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ASSESSMENT AND STANDARDS LEADER
JOB DESCRIPTION

1. INTRODUCTION
· The Assessment and Standards Leader will be a member of the teaching staff at Wetherby Kensington and will hold responsibility for the monitoring and development of assessment in conjunction with the Headmistress and the Senior Leadership Team (SLT)
· The Assessment and Standards Leader will report to and be responsible to the Headmistress and the Deputy Head

· The role will have some teaching and will form part of the SLT 
· The role will entitle the post holder to additional non-contact time appropriate to the duties below:

2. MAIN RESPONSIBILITIES
· To hold responsibility for the management of the school on those occasions that their responsibility is delegated by the Headmistress or assumed in the Headmistress’ absence

· To manage the monitoring, development and the overall administration of the academic assessment procedures in the school, including examination timetables, school reports and academic grades
· To provide assistance to the Headmistress in the delivery of any designated Baseline Assessment procedures as required

· To assist the Headmistress in the production of test results grids for each set of tests

· To maintain awareness of any curriculum developments in relation to the London Day School exam system
· To monitor progress and the effects of teaching and learning by working alongside the Headmistress, SLT, teachers and parents
· To monitor and evaluate pupil learning, developing pupil’s own involvement in their own learning

· To ensure that information on tracking pupil progress is used to improve teaching and learning; to inform and motivate pupils; to inform parents; to provide necessary references for other educational institutions and to support whole school evaluation

· In conjunction with the Headmistress and SLT, oversee a cycle of pupil progress meetings ensuring that the needs of all learners are being met and pupils are making expected progress

· Contribute to the effective provision for children with EAL and SEND by maintaining close links with the learning support department
· To be responsible for all INSETs related to monitoring and assessment
· Undertake self-evaluation of the monitoring and assessment systems in order to contribute to school systems of monitoring, evaluation and review
· To be responsible for the purchasing of resources necessary for the efficient delivery of monitoring and assessment within the school 

· To work in conjunction with the Head of Learning Support and class teachers to ensure a variety of teaching and learning methods are used which will impact upon pupil standards and achievements 
· To ensure that the curriculum and activities match learners needs, aspirations and capabilities
· Maintaining professional training needs and keeping abreast of innovation and legal requirements
· To contribute to the School Development Plan each year and to prioritise for that year the school’s needs in conjunction with the Headmistress and the SLT
3. OTHER DUTIES
· To receive parents, current or prospective, as requested by the Headmistress

· To liaise with teaching staff as requested by the Headmistress

· To help with the production of the staff and parent handbook on an annual basis in conjunction with the Headmistress and the SLT.
· To induct new staff, along with other members of the SLT, on the academic side of the school.

· To exercise care for the children in the school

· To contribute to and participate in the recruitment of new teaching and ancillary staff

· To work with the Headmistress to ensure that staff are deployed effectively within the school

· To participate in staff appraisal as directed by the Headmistress
· To effect all communication to the parents in the Headmistress’s absence or at her request

· To liaise with other schools and to attend functions organised by these schools at the request of the Headmistress
· To attend any external meetings at the request of the Headmistress
· To show an awareness of new pedagogic and curricular initiatives and the dissemination of recent educational research

· To attend all internal meetings that are deemed appropriate to the post including weekly SLT meetings, year group meetings, weekly staff meetings, parent meetings and to chair any meetings as requested by the Headmistress and minute accordingly

· To contribute as a member to various working parties as may be required from time to time, either by the Headmistress or by Alpha Plus

· Establish strong links with feeder Nursery schools and with Prep schools.

· To be familiar with all polices and regulations operating within the school
· To undertake any other additional duties as maybe required from time to time by the Headmistress
· To manage, along with other members of the SLT the implementation and monitoring of the school development plan ensuring that the school meets its strategic objectives

· To have a high regard for the appearance and culture of the school, including the behaviour, discipline and attitude of the pupils

· To play a positive role in promoting the ethos of the school to all stakeholders
· To motivate and enable all staff to carry out their respective roles to the highest standard
· To work alongside the Headmistress to ensure that constructive working relationships are maintained between staff, pupils and parents

· To undertake at all times to be a discreet, loyal and entirely confidential member of the SLT
· At times members of the SLT may be required to come into school during the holiday period in order to carry out their extra responsibilities and ensure the school and staffing is completely ready for the following term
· It is essential that communication with all members of SLT is paramount at all times
These duties are neither exhaustive nor exclusive and may be changed from time to time.

