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	Job details

	Job title
	Assistant Headteacher

	School
	Costessey Primary School

	Location
	Three Mile Lane, Costessey NR5 0RR

	Hours per week
	32.5
	Weeks per annum
Permanent/ Fixed Term/ Temporary
	Fixed Term 
1 Term (September 2026 – December 2026)

	Grade/Range
	L3-7 (based on experience)

	Responsible to
	Headteacher

	Responsible for
	EYFS and KS1 with wider SLT responsibilities

	Effective date
	September 1st 2026
	Job Family
	Senior leadership 



	Purpose of the Role

	The Assistant Headteacher will take a central role in assisting the Acting Headteacher and Evolution Academy Trust to develop our school in accordance with its shared values and development plans. The post holder will be responsible for developing and leading the curriculum and progress of pupils in core subjects across a phase at Costessey Primary School as well as coaching, mentoring, and developing all staff within curriculum areas and beyond. They will play a key role in wider school leadership, asking critical questions and finding solutions to ensure the school continues to thrive and improve.

In the absence of the Acting Headteacher the Assistant Headteacher will deputise as directed. They will also fulfil the professional responsibilities outlined in the School Teachers’ Pay and Conditions Document (STPCD) and take responsibility for promoting and safeguarding the welfare of children and young people within the school.

The Assistant Headteacher will inspire others by embodying integrity, resilience, and a relentless pursuit of excellence. They will forge meaningful connections with parents, carers, and the community, creating a supportive network that empowers every student to reach their full potential.



	Job Description – main duties and responsibilities

	Teaching and learning

	· Set high expectations which inspire, motivate and challenge pupils
· Promote good progress and outcomes by pupils
· Demonstrate good subject and curriculum knowledge
· Plan and teach well-structured lessons
· Adapt teaching to respond to the strengths and needs of all pupils
· Make accurate and productive use of assessment

	Leading learning 

	· Model best practice for others to see, supporting the coaching ethos within the school
· Team teaches and support teachers’ planning so that lessons and sequences are designed and delivered in a way that allows our pupils to transfer key knowledge to long-term memory
· Implement strategies and initiatives to share best practice with others in the school, developing confidence and skills in colleagues resulting in improved performance
· Support teachers to have expert knowledge of the subjects that they teach, ensuring that pupils understand key concepts
· Contribute to target setting; including statutory procedures and targets for individuals and groups throughout the school

	Leading curriculum

	· Ensure an exceptional quality of education is provided to all pupils, including the most disadvantaged and those with SEND (working closely with the SENDCO)
· Ensure that the school’s curriculum intent and implementation are embedded securely and consistently across the school
· Ensure teachers and subject leaders have a secure and common understanding of the school’s curriculum in all subjects and what it means for their practice
· Ensure that the curriculum reflects and draws upon the school’s unique local context 
· Work alongside and support subject leaders to monitor the work given to pupils, over time and across the school, ensuring that it consistently matches the aims of the curriculum and that pupils achieve because of the education they have received

	Leading assessment and standards 

	· Ensure assessment strategies help pupils to embed knowledge, to use it fluently and to develop pupils’ understanding
· Support teachers to use the school’s assessment tools/procedures to inform clear next steps for learning and teaching
· Train and support teachers and support staff on administering the assessment systems effectively
· To set appropriate targets, lead pupil progress meetings, and challenge staff further so that progress and achievement improve by class, year group and the whole school
· Compile and analyse data, sharing it with Senior Leaders, staff, and Governors, to bring forward improvements in pupil progress, well-being, and achievement

	Leadership and Management

	· To carry out the role of Headteacher when the Headteacher/Deputy Headteacher is absent. 
· To be a member of the Senior Leadership Team and help oversee the day-to-day operation of the school
· Support Headteacher with line management responsibilities for designated staff, promoting professionalism, wellbeing, and high standards of practice.
· Support the recruitment, induction and onboarding of new staff, ensuring appropriate guidance and statutory requirements are met.
· Manage probationary processes, including setting objectives, reviewing progress, and making recommendations to the Headteacher.
· Address attendance, conduct, or performance concerns at an early stage, through informal management and supportive intervention.
· Lead informal absence management, including return‑to‑work discussions and agreed support actions.
· Liaise with Business Support staff to ensure accurate and confidential records of informal people management processes.
· Implement informal support or improvement plans (pre‑formal/PIP‑style) where appropriate, monitoring progress and reviewing outcomes.
· Seek HR advice and escalate matters to the Headteacher where issues may require formal procedures.
· Ensure all people management activity is conducted in line with school policies, employment legislation, and safeguarding responsibilities.

	Safeguarding and health & safety 

	· Evolution Academy Trust is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. Therefore, we will conduct pre‐employment checks, including a social media search. This post will come under the requirements of the Childcare (Disqualification) 2009 Regulations, and a successful applicant would be required to complete a declaration form to establish whether they are disqualified under these regulations. An enhanced DBS check will be required
· Promote the safety and wellbeing of pupils, and help to safeguard pupils by keeping up to date with relevant safeguarding guidance and practice, including Keeping Children Safe in Education and Working Together to Safeguard Children
· Job holders must ensure that they have read, understood and act in accordance with current   school policies, particularly those intended to protect children and employees, for example, health, safety, welfare, safeguarding and inclusion
· Respond appropriately to safeguarding and child protection concerns, following school procedures and reporting promptly to the DSL
· Adhere to all health & safety regulations and requirements, taking necessary action to ensure a safe working and learning environments for all children, colleagues and visitors
· Promote a culture of vigilance and openness where pupils and staff feel safe and confident to raise concerns

	Professional development

	· Keep own knowledge and understanding relevant and up to date by reflecting on own practice, liaising with manager to identify relevant professional development to improve personal effectiveness
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role
· Take part in the school’s appraisal procedures
· Follow all Trust and School policies, including the staff code of conduct

	Supporting the work of our Trust

	· Support our vision, mission and values, as well as our principled ways of working
· Be a professional role model, promoting the aims of our Trust whilst also providing a critical and supportive lens
· Develop and maintain strong working relationships with EAT colleagues and contribute to collaborative working across schools
· Attend and engage in regular professional training, seek support from other leaders and share best practice across our EAT community
· Contribute to our ‘One Trust’ approach, seeking further opportunities to celebrate the work of our staff teams



	  Person Specification 

	  Essential 
	  Desirable 

	Qualifications 

	· Qualified teacher status  
· Degree or equivalent
	· Professional development in preparation for leadership e.g. NPQML or NPQSL
· Level 3 Safeguarding Training

	Experience 

	· Leadership experience 
· Be able to demonstrate effective and successful leadership in school 
· Evidence of the implementation and development of a whole school initiative
· To have had responsibility for policy development and implementation
	· Evidence of an active involvement in school self-evaluation and development planning process
· Experience of teaching in more than one school   

	Knowledge and skills

	· A secure and comprehensive knowledge of the National Curriculum and curriculum planning
· Evidence of sustained and successful experience as a teacher
· The ability to effectively use data, assessment and target setting to raise standards
· Be able to adapt teaching to meet the needs of all pupils
· Know how to support pupils facing challenging situations
· Committed to the values of Evolution Academies Trust
· Inspire, challenge, motivate and empower teams to achieve high standards
· Ability to manage and resolve conflict 
· Demonstrate impact and presence
· Commitment to maintaining confidentiality, safeguarding, and equality
	 

	Personal Qualities 

	· Enjoyment of working with children
· Sensitivity and understanding, to help build good relationships with pupils
· Commitment to getting the best outcomes for all pupils and promoting the ethos and values of the school
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding pupil’s wellbeing and equality
· Resilient