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Commonswood Primary & Nursery School  
ASSISTANT HEADTEACHER JOB DESCRIPTION

The Assistant Headteacher will be responsible for working with and supporting the Headteacher and Deputy Headteacher in the following key school leadership and management areas:

Shaping the Future

· To play a key role in the leadership and management of the school and in all aspects of school improvement.

· To carry out teaching duties 
· Work as part of the senior leadership team including the governing body to develop a strategic view for the school, analyse and plan for its future needs and further development.

· Work with the Senior Leadership to establish and maintain commitment to a shared vision for the school; lead by example to inspire and motivate staff, parents, governors and pupils.

· Work with the Senior Leadership to maintain an ethos that promotes effective teaching and learning and high standards of behaviour and which sustains improvement in the development of all pupils.

· Work with the Senior Leadership to develop and implement a strategic plan, underpinned by sound financial management and a range of data, which identifies priorities and targets for school improvement.

Leading Learning and Teaching

· To take responsibility for leading and managing and to work with the Head Teacher and the governing body to sustain an environment that secures and sustains effective teaching and learning.
· To implement the Local Authority and Governing Body’s policies on equal opportunity issues for all staff and pupils in relation to sex, gender, race, disability and special needs
Professional skills

Carry out the duties of:

· A class teacher as set out in the current School Teachers’ Pay and Conditions Document
· Subject leadership 

· Line manager for Performance related appraisals

· A mentor/coach to colleagues

· Assessment
To Contribute to:
· The development, organisation and implementation of the school’s policy for the personal and social development of pupils including pastoral care and guidance
· The effective induction of staff
· The determination of appropriate pupil groupings
· The promotion among pupils of standards of conduct/discipline and proper regard for authority and the encouragement of good behaviour
· The development of culture of independent learning
· The handling of individual pupil disciplinary cases.
· Building motivation and celebrating achievement 
Curriculum planning and design

· Work with the headteacher & deputy headteacher and other subject leaders and pupils to monitor, evaluate and review the school’s curriculum so that it provides a creative curriculum that prepares learners for the future
Monitoring and evaluation

Support and develop effective teaching and learning by:

· Monitoring teaching and learning in order to support and develop colleagues to meet personal and professional targets

· Monitoring planning and pupils’ work

· Analysing pupil progress using tracking systems to set targets and inform school improvement.
Monitoring progress towards school achievement targets 

· Managing the planning and delivery of the curriculum across the school, including developing any new and creative schemes of work and medium term plans;

· Ensuring the curriculum delivered across the school is broad, exciting and stimulating.

· Supporting subject leaders in developing their role, in particular in relation to raising standards;

· Supporting individuals with short term planning;

· Organising and delivering training, as needed, to groups of school staff;

· Supporting staff in the use of assessment information to inform teaching and learning;

· Inducting and supporting trainee teachers, early careers teachers and less experienced staff and/or supply teachers;

· Providing in-class support to staff, through demonstration lessons, team teaching, observation and feedback.
· Supporting teachers in the analysis of data for children 

Developing Self and Working with Others

Demonstrate high standards of personal integrity, loyalty, discretion and professionalism through:
· Acting as a positive role model to staff, maintaining high professional standards and high levels of care.

· Establishing and maintaining effective communication with teaching and support staff.

· Providing professional development of staff by example, providing support and leading INSET as appropriate.
· Creating and maintaining a high-quality learning environment 
Managing the Organisation

· To provide an excellent role model for all members of staff and for pupils in all aspects of school life.

· To be an exemplar of all school policies and practices.

· To actively promote the aims of the school.

· To offer guidance and support to colleagues.

· To carry out supervision of pupils when required including lunchtimes when required
· To help in maintaining and developing effective communications and links with parents and to provide positive responses to concerns and problems regarding their children’s educations and wellbeing.

· To assist liaison with other educational establishments in order to promote the continuity of learning, progression and curriculum developments.

Securing Accountability

· Support the Senior Leadership team in ensuring that parents and pupils are well informed about the curriculum, and ensure that channels of communication are used effectively within the school.

· Provide information, objective advice and support to the governing body to enable it to meet its responsibilities.

· Be accountable for school performance

· Present, alongside the Headteacher, a clear and accurate account of pupil performance in areas for which you are responsible e.g. a core subject, specific groups of children, for a range of audiences including governors, the LA, OFSTED and others.
· To advise and assist the Governing Body as required in the exercising of its functions including attending meetings and making reports

Strengthening Community

· Develop and organise opportunities for the school to enhance its work in the community.
