Job description: Assistant Head of School
Phase Leader

Reporting to: Head Teacher
Location: Grestone Academy
Salary: Leadership points 4-8

Working Pattern: Full time
Contract type: Permanent

CORE PURPOSE:

To be a member of the SLT and to contribute to the strategic development of
Grestone Academy as directed by the Head Teacher.
To work with the Senior Leadership Team to support staff and students to be the
best that they can and work towards an environment where:

o All students make at least good progress.

o Teaching is consistently good or outstanding.

JOB PURPOSE:

To support the aims and vision of the Academy and Trust
To take particular responsibility for all aspects of leadership and management and
teaching, learning and assessment within their allocated Phase
To assist the Senior Leadership Team in the leadership and management of the
academy, including
To be the lead on Mathematics across the academy
To contribute to towards the provision of a fully inclusive environment
To contribute towards the development of an effective Academy Improvement Plan
To work towards fulfilling the outcomes identified in the Academy Improvement Plan
adopted by the Local Governing Body
To coach and mentor staff to improve the quality of teaching
To work in partnership with parents/carers to ensure the best outcomes for pupils
To monitor all aspects of inclusion in the phase
To be the Designated Safeguarding Lead for the phase
To lead a Phase and support curriculum co-ordinators in carrying out their roles,
including:

o Monitoring and reporting on the quality of teaching, learning and assessment

in their phase
o Monitoring and evaluating the effectiveness of teaching, learning and
assessment across the curriculum

To assist and support all teachers in carrying out their duties, including:

o Planning and teaching lessons which meet the needs of all pupils



o Developing effective models of learning and teaching plans including single
page profiles
o Day-to-day assessment strategies and reporting
o The delivery to every pupil of an appropriate curriculum
o The ability to be a reflective practitioner — improving on previous best
To develop an effective team within the phase

MAIN DUTIES

Operational/ Strategic Planning:

To set high standards of teaching and learning for other colleagues to follow.

To demonstrate an ambitious vision for your phase within the academy with high
standards for quality and performance.

To be accountable for leading the development and implementation of appropriate
resources, schemes of work, assessment and teaching and learning strategies for
their phase.

To monitor and review schemes of work to ensure they meet the needs of all pupils
To be accountable for the day-to-day deployment of staff and physical resources.
To be accountable for monitoring and following up student progress

To implement Academy Policies and Procedures, e.g. Equal Opportunities, etc

To ensure that school improvement plans reflect the needs of the children and staff
with regard to the ongoing development in pedagogy.

To lead, manage consolidate and improve the quality of teaching and learning
throughout the academy.

Have accountability for leading, managing and developing the quality of teaching,
learning and assessment.

To lead, develop and enhance the teaching practice of other staff in relation to
children with additional needs, so that learning is personalised.

To link with staff necessary to ensure that the work in the curriculum area fully
reflects the Academy's distinctive ethos and mission.

To ensure that Health and Safety policies and practices are followed in line with
Academy and Trust procedures

To ensure high standards of professional conduct and confidentially at all times

Curriculum Development:
To ensure equality of access to the curriculum for all pupils through the translation of the
Academy’s aims into practice.

To monitor the effectiveness of the curriculum to ensure it meets the needs of all
pupils

To take a leading role in monitoring and evaluating the Academy’s established
Policies and Guidelines, with specific emphasis on teaching and learning.

To lead and support appropriate practitioners and trainee practitioners to meet the
diverse needs of children.



To participate in all relevant directed time, staff meetings and contribute to debate
and discussion of whole school issues and provide clear leadership.

Develop effective liaison between academy and external agencies to provide
maximum support for staff and their on-going CPD

To plan and deliver effective in-service training that meets the needs of teaching
staff, non-teaching staff and appropriate students and volunteers.

To lead in the organising of budgetary control with regard the identified phase.

To organise regular meetings of the Phase and oversee work plans

To advise the leadership team on curriculum specific issues relating to planning,
assessment, differentiation, special needs, monitoring and evaluation, resources and
professional development.

Recruitment/ Deployment of Staff:

To work with the Head Teacher and SLT to ensure that staff development needs
are identified, through Appraisal reviews and targets, and appropriate
programmes are designed to meet such needs.

To introduce appropriate support CPD packages for staff both internal to academy
and external, evaluating the impact.

To be a team leader for appraisal - monitoring, evaluating and improving the
performance of other staff

To participate in the shortlisting and interview process when required and to
ensure effective induction of new staff in line with academy procedures.

To promote teamwork and to motivate staff to ensure effective working relations.
To provide support as senior mentor to ECT’s in the where applicable

To be responsible for the day-to-day management of staff within the academy and
act as a positive role model.

Quality Assurance:

Ensure all members of staff recognise and fulfil their statutory responsibilities for
pupils in their care, securing the best possible achievement for all pupils and
especially for vulnerable groups and those eligible for Pupil Premium

To establish common standards of practice within the academy and develop the
effectiveness of teaching and learning styles within the academy

To monitor and evaluate the quality of teaching and learning through monitoring
tools such as lesson observations, book scrutiny’s, results evaluation reports
surveys/questionnaires

To ensure staff mark and assess pupils’ work regularly and provide detailed and
accurate feedback in line with the academy’s marking policy.

