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  JOB DESCRIPTION 
ASSISTANT DIRECTOR OF PRE-PREP
1 JOB DESCRIPTION 

Role: Assistant Director of Pre-Prep 

Accountable to: The Principle, the Director of Studies

Accountable for: All teaching staff in the School

Job Purpose: To assist the Principle and the Director of Studies in delivering a bold and inspirational vision for the School. Strive to create and uphold an environment for teaching and learning that empowers teachers and pupils to achieve their fullest potential and ensure the values of the School are upheld in accordance with the policies of the whole school values.
2  MAIN TASKS 
Strategic direction and development coaching & mentoring; 

· Provide inspiration and motivation for the pupils, staffand parents; 

· Be the example and innovator to deliver school values. 

· Inspire and promote the whole school community alongside the principle. 

· Work in partnership with the Principle, the Director of Studies, staff, parents/carers and Thetford Directors, to: 

· Create a culture and ethos of learning that promotes educational values and secures effective teaching with sustained improvement. 
· Strive to deliver Thetford’s strategic plan for outstanding teaching and teacher development.
· Maintain the cycle of continuous evaluation and school improvement planning; through teacher observation, regular walk through and offering constructive feedback and support. 
Lead & manage 
Staff in a motivational and supportive capacity and be able to recognise improvements when needed. Oversee resources, requirements and best use, develop new approaches and research possible new addition to Thetford School facilities to create new opportunities for learning. Support teaching and learning to demonstrate a high standard of education and care.

To ensure Thetford School is an environment of equal opportunities and inclusion for all staff and pupils.

Teaching and Learning 

· Create and maintain an environment and code of behaviour that promotes and secures Thetford School values to deliver outstanding teaching, effective learning and high standards of achievement that enables teachers to meet the standards set out in the EYFS framework. 

· Determine, organise, implement and monitor the curriculum and its assessment to ensure that they meet with statutory requirements and are relevant to the needs of all pupils. 

· Maintain the principle for assessment for learning and effective use of pupil’s data, in order to set challenging yet realistic targets for pupils to move on. 

· Monitor and evaluate the quality of teaching and standards of learning and achievement of all pupils at the school in conjunction with the principle, provide good role model on quality practice by delivering lessons.
· Sustain effective systems for the management of staff performance, incorporating performance management and monthly bonus meeting. 
· Lead the continuing professional development of Thetford School staff through example, looking to develop the leadership capacity within the school. 

· Ensure that professional duties are fulfilled as specified in the Terms and Conditions of service of Teachers.
Develop and uphold 
Effective links with the Thetford community, local community, local business’ and other partners to extend the curriculum and enhance teaching and learning.

Efficient and effective 

· Participate in the recruitment and selection of the highest quality teaching and support staff who are able and willing to contribute to the values of the School. 

· Work with senior colleagues to deploy, develop and retain all staff effectively in order to improve the quality of education and raise standards for all pupils. 

· Contribute to the formation of policies and procedures of Thetford School concerning the school’s resource and asset management. 

· Set appropriate priorities for expenditure, allocation of funds and effective administration and control. 

· Alongside the Principle ensure the security and effective supervision of the school building, contents and grounds are upheld. 

· Ensure effective working relationships with external agencies and services contracted to the School.
Accountability 
· Maintain the organisation in which all the members of the school recognise that they are accountable for the success of the school. 

· Provide information, objective advice and support to the Principle and The Director of Education to enable them to meet the responsibilities for securing effective teaching and learning and improved standards of achievement and for achieving efficiency and value for money. 

· Ensure that parents/carers and pupils are well informed about their curriculum, attainment and progress and about the contribution they can make in supporting their children’s learning and achieving the schools targets for improvement through weekly / termly newsletters. 

· Carry out any such duties as may be reasonably required by the Principle and/the Director of Education.
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