to drive up standards, expectations and aspirations.

· To manage assessment data using appropriate systems.
Main Areas of Responsibility and Accountability:

2.1. High Standards of Teaching and Learning

To: 

2.1.1. Deliver INSET to staff members on Teaching, Learning and Assessment as and when required.
2.1.2. Assist the Assistant Headteacher – Teaching and Learning in delivery of the Improving Teacher Programme and the Outstanding Teacher Programme. 

2.1.3. Assist the Assistant Headteacher-Teaching and Learning to produce annual reports to the Headteacher reviewing departmental progress and planning.

2.1.4. Assist the Assistant Headteacher-Teaching and Learning in the coordination, monitoring and reviewing of School Improvement Plans and Department Improvement Plans.

2.1.5. Ensure the provision of reports for all stakeholders on a regular basis and organise Parents Evening events to provide feedback on student progress.

2.1.6. Assist in producing progress data and associated analysis for key performance indicators using 4Matrix

2.1.7. Liaise with the Pastoral team to ensure a pupil voice for Teaching and Learning. 

2.1.8. Support departments in ensuring all pupils complete coursework within the set deadline.  Liaise with parents and pupils; providing additional provision where necessary.

2.1.9. Assist departments to identify pupils who are underachieving by using internal and external assessment data.

2.1.10. Liaise with all departments in developing strategies and giving support where pupils are identified as underachieving.

2.1.11. Support Assistant Headteacher-Teaching and Learning in the conduct of pupils in examinations.

2.1.12. Identify the pupils with excellent Attitude to Learning and Behaviour levels, and production of certificates to reward this.  To liaise with Year Managers to develop strategies of improvement for pupils with low ethos grades.

2.1.13. To liaise with the examinations officer and oversee the production and distribution of pupil progress sheets; to monitor the completion of the targets with Year Managers and Form Tutors; and review the quality of targets set.

2.1.14. Promote previous high achievement and success in pupil results (internal and external).

2.1.15. Liaise with the Year Managers to develop appropriate work for use in form time for Years 7 to 13 in preparation for their external examinations.

2.1.16. Assist the Assistant Headteacher-Teaching and Learning in implementing the action plans within departments following internal review.

2.1.17. Assist Deputy Headteacher Teaching and Learning in facilitating lesson observations, book reviews and other internal reviews within departments.

2.1.18. Assist the Assistant Headteacher-Teaching and Learning in the production of the School Improvement/Assessment folder each September and updates throughout the year.

2.1.19. Assist the Assistant Headteacher-Teaching and Learning on the setting of key dates for the School Calendar.

2.1.20. Liaise with the Pupil Premium Manager to co-ordinate a programme of revision and booster classes for pupils throughout the year in liaison with the appropriate Year Managers.

2.1.21. Attend appropriate Year Team meetings and Curriculum Board meetings as and when required by Assistant Headteacher-Teaching and Learning. 

2.1.22. Support the Assistant Headteacher-Teaching and Learning in working with Heads of Department and Year Managers in the setting and completion of coursework/controlled assessments. 

2.2. Performance Management

Line manage Teaching, Learning and Assessment colleagues to ensure that:

2.2.1. There is monitoring of the totality of performance.

2.2.2. There are challenging objectives set for all members of staff.

2.2.3. There is development of individuals to reflect the needs of the school, department and the individual’s needs and aspirations.

2.2.4. There is management of the capability of departmental members.

2.3. Knowledge, Skills and Expertise

The Deputy to Assistant Headteacher – Teaching, Learning and Assessment shall:

2.3.1. Use comparative data to inform departmental decisions.

2.3.2. Have up-to-date knowledge of subject, national developments, pedagogy, classroom management, research and inspection findings.

2.3.3. Ensure up-to-date knowledge of statutory requirements for this role.

2.3.4. Be familiar with and competent in the ICT applications for this role.

2.3.5. Be committed to their own personal professional development.

2.4. School Level

The Deputy to Assistant Headteacher – Teaching, Learning and Assessment shall:

2.4.1. Contribute to the development of any school policies.
2.4.2. Liaise with external agencies.

2.4.3. Represent the department’s views, ideas, concerns and interests at meetings in accordance with the school calendar.

