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	2016-2017 


Clavering Primary School

JOB DESCRIPTION

ASSISTANT HEADTEACHER

	Name


	XXX

	Post Title


	Assistant Head Teacher (L1 – L5)

	Overall Purpose


	To meet the requirements of:

· A teacher as set out in the School Teachers Pay and Conditions Document
· The Professional Standards for Teachers (September 2012).
To assist in co-ordinating curriculum subjects.

The Assistant Headteacher is required to assist the head teacher in leading, motivating and enabling staff to provide the highest standards of education for all pupils and will, in conjunction with the Headteacher, provide the vision and effective leadership that will enable the school to develop further throughout periods of change. In particular, responsibilities will include:

· sharing in the leadership and management of the school; assist in the strategic direction and development of the school;
· taking responsibility for day to day school management in the absence of the Headteacher/Deputy Headteacher;
· actively supporting the Headteacher, Governors and staff in the promotion and achievement of the aims and objectives of the school;
· contributing to school self-evaluation through helping to formulate and implement the School Development Plan which reflects priorities identified in the SEF;
· helping to maintain a secure, orderly and constructive lunch-time;
· showing commitment to the extra-curricular activities of the school;
· assisting the Headteacher in maintaining and developing a positive and constructive partnership with parents and the local community;
· supporting the Headteacher in promoting and safeguarding the welfare of children;
· making a distinctive contribution to the raising of pupil standards of attainment;
· monitoring the quality of teaching and children’s achievements across the school, including the analysis of performance data;
· acting as a role model for others through the setting of high personal standards of classroom practice;
· helping others develop a stimulating and challenging learning environment which secures effective learning and contributes to high standards of achievement, behaviour and discipline;
· involvement in the implementation of appraisal as reviewer, integrating appraisal with colleagues’ professional development; 
· participating, where appropriate, in the appointment of teaching and support staff;
· contributing effectively to the work of the wider school team;
· taking advantage of CPD opportunities and using the outcomes effectively to improve pupils’ learning.


	Responsible to


	Headteacher

	Main Duties


	Teacher
· To plan and deliver engaging and motivating lessons and a broad, balanced, relevant, differentiated and challenging curriculum to all pupils appropriate to their needs.
· Designing and refining approaches to teaching that are effective and consistently well matched to learning objectives, integrating recent developments, including those relating to pedagogy.

· To assess, record and report on all aspects of pupils’ progress and development

· Contribute to raising standards of pupil attainment.
· To provide or contribute to oral and written assessments relating to individual pupils or groups of pupils, internally, with parents and outside agencies.

· To ensure high standards of behaviour so effective learning can take place, and good relationships can be formed within the school community.
· To contribute to whole school planning activities.
· To give advice on the development and well-being of children.
· Applying teaching skills which lead to learners achieving well relative to their prior attainment, making progress as good as, or better than, similar learners nationally.


	Responsibilities


	· To play a full part in the life of the school community and support its ethos, values and aims.
· To contribute significantly to implementing workplace policies and practice and promoting collective responsibility for their implementation.

· To have high expectations and lead by example.
· To contribute to the evaluation and monitoring of the school curriculum and to assist in the process of development and change to ensure the continuing relevance of policies and procedures to the needs of the pupils.
· To work as a member of a team, promote collaboration and to contribute positively to effective working relations within the school.
· To have and share with colleagues extensive knowledge and understanding of how to use and adapt a range of teaching, learning and behaviour management strategies, including how to personalise the learning experience to provide opportunities for all learners to achieve their potential.

· To comply with the schools Health and Safety policy and undertake risk assessments as appropriate.

· To engage actively in appraisal and professional development to ensure professional skills are developed and kept up to date.
· To contribute to the professional development of colleagues through coaching and mentoring, demonstrating effective practice, and providing advice and feedback.

· To share and support the school’s responsibility to provide and monitor opportunities for academic and personal growth.
Leading Teaching and Learning Responsibilities:

· Lead learning within the Leadership Team by supporting the development and implementation of teaching styles and strategies and to provide programmes and activities which match learner aspirations and potential in order that at all children enjoy and achieve.
· Ensuring that standards in the school reflect national aspirations and that challenging targets are met.
· Lead, develop and enhance the teaching practice of others through monitoring, evaluation and promoting improvement strategies to secure effective teaching and learning for learners.

· Lead learning across the school by implementing assessment strategies, data analysis, and appropriate intervention strategies to ensure that identified standards of learner achievement are met.

· Facilitate an ethos within the team which encourages staff to work together, share knowledge and understanding, celebrate achievements and accept responsibility for outcomes.



	Main Duties
	1. As Special Educational Needs Coordinator (SENCo), be responsible for the strategic development of the school's Special Educational Needs (SEN) provision and take responsibility for the day-to-day operation of provision made by the school for pupils with special educational needs.
Overall responsibility

· To lead, manage, develop, and maintain high quality SEND provision which enables quality teaching, excellent learning outcomes and success for all pupils.
· To be responsible for the day-to-day operation of the SEND policy.
· To keep all aspects of paperwork, including records and policies, up-to-date and actioned, as appropriate.
2.   As the Designated Safeguarding Lead (DSL), have responsibility for   

      Safeguarding, Child Protection and Looked After Children (CLA).

  3.  Subject Leadership (for example, English or mathematics or Science and
    Technology or Humanities)
·   To make a positive contribution towards raising academic standards for all pupils.

· To have a clear vision and purpose for the raising of standards of attainment.
· To develop subject knowledge and expertise, keeping up to date with national developments, teaching practice and methodology to support staff and pupils in achieving high standards.
· To support colleagues in ensuring effective curriculum coverage, continuity, progression and challenge through the application of extensive knowledge and well-informed understanding of assessment requirements and arrangements for the subject/curriculum area.
· To monitor and evaluate subject delivery through lesson observations, work scrutinies, planning audits, resource audits and data analysis, and produce reports and development plans.
· To arrange for the purchase of appropriate resources to enable colleagues to teach the subject effectively within the constraints imposed by the subject budget allocation.
· To ensure resources are well organised, well maintained and accessible to colleagues.
· To offer guidance and support to staff in developing the subject and to the leadership team in leading, managing and developing the subject.
4. Appraisal Line Manager

· To support the appraisal process as required and use the process to develop personal and professional effectiveness.


	Date:      XXX……………………………………………….
Signed:   XXX………………………………………………  Post Holder

Signed:   XXX………………………………………………  Headteacher

The work of schools changes and develops continuously which in turn requires staff to adapt and adjust.  The duties and responsibilities above should not therefore be regarded as immutable, but may change in line with national prescription on teachers’ terms and conditions of employment and/or any relevant school improvement priorities set from time to time. Any major changes will involve discussion and consultation with you.
Whilst the main duties and responsibilities of the post are set out above, each individual task to be undertaken has not been identified. Teachers will be expected to comply with any reasonable request from their line manager to undertake work related to teaching and learning that is not specified within this job description and which is commensurate with the level of the post.
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