Martins Wood Primary School
Assistant Headteacher KS2
Job Description
Main purpose
The main purpose of all staff at Martins Wood Primary School is to live up to the aims embedded in our motto and “inspire an ambition to learn.”

Assistant Headteachers at Martins Wood are full members of the Senior Leadership Team and are required to collaborate with the headteacher, deputy headteacher and other members of the leadership team to assist in the leadership, organisation and management of the school.  
Key aspects of the role include:
· The leadership, management and organisation of a Key Stage  (KS2 is divided into lower and upper departments (phases) and each has an assistant head)
· Raising levels of attainment in your phase and the quality of teaching, learning and curriculum provision
· Taking a full role in the wider management of the school
· To take responsibility for the school in the absence of the head teacher and deputy head

· To “know” the children in your phase by providing part of the PPA cover for each teacher in your department

· To liaise and collaborate with the other assistant heads in relation to transition arrangements through the school

· To provide leadership to all staff in your department including those that are responsible for lunchtime supervision

· To have a thorough understanding of data and how this can be used to monitor progress and identify areas for development
· To meet regularly with the SLT, including meetings at times with governors and the School Improvement Partner
Responsible:
To the Head Teacher and Governing Body

Duties:
1.  The leadership, management and organisation of a phase of the school
To provide inspiration and ambition for your phase by developing excellent practice and ensuring the key stage is well organised and runs smoothly.
This involves:
· Providing strategic vision for your phase

· Managing the appropriate provision and organisation of resources and ensuring good “house-keeping” arrangements
· Ensuring that the phase is working on and contributing to the same development agenda as the whole school 
· Undertaking responsibility for the appraisal and development of support staff in your phase and the performance management of teachers.
· To lead pupil progress meetings and set targets based on a detailed knowledge of the children in your phase and their assessment data

· To ensure that lunchtime staff deliver an appropriate range of relevant and stimulating activities

2. Teaching and Learning  and Curriculum Provision
To lead colleagues in the planning and delivery of a balanced and appropriate curriculum and enable each child to achieve their potential and develop a sense of personal worth.

To ensure the inclusion of all vulnerable children and those with a variety of identified needs. To enable smooth transitions for children entering and leaving your department.
In the terms following Covid lockdown Assistant Heads will take responsibility for overseeing catch-up strategies and initiatives within their phase.
This involves:
· A commitment to raising standards of achievement throughout the school 

· Leading and contributing to whole school staff inset

· Liaising with external professionals

· Providing analysis and reports regarding standards of achievement and trends within your phase
· Identifying needs and opportunities for your department and initiating appropriate responses
· Enabling subject co-ordinators to contribute meaningfully to the whole school curriculum teams
· Working with the SENCO, support class teachers to ensure that good quality provision meets individual children’s needs
· To implement school policies within your department
· To continue to develop areas outside the classrooms (such as the KS2 Hubs and playgrounds) as exciting and innovative learning spaces
3.  Communication 

Being aware of all aspects of the school’s work including extended school activities and communicating effectively with all staff to ensure a positive, well motivated staff team.

This involves:
· Taking a leading role in the development of a team that values all contributions
· Leading and chairing KS2 (lower) team meetings
· Working collaboratively with all members of the school community

· Increasing the role that parents play in school life

· Attending governors and parent association meetings and events when required
· Working with a wide range of external professions
· Providing quality feedback to teachers
· Reviewing and commenting on annual reports to parents for pupils within your phase

4.  Whole School Development
As part of the leadership team, take a leading role self-evaluation procedures and the whole school improvement process.

This involves:
· Taking an active role in the monitoring and evaluation of all aspects of the school’s work with particular focus on the data for your department
· Identifying the strengths, weaknesses and opportunities that exist within the school

· Leading and participating in discussion concerning the development activities of the school

· Supporting an action plan to effect change and development in the areas and time scales agreed

· Contributing to the self evaluation form (SEF) and review and monitoring procedures
· Being aware of and informed about the school budget process and implementing sound financial management of the resources available to your department
5.  Organisation
To assist the Headteacher in the day-to-day running of the school.

This involves:
· Organising and contributing to appropriate rotas and timetables for playgrounds, assemblies etc.
· The leadership, management and organisation of your department on a day to day basis
· Meeting with parents and responding to concerns that they may have
Additionally:
To undertake such tasks as may be reasonably required by the headteacher for the benefit of the school, subject to consultation. 

All this and…

Maintain a sense of humour and a sense of worth for yourself and your colleagues and promote an appropriate life/work balance for yourself and your team.
This job description will be reviewed at least annually as part of your Performance Appraisal Programme.

