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Job Description
	Job Title: 
	Assistant Headteacher

	Reporting to:
	Head of School 

	Location: 
	Aurora Poppyfield 



	Main Purpose	

	
· To work with the Head of School in all aspects of leadership and management and to take responsibility for managing and developing learning and teaching, curriculum, careers & work experience, assessment and enrichment throughout the designated phases of the school.
· To take a central role in assisting the Head of School, to develop our school in accordance with its shared values and our school development plans. 
· To carry out any other reasonable duties that the Head of School may request in support of the effective running of the school.




	Key Accountabilities	

	
· To play a key role in the overall smooth running of the school.
· To spend support and develop teaching and learning through coaching, demonstrating and modelling good practice to ensure consistently high standards of ‘quality teaching first’. 
· To lead by example, and by positively encouraging, coaching and mentoring and supporting training and development for all members of the team.
· To take lead responsibility for ensuring the best possible curriculum offer, provision, well-being, progress and achievement for all children especially through enrichment, creative learning, extended services, partnerships and collaboration.
· To work with the Head of School to ensure that the school offers a high quality, exciting, engaging, well resourced, differentiated and well matched curriculum for all children.
· To develop positive relationships within the school, within the Surrey Schools and the wider Aurora Team and externally, which support the running and developing of the school towards and sustaining outstanding.
· To act as Exam Officer for the site, working with subject teachers to ensure examinations and accreditation processes are in place and that JCQ requirements are met. 
· To lead on Careers Education, Information, Advice and Guidance and work with the wider school team to deliver a Careers Framework that supports KS4 pupils on their pathway to adulthood. 
· To lead in a curriculum area, such as Careers, across all Surrey Schools




	Key Duties

	
Leadership & Management 
· Work in very close partnership with and support the Head of School in the effective day to day management of the school and school community including (but not limited to); recruitment, developing school specific policies and implementing all relevant Aurora policies, leading assemblies and staff meetings, arranging cover for absent staff or those on PPA /training, hosting and organising whole school events such as open days and parents evening, and responding to the views, needs and requests of children, staff, parents, governors and visitors.
· Manage CPD for classroom based staff ensuring their needs are identified and met through quality training opportunities within available resources. This includes managing the inset program and providing / sourcing training opportunities for whole, groups of and individual staff.
· With the Head of School and wider leadership team, share responsibility for the induction and deployment of new staff, voluntary help, work experience students, trainee teachers/students and parents/carers working in classrooms and throughout the school ensuring all safeguarding requirements are met and that their work/presence in school supports the learning and well-being of all children
· Support the Head of School and wider leadership team in the development of proposals for Capex projects which will enhance the school's accommodation and promote achievement and well-being.
· With the Head of School effectively manage the school's budget and resources and account for delegated funds, to achieve the schools stated aims, meet its targets and sustain high achievement 
· Work with the leadership team in setting, role modelling, nurturing, promoting and maintaining a very high standard of behaviour and mutual respect throughout the school ensuring that all staff play an active role in the pursuit of these standards.
· Ensure that there is a very safe, secure, effective and pleasing environment for everyone and with the Head of School be aware of Health and Safety regulations, carry out regular risk assessments and keep the school’s Health and Safety policy at all times current, under review and accessible to and used by all staff. 
· With the Head of School, to line manage and supervise designated individuals including teachers and TAs.

Monitoring, Evaluating & Planning
· To be responsible for collating evidence for specific sections of the school’s self-evaluation form, especially those relating to standards and attainment.
· To work with the Head of School to report to governance on learning and progress and the development, implementation and review of school improvement plans including regular monitoring and evaluation of standards and quality of provision.
· To support school governance including; attending meetings and ensuring that all stakeholders are able to play an active and informed part in school management and development
· To assist the school’s achievement reviews and target setting processes by taking a major role in assessment and actively supporting and securing the school's success in national tests
· To ensure that teachers fulfil their role in monitoring pupil progress data and instigate appropriate strategies and interventions to ensure good or better progress or to close the gap
· Ensure the effective and sustained use of systems for the collection of useful, timely, and accurate assessment data to track the progress of individual and groups of children in order to inform planning, evaluate performance, track progress and secure raised achievement across relevant key stages.  
· Support the process of agreeing and articulating high expectations and setting stretching targets for the whole community.
· Monitor the effectiveness of teaching and learning including teachers’ planning, monitoring planning, work sampling and scrutiny, lesson observations, supporting auditing and reporting outcomes, successful or otherwise  and planning next steps and future action.

Teaching & Learning
· Determine, organise and implement a diverse, flexible curriculum and implement an effective assessment framework throughout the schools secondary phase.
· To be responsible for raising standards in Teaching and Learning for a team of pupils, teachers and teaching assistants across relevant Key Stages.
· To ensure that all provision for pupils within designated key stages is appropriate, differentiated and effective.
· In liaison with the Head of School, to ensure the curriculum entitlement and school timetable meets the statutory requirements and reflects the needs of the pupils. 
· Ensure that learning is at the centre of strategic planning and resource management.
· Lead and support the teaching and learning of all children within the school providing and promoting models of excellent classroom practice through whole class and group teaching, coaching, mentoring and supported self-evaluation for teaching and learning staff 
· Establish creative, responsive and effective approaches to learning and teaching and ensure a culture and ethos of challenge and support where all pupils can have a voice, achieve success, and become highly engaged in their own learning and be enabled to actively support the learning of others
· Liaise with other Aurora schools and colleagues, local schools and other service providers and community resources to enrich and expand the offering and provision of learning, securing  partnerships, collaborations, enrichment opportunities and expertise which bring benefits to all pupils and the school community
· Take a strategic role in the development of new and emerging technologies to enhance and extend the learning experience of pupils 
· Work with the whole staff to develop a strong learning environment that has at its centre high expectations of learning, work, performance, academic achievement and behaviour. 
· Lead teachers and others to ensure that all teaching and learning and assessment policies and protocols are in place and up to date and, where possible, enable these to be recognised and validated so that quality assurance awards are secured.
· Provide leadership in the development and management of all teaching and learning and in  the creation and maintenance of high quality, stimulating, well-resourced and child friendly learning environments
· Assist in the line management of classroom based personnel including timetabling and allocation of classes, duties and tasks, managing and developing roles to ensure the provision of high quality interventions and support for children’s progress, achievement, well-being and good behaviour. 

