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JOB DESCRIPTION

Post Title: Assistant Headteacher

Location: Cicely Haughton School

Reporting to: Headteacher 

Salary: L8-12

Main purpose of the job:
The Assistant Head will promote and support the vision and direction of the School by supporting the Headteacher in the day-to-day leadership and management of the whole school. The Assistant Head will be line managed by the Headteacher

Key Responsibilities: (this list is not exhaustive and specific roles will be determined following appointment )

The Assistant Head will support the senior leadership team in implementing the school development plan, strategic decisions and contribute directly to staff development. 

The Assistant Head will retain a teaching commitment of English and Phonics daily and should evidence best practice and leadership of quality pedagogy in their role. They should be a reflective practitioner who shows professional intrigue in developing all aspects of their teaching and leadership.

The Assistant Head will have a working knowledge of up-to-date evidence based research, pedagogy, national strategies and teaching standards. Awareness of the Education Inspection Framework, DfE guidance and the SEND Code of Practice will be important.

The Assistant Head will drive up and standards of teaching and learning through demonstrating best practice in all areas of the education setting to ensure the best learning outcomes possible for all students with best practice being shared consistently.

The Assistant Head will be skilled in crisis management and the use of a wide range of effective behaviour support strategies and proactive interventions.
 
The Assistant Head will have a timetable commitment and responsibility for an area of the curriculum (English). They will be expected to lead this curriculum area effectively with positive outcomes and oversee relevant SEND support and or interventions.

The Assistant Head will ensure that effective academic, behaviour, sensory and wellbeing interventions are planned and reviewed to support pupil needs and outcomes. Oversight of reviewing and updating related policies will also be part of the Assistant Head’s responsibilities.

The Assistant Head will operate in such a way that the school’s ethos is clearly visible to all staff and students in their conduct and demeanour. They should also be seen to be a role model in encouraging empathy, promoting independence and resilience in students. Likewise, they should be able to encourage high standards, professional intrigue, team concept and mutual empathy and support amongst the staff team.

The Assistant Head will encourage other staff members to contribute to the whole school community with their strengths through a range of professional development activities and training. They will assist in planning a professional development programme alongside the Headteacher and of Head of Care.

The Assistant Head will assist the Headteacher in performing lesson observations and leading performance management of teaching and support staff. This will include identifying best practice to be shared and to address underperformance in a direct yet supportive manner.

Over time the Assistant Head will commit to appropriate ongoing professional development. This will include a commitment to stay abreast of educational developments and strategies which will impact teaching and learning.

The Assistant Head will be an advocate for Residential Education.

Leading and Managing Staff
The Assistant Head will:
· Assist the Headteacher and Governors in the recruitment of teaching and support staff
· Act as Line Manager to delegated staff and assume responsibility for all aspects of their performance review.  
· Assist the Headteacher in motivating and supporting staff by identifying and addressing areas for development and building on their strengths to support school succession planning.
· Assist the Headteacher in promoting the highest standards of courtesy and mutual respect amongst all members of the school community
· Ensure that all line-managed staff carry out their professional duties in accordance with their job description.
· Encourage and model initiative, team work and working in partnership.
· Deputise for the Headteacher at relevant school events/ meetings when required to do so.

Efficient Use of Resources
The Assistant Head will: 
· Manage any allocated budget ensuring effective administration and value for money.
·  Liaise with the Headteacher and Site Supervisor on the management and organisation of the day-to-day use of the building and grounds so that it meets the needs of the curriculum and health and safety requirements.
· Ensure that all staff and children contribute towards building and maintaining a positive learning and working environment for all.

Accountability
The Assistant Head will:
· Work with the Headteacher to ensure that all adult users of the school and site are aware of and adopt safe practices and that all activities comply with current legislative requirements.
· Work closely with the Headteacher, the Chair and members of the Governing body and the Headteachers’ Advisory Board as part of the Trust, as appropriate and build and sustain a positive working relationship; be an associate member of the LAB if required, including being a member of governor committees.
· Provide information and support to the Headteacher and to the Governing Body and advice based on a well-grounded and practical knowledge of the school on a day-to-day basis.
· Work with the Headteacher to ensure that the school staff and governors collect and use performance data to support school improvement.
· Work with the Headteacher to update regularly the Self Evaluation Form (SEF) for Ofsted, update the school improvement plan and collect evidence to support judgments made in evaluating the school's success. Report to the Academy Trusts' Headteachers’ Advisory Board.
· Support the Headteacher in ensuring reporting arrangements are efficient, actioned according to schedule and keep parents informed about their child's attainment and progress whilst outlining how they can contribute to supporting their child's learning.
· Promote high quality parental liaison and communication in all forms – written, email, phone calls, home visits and face-to-face consultation. Managing concerns, complaints and compliments effectively and efficiently, reporting back accurately to other members of staff to inform best outcomes for pupils.
· Support the school’s leadership team in preparing reports for and attending statutory and non-statutory meetings such as annual reviews, LAC placement reviews, ePEPs, strategy meetings and other related professional consultations.