To take appropriate action to effect improvement as a result of internal and external
monitoring and review processes.

Provide regular reports to SLT/Governors/Directors that evaluate pupil achievement
and provide appropriate action points.

To monitor and evaluate the provision for SEND pupils in the phase in line with
agreed academy procedures.



e To ensure that provision within the phase is monitored as part of the quality
assurance procedures and form part of the academy’s self-review procedures

e To be involved in the academy programme of external reviews and to produce
actions plans for future development

e To work with the Academy Trust and Inclusion Department to ensure consistency
within the Academy Trust

Management Information:
To support staff in the development of effective day-to-day assessment strategies to ensure
that the curriculum responds to children’s needs and to contemporary developments
e To ensure effective data tracking systems are in place to monitor pupils progress and
to identify underperformance
e To make use of analysis and evaluate performance data provided.
e Toidentify and take appropriate action on issues arising from pupil data

Communications:
To engage with parents and carers to support pupil’s achievement and attitude to learning
in line with academy policies.
e To plan and deliver parent / governor workshops
e To lead and chair meetings including phase team meetings and other meetings as
directed by the Head Teacher
e Maintain effective partnerships between parents and staff so as to promote pupil
learning and provide information to parents regarding targets, achievements and
progress.
e To liaise with the other Phase Leaders within the academy to ensure effective
transition for the pupils.
e To submit progress reports to the Head Teacher and/or Governing Body for their
phase

Marketing and Liaison:
e To contribute to the academy liaison and marketing activities, e.g. the collection of
material for press releases.
e To lead the development of links with partner schools and the community with
attendance where necessary at Open Evenings and other academy events
e To actively promote the development of effective academy links with external
agencies.

Pastoral System:
e To share in the responsibility of maintaining an ethos that promotes positive
attitudes and behaviour.
e To be responsible for upholding high standards of pupil’s behaviour in line with the
academy’s behaviour policy.
e Work with pupils, class teachers and curriculum co-ordinators to ensure realistic
expectations of behaviour are set for all pupils.



To be accountable for monitoring and supporting the overall progress and
development of pupils in the phase.

To put in place appropriate action plans to address underachievement of individual
pupils and groups of students. E.g. Disadvantaged pupils

To monitor student attendance together with pupils' progress and performance in
relation to targets set for each individual; ensuring that follow-up procedures are
adhered to and that appropriate action is taken where necessary.

General:
To be, by example, a source of inspiration for other members of staff so that the importance
of good or better teaching is recognised and valued.

To develop a team ethos that supports the development of effective phases.

To model fair and equitable treatment of all stakeholders regardless of age, gender,
race, and or religion.

To attend weekly SLT meetings and carry out all duties as expected of a member of
the SLT as directed by the Head Teacher

To adhere to the Academy Trust’s staff code of conduct

To attend governors’ meetings when required

Take opportunities to build the appropriate skills, qualifications, and/or experience
needed for the role, with support from the Academy and Trust

Take part in the academy’s appraisal procedures

Undertake relevant training

To promote the agreed vision and aims of the Academy and Trust

To set an example of personal integrity and professionalism

Safeguarding

Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in
Education, Prevent) and our safeguarding and child protection policies

Work with the designated safeguarding lead (DSL) to promote the safeguarding of all
pupils in the academy, including sharing concerns where necessary

Use CPOMS to log safeguarding concerns

Assistant Head of School — Phase Leader — Years 1-3 will be responsible to the Head Teacher
and through him/her to the Executive Principal. This job description may be subject to review
and change to accommodate the changing needs of the Academy, after consultation, at the
request of CEOQ, Head Teacher, or postholder.



Person specification : Assistant Head of School

Qualification Criteria
e Qualified to degree level
e Qualified to teach and work in the UK

Experience & Skills and Abilities
Experience in raising attainment
Experience and understanding how to improve teaching & learning and Behaviour
strategies
Experience of having led and managed a team of people effectively

Behaviours

Leadership

Resilience and motivation to lead the academy through day-to-day challenges
Understands their own contribution to the academy as a whole

Management style that encourages participation, innovation and confidence
Strong organisational skills and ability to delegate effectively

Strong interpersonal, written and oral communication skills

Genuine passion and a belief in the potential of every student

Motivation to continually improve standards and achieve excellence

Other

Maintain effective working relationships with parents and other stakeholders

Willingness to undertake relevant training to improve existing skills and develop new ones.
Commitment to the safeguarding and welfare of all pupils.

Personal qualities

e Willingness to provide the best possible opportunities for all pupils

e Organised, proactive and self-motivated

e Good time management skills

e Commitment to upholding and promoting the ethos and values of the Academy and
Trust

e Ability to work under pressure and prioritise effectively

e Ability to maintain confidentiality at all times

e Committed to safeguarding, equality, diversity and inclusion

e Ability to work with all key stakeholders

Hamstead Hall Academy Trust is committed to safequarding and promoting the welfare of
our children and young people and expects all staff and volunteers to share this
commitment. Pre-employment checks include an enhanced disclosure and barring service
check, and online checks for all post. Our Safeguarding Policy is available on our website,
and we encourage applicants to review it before applying.