2.4.4. Support the school’s ethos and policies.

2.4.5. Advise the headteacher on the strategic direction of the subject area.

2.4.6. Report to the governing body and parents as required.

2.5. Personnel

The Deputy to Assistant Headteacher – Teaching, Learning and Assessment shall:

2.5.1. Participate in the selection of new staff within the department.

2.5.2. Delegate roles and responsibilities within the department.

2.5.3. Communicate to and from the department to ensure all members of staff are aware of school/departmental developments.

2.5.4. Exercise organisational skills to ensure the best deployment of staff/resources for optimum pupil achievement.

2.5.5. Support, guide and motivate departmental members and support staff.

2.5.6. Promote a sense of shared purpose and teamwork within the department.

2.5.7. In the absence of AHT – Teaching and Learning chair departmental meetings ensuring a set agenda and records are circulated in line with school policy.

2.5.8. Be responsible for the coaching and mentoring of new members of staff.

2.5.9. Set the parameters for all support staff working within the department.

2.6. Pupil Outcomes

The Deputy to Assistant Headteacher – Teaching, Learning and Assessment shall:

2.6.1. Assist HoDs in setting departmental targets and in reporting upon outcomes at Key Stage 3, 4 and 5. 

2.6.2. Assist the Assistant Headteacher for Teaching, Learning and Assessment in analysing external examination results.

2.7. Resources

The Deputy to Assistant Headteacher – Teaching, Learning and Assessment shall:

2.7.1. Deploy classroom accommodation/teaching resources to create an ambience conducive to learning.

2.7.2. Ensure that expenditure within the department conforms to best value principles.

2.7.3. Effectively deploy staff.

2.7.4. Raise awareness of health and safety issues and conduct risk assessments on extra curricular activities in conjunction with the Buildings and Finance Manager where there are any concerns.

2.8. The post holder shall also undertake such other duties as may be commensurate with the grade and nature of the post.
3. CONDITIONS OF EMPLOYMENT

The above responsibilities are in accordance with the requirements of the Education Act 2002 and statutory orders in terms of duties and working time (including those special provisions relating to the proportion of teaching time within working time for guaranteed time specifically for assessment, planning and preparation), also any local agreements, local authority circulars and guidelines giving interpretations of teachers’ conditions of employment.




4. SPECIAL CONDITIONS

4.1. A teacher on the upper pay scale shall meet the performance threshold standards as specified in the School Teacher’ Pay and Conditions Document.

4.2. The duties required of a teacher under this job description shall be such as require the exercise of a teacher’s professional skills and judgement.

5. REVIEW AND AMENDMENT

This job description is normally subject to annual review.  It may be amended at the request of the Headteacher or the postholder but only after full consultation with the postholder.

Job Description issued, after consultation by:
……………………………………………...

(Signature of Headteacher)

Date:






……………………………………………...

Copy received by Postholder:



……………………………………………...

(Signature of Postholder)

Date:

                                                    
……………………………………………...

HOLTE SCHOOL

PERSON SPECIFICATION

Deputy of Assistant Headteacher – Teaching, Learning and Assessment
Method of Assessment (M.O.A.)

AF = Application Form;     I = Interview;     T = Test or Exercise;
P = Presentation

	
	ESSENTIAL
	DESIRABLE


	M.O.A.

	QUALIFICATIONS
	Qualified Teacher Status.
	Degree.

Evidence of further relevant INSET.
	AF/I

	SKILLS AND ABILITIES
	Ability to use ICT/Computer Science appropriately.

Evidence of ability to work as a team member.

Excellent relationships with staff and students.

Excellent class management and teaching skills

Excellent communication and interpersonal skills.

Ability to work under pressure.

Evidence of ability to manage time.
	
	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I



	KNOWLEDGE AND EXPERIENCE


	Statutory requirements for teaching own subject. 

Relevant and successful experience in teaching own subject.

Knowledge and understanding of the National Curriculum as it relates and its assessment strategies.

Strategies for improving and sustaining high standards in teaching, learning and achievement.

Target setting for improvement.

Implications of Code of Practice for Special Educational Needs for teaching and learning.

Ability and experience of analysing data and implementation of subsequent interventions.

Be able to demonstrate a sound awareness and understanding of Keeping Children Safe in Education statutory guidance.

Excellent understanding of statutory safeguarding policy and practice.
	
	AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

AF/I

	PERSONAL/

OTHER QUALITIES


	An enthusiasm for teaching.

A high level of motivation and commitment.

A personal ambition to succeed and develop.

Personal integrity.
	Excellent personal organisation.
	AF/I

AF/I

AF/I

AF/I
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