Partnership
The Assistant Head will:
· Assist the Headteacher in developing and encouraging ongoing working partnerships with parents and carers.
· Develop and encourage, where appropriate or directed to, mutually supportive working relationships with relevant agencies including Social Services, Health professionals, and other stakeholders.

Other responsibilities:
· Support of Headteacher and Site Supervisor in caring for the school building to include locking up opening up when required.
· Take initiative in managing crisis in line with the school ethos and guidelines.
· Lead whole staff meetings in the absence of the Headteacher and on initiaitives.
· Manage short term timetable issues where appropriate.
· Assist staff in short term behaviour management strategies and encourage longer term targeted interventions to address behavioural problems.
· Participate in whole school events which promote and celebrate success, leading by example.
· Liaise with a wide group of staff on extra-curricular activities and ensure the smooth running of such events, overseeing their implementation without undermining contributors. 
· Have consistent contact with residential staff in education and are settings, liaising over concerns/successes with key students.
· Oversee the annual review documentation, submission completion and timetabling and monitor funding and consultation processes as required to support in decision making for future cohorts. 
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A=Letter of application; I=interview.
	Criteria
	Essential
	Desirable
	

	Qualifications
	· Degree
· Teaching Qualification
· Evidence of recent relevant professional development in the last 5 years 
· Enhanced Disclosure Check
· Very good ICT skills

	· Additional national professional qualification.

	A 

	Experience
	· Experience and ability to positively address challenging behaviours and whole school advocacy of effective management of complex SEND 
· Experience and confidence in leading staff in positively managing behavioural challenges 
· Working with staff and governors on the School Development Plan and School Self-Evaluation schedule
· 5 or more years’ experience in the education of pupils with SEN/complex needs within the SEMH sector
· Delivery of support/training to staff around SEND challenges, curriculum adaptations, behaviour management, attachment and trauma, mental health and related subjects/topics
· Evidence of applying knowledge and skills developed through nationally recognised professional development to the dynamic and pragmatic operational environment of a school-an awareness of current processes and systems in terms of leadership and management and applying to school life
· Proven track record of raising educational standards, monitoring of performance of staff and experience of establishing strategies for developing effective teaching and deployment of support staff.
· Effective subject leadership or SENCO role
	· 4-11 experience 
· Detailed understanding of curriculum and career pathways for SEMH/SEND pupils.

	A

	Shaping the future
	· Have the ability to work effectively with the senior leadership team and pragmatically approach challenges or systemic issues
· Ability to communicate effectively to stakeholders on the roles given key responsibilities – i.e. LAB, Trust, Ofsted, School Improvement Partners etc.
· Contribute directly to LAB meetings and School improvement/networking groups. Identify and report on key data, findings and strategy plans for key responsibilities in consultation with other SLT members
· Capacity to recognise and build on the considerable successes of the school and identify areas for innovation and improvement
· Sound knowledge of current and future educational developments and evidence based practice relating to behaviour, social and emotional development and mental health and wellbeing.
· Experience of successfully leading change or implementing new initiatives
· Ability to recognise strategies and systems in need to evolution or change and act on these effectively encouraging whole school contributions
· Lead by example in given area of responsibility and act as an exemplar to wider staff team, exercising this with humility and reflection
	· High profile in school
· Successful operational and/or strategic experience of leading whole school initiatives 