Pupils 
· To ensure the production of accurate and quality Annual Reviews, Academic Reports and other reports when required.
· To ensure that the provision map for each child is accurate, monitored for effectiveness and efficiency and reported to stakeholders.
· To take responsibility for ensuring the completion, monitoring and reporting of pupils Risk Assessments and Positive Handling Plans.
· To ensure the maintenance of good order and discipline in line with the school policy on behaviour management, ensuring the effective management of pupil behaviour and providing coaching, mentoring and training to staff where needed.
· To promote the health, safety and self-esteem of individual pupils.
· To promote access to stimulating learning environments and opportunities both in school and in the wider community.
· To promote the schools’ reward system and cooperate with colleagues to ensure their consistent and appropriate use.
· To ensure that all pupils have access to appropriate resources and assistive technology to enable access to learning.
· To monitor absence and where there are concerns over persistent absence or lateness, to implement appropriate strategies or liaise with other agencies/Aurora team to raise concern.
· To monitor the personal and social needs of pupils, including their conduct, and ensure that appropriate action is taken to meet their needs.


Strengthening Community
· Promote and model good relationships with parents and carers, which are based on partnerships to support and improve pupils’ learning and achievement.
· Contribute to the development of the school as a community within the community; strengthening partnerships with families, neighbours, our local and wider community, other schools, services and the local authority
· Seek opportunities to invite parents and carers, community figures, businesses or other organisations into the school to enhance and enrich the school and its value to the wider community. Contribute to the development of the education system by sharing effective practice, working in partnership with other schools and promoting innovative initiatives
· Build our understanding of the diversity of the school community and support our development of Community Cohesion
· Contribute to policies and practices which promote equality of opportunity and tackle prejudice and discrimination, support staff well-being and work-life balance and help to ensure we provide access to opportunities for growth, achievement and success for all adults and children in school



	Knowledge, Skills and Experience	

	
Essential Qualifications
QTS or equivalent.

Desirable Qualifications
· Accredited training in specific areas of special education, e.g. Autism, Dyslexia etc.
· Management/leadership qualification

Essential Experience
· Proven track record of excellent creative and structured teaching within relevant key stages and/or special needs environment. 
· Experience of holding responsibility for and turning policy into effective and successful practice.
· Leadership of a significant area or phase or inclusion, including responsibility for raising standards across the whole school. 
· Effective team management and working collaboratively and effectively with others. 
· Communicating effectively to a wide range of different audiences though a range of different mediums.
· Successful management of complex scenarios and conflict resolution
· Effective relationships working successfully with a range of external agencies 

Desirable Experience  
· Experience of teaching children with autism.
· Evidence of developing and delivering effective and inspirational professional development for staff including mentoring and coaching as appropriate.
· Evidence of contributing effectively to the work of the senior leadership team. 
· Experience of implementing a careers framework inline with the Gatsby Benchmarks.

Professional Knowledge and Skills
· A clear understanding of the essential qualities necessary for effective teaching and learning. 
· Experience of using effective behaviour and teaching strategies.
· Understanding of the implementation of ASD intervention and support strategies (TEACCH or other similar). 
· Up to date knowledge of statutory regulations and guidance on education at relevant key stages, attainment, progress and assessment methods.
· Analysis of data to evaluate the performance of pupil groups, pupil progress and using this information to plan an appropriate course of action for whole school improvement. 
· Experience of OFSTED inspection and following action planning. 
· Experience of curriculum leadership action planning and resource management 
· Some experience of leading or supporting the annual appraisal process. 
· Evidence of creatively approach to problem solving and identifying opportunities




	
Requirements of Role	

	The role will require: 
· significant resilience and a degree of physical fitness commensurate with being involved in the full range of school activities and the ability on occasions to be involved in physical restraint.
· High levels of emotional intelligence, compassion and understanding.



	Additional Information	

	As part of the Aurora Group everyone is:
· expected at all times to behave and act in a way which promotes and contributes to the overall aims, values and ethos of the Company. 
· required to participate in regular training and other learning activities, and in supervision, appraisal and development as required by the Company’s policies and procedures
· required to participate in any relevant current and new legislative and regulatory activities as may occur from time to time
· required, through personal example and clear action, to demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.
· Required to promote The Aurora Group’s Health and Safety at Work Policy and Procedure and ensure these are implemented effectively.
· The Aurora Group takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of children and young adults. Therefore, everyone employed by the Aurora Group is expected to share this and act accordingly by applying organisations policies and procedures and attending regular safeguarding training.


This job description sets out a summary of the key features of the role. It is not intended to be exhaustive and will be reviewed and amended periodically to ensure it remains appropriate for the role.
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