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Job Description

	Post Title:
	Associate Assistant Headteacher

	Purpose:
	· To collaborate as a member of the Academy Senior Leadership Team in order to build a shared vision of excellence and high standards for all students. 
· Lead Safeguarding as the DSL.
· To strengthen the Academy’s organisational capacity by contributing to its effective day-to-day management. This involves the management of aspects of the pastoral system
· To ensure the highest standards of behavior for learning using the therapeutic behavior system in the academy. 
· Raising examination performance through the effective analysis and use of assessment data. 
· To participate in regular school self-review and to strive for continuous improvement in all aspects of the Academy’s work. 
· To facilitate and encourage a learning experience which provides students with the opportunity to achieve their individual potential. 
· To prepare and help lead the Academy towards achieving an ‘Outstanding’ Ofsted grade.

	Reporting to:
	Headteacher

	Responsible for:
	Development of the Pastoral support systems in school
Day to day running of one or two year groups
Managing the work of the Pastoral team
Helping to Embed the Therapeutic behaviour system
Supporting transition
Develop and implement the options system for Y9

	Liaising with:
	Head/SLT/external agencies/teaching staff/parents/primary schools, LEA representatives.


	Salary/Grade:
	L4-8


	Disclosure level
	Enhanced



	MAIN (CORE) DUTIES


	Operational/ Strategic Planning:
	· To line manage the pastoral support team
· To ensure the data is used effectively at all levels.
· To work with Heads of year to ensure the effective deployment of staff and physical resources.
· To oversee the implementation of Academy policies and procedures.
· To work with the Heads of year to monitor the overall coherence and relevance of the Academy’s contribution to the needs of students and to the aims, objectives and strategic plans of the Academy.

	Curriculum Duties:
	· To ensure the provision of a broad and balanced curriculum for all students as part of the Senior Leadership Team. 
· To be aware of wider curriculum developments across all Key Stages and to be proactive in raising these as part of the Academy’s Senior Leadership Team. 

	Raise aspirations, achievement and attainment:
	· Address the needs and aspirations of each student through personalised learning and mentoring. 
· Use assessment data to set challenging targets. 
· Ensure Academy-wide priorities are consistently and effectively implemented. 
· Ensure robust and effective review systems lead to continuous improvement. 

	Develop Self and Working with Others:
	· Treat everyone within the Academy fairly and equitably. 
· Develop a culture of personal responsibility that encourages both excellence and supports appropriate strategies to deal with under performance. 
· Ensure a high standard of professional development for all staff and for self. 
· Work with all staff to build effective teams. 
· Sustain own motivation and that of other staff. 
· Motivate and enable all staff to carry out their respective roles to the highest standard, through high quality continuing professional development based on assessment of needs. 
· Develop and maintain respect across all stakeholders, inspiring individuals to contribute positively to shared ideas and plans for the Academy. 
· Develop the capacity, through coaching and other appropriate means, of the educational leadership and management, particularly the SLT. 
· Keep abreast of educational developments and best management practice in order to introduce appropriate innovation. 

	Lead the Organisation:
	· Provide dynamic, consistent and motivational leadership, ensuring the successful delivery of the vision, ethos, aims and objectives of the Academy. 
· Lead by example, be a highly visible presence around the Academy and committed whilst adopting a strong and flexible leadership style. 
· Establish collaborative and open relationships with all stakeholders. 
· Critically evaluate the Academy’s performance. 
· Communicate openly with the Head on a daily basis. 
· Ensure that communication channels exist enabling all staff to receive information they need in order to carry out their professional duties effectively. 
· Ensure structures deliver student progression, attainment and achievement. 
· Plan, allocate, support and evaluate work undertaken by groups, teams and individuals, ensuring clear delegation of tasks and devolution of responsibilities in a manner consistent with their conditions of service, ensuring a reasonable balance for each teacher and other members of staff. 

	Staffing
Recruitment/ Deployment of Staff:




	· To work with Heads of year to ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs.
· To undertake Performance Management Review(s).
· To participate in the interview process for staff posts when required and to ensure effective induction of new staff.
· To promote teamwork and to motivate staff to ensure effective working relationships.

	High Standards Maintenance:






	· To ensure the effective operation of review and monitoring systems. 
· To ensure the process of effective target setting within the Academy faculty and to work towards their achievement. 
· To contribute to the Academy’s procedures for lesson scrutiny, subject review and department deep dives. 
· To lead and monitor modification and improvement where required. 

	Management Information:




	· To develop of the effective use of data in the Academy to improve standards. 
· To identify and take appropriate action on issues arising from data, systems and reports; setting deadlines where necessary and reviewing progress on the action taken. 
· To provide the Local Governing Body with relevant information. 

	Communications:
	· To ensure that all members of staff are familiar with the Academy’s philosophy, vision, aims and objectives. 
· To ensure effective communication/consultation as appropriate with the parents of students. 
· To lead assemblies. 

	Learning and Teaching:
	· Ensure that a high quality educational experience is available for all children and young people. Develop an inclusive and supportive approach so that the Academy is a place where all young people feel welcome. 
· Ensure that effective and appropriate pastoral support is available to students. 
· Create a positive culture of challenge, support, high expectations and high aspirations. 
· Use student performance data to guide and inform parents/carers as required. 

	Student Support
	· To monitor and support the overall progress and development of students within the Academy, by liaising with staff. 
· To ensure the Behaviour Management system is embedded in the Academy
· To monitor student behaviour at all times throughout the Academy and to intervene as necessary.
· To maintain a high profile around the Academy, challenging low expectations. 

	Management of Resources:
	· To work with SLT to manage the available resources of space, staff, money and equipment effectively and efficiently in order to maximise the educational provision for students.

	Teaching:
	· To undertake an appropriate programme of teaching in accordance with the duties of a standard scale teacher..
· To attend all appropriate meetings.
· To plan and prepare lessons.
· To teach students according to their educational needs, including the setting and marking or work to be carried out by the student in Academy and elsewhere.
· To assess, record and report on the attendance, progress, development and attainment of students and to keep such records as are required.
· To provide, or contribute to, oral and written assessments, reports and references relating to individual students and groups of students.
· To ensure a high quality learning experience for students which meets internal and external quality standards - to aim to be an outstanding teacher.
· To maintain discipline in accordance with the Academy’s procedures and to encourage good practice with regard to punctuality, behaviour, standards of work and homework.

	Other Specific Duties:

	
· To continue personal development as agreed at appraisal.
· To undertake any other duty as specified by School Teachers’ Pay and Conditions Body (STPCB) and the Headteacher not mentioned in the above.
· To show a record of excellent attendance and punctuality.
· To adhere to the Academy’s Dress Code.

	

	This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

Your main place of work is The Sir John Colfox Academy, however, at times you may be asked to work across the Initio Trust schools to support teaching and learning, undertake
training and professional opportunities or to carry out any reasonable duty directed by the Director of Education (West).
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