	A,I

	Leading Learning & Teaching
	· Ability to lead and inspire high quality teaching and learning and behaviour for learning, evidence of the impact of observations on T&L and shared best practice and staff support
· Consistently develop own teaching and learning skills, behaviour management and SEND/SEMH/trauma knowledge in line with evidence based practice, cascading this to the school team in a constructive and supportive manner
· Ability to inspire, demonstrate and support the highest of expectations for all 
· Commitment to a pupil-centred approach, within an equitable and inclusive school in which the academic and personal welfare of each pupil is paramount
· Successful experience of positive behaviour management and developing a pupil focused, inclusive and effective learning environment so that behaviour and attendance are at least good
· To have a working and current knowledge and understanding of the changing curriculum 
· To understand the effective use of data, assessment and target setting to raise standards/address weaknesses.
· Evidence of employing SEMH specific strategies to enhance positive behaviour and support pupils in difficulty, inclusive of individual, class, cohort and whole school levels. Quality assure these strategies with teaching teams to improve outcomes for pupils
	· Experience of supporting colleagues with interventions 
· Lesson observations and performance management of colleagues/support staff
	A,I.

	Developing Self and Working with others
	· Ability to work with a strong leadership team and navigate mutual professional challenge positively and without prejudice. Adapt personal philosophies to the best interests of the school community
· Ability to manage staff effectively and to motivate established teams
· Secure the trust of colleagues and work to make oneself approachable and accessible
· Recognise and celebrate high performance and support those underperforming through positive means
· To be a high profile professional who demands excellence, confidence, trust and respect from the whole school and wider community
· To have the necessary skills and knowledge to raise standards, promote equality, respect diversity and challenge stereotypes to promote the rights of children and young people.
· A willingness to be self-reflective and accept constructive criticism with the aim of self-improvement for the benefit of the school community.
· Accept the range of staff abilities and work ethics, working patiently and constructively to support and encourage best performance via healthy working relationships, fostering trust and support and challenge over time
	
	A,I.

	Securing Accountability
	· A commitment to the health/welfare and wellbeing of pupils and staff through effective pastoral care
· To promote the school’s ethos of mutual respect, tolerance and empathy.
· Work to deadlines and ensure staff team provide adequate data, reports and information for statutory work streams i.e. LAB reports, inspections, SDP reviews, EHCP reviews/ePEPs, etc
· Ability to delegate responsibility with accountability
· To understand effective school self-evaluation and contribute to strategic developments taking responsibility for key areas of the Ofsted inspection framework
	· Experience of self-evaluation
	A,I.

	Managing self and others
	· Resilient and ability to prioritise multiple operational and work load demands, managing staff to deal with key challenges
· Support effective management systems underpinned by clear communication.
· Ability to contribute to and implement appropriate improvement plans and policies.
· Commitment to the continuation of our strong links and partnership with governors, staff, parents, pupils and other schools within the MAT.
· Experience and knowledge of I.T. systems to support the leadership and management of the school including timetabling.
	
	A,I.

	Strengthening Community
	· Support of Trust network groups and activities
· Support of Trust colleagues with difficulties, sharing best practice
· Commitment to promoting community links to the SEND community and beyond.
· Ability to recognise and build on the school’s multi-agency links
· Experience of using and contributing to the systems of school to school support as promoted by the academy agenda.
· Extensive experience of communicating with parents carers and all stakeholders in a range of circumstances.
	
	A,I



	Personal Qualities & Attributes
	· To have high expectations and the ability to plan strategically to promote and support the school’s vision, ethos, priorities and targets whilst empowering others.
· To be articulate and approachable with excellent interpersonal skills both verbally and in writing.
· To have proven sound decision-making skills combined with the ability to lead, influence and manage change.
· To be astute and perceptive with strong analytical skills and the ability to use sound judgement in order to anticipate conflict and resolve issues imaginatively
· To be proactive, innovative and versatile with a high level of drive, energy, enthusiasm, resilience, reliability, integrity and a sense of humour
· To be able to relate empathetically to staff, pupils, parents/carers, trustees and other stakeholders
· To be able to prioritise, plan and organise effectively.
· To be able to work alongside ambitious and strong willed colleagues in a positive, effective manner
	
	A,I.


	Safeguarding
	· Displays commitment to the protection and safeguarding of children and young people
· Has up to date knowledge and understanding of relevant legislation and guidance in relation to working with the protection of children and young people
· Will co-operate and work with relevant agencies to protect children and young people.
	· Safeguarding training to level 2 or higher
· Interest in and evidence of investment in the development of proactive safeguarding initiatives
	A,I.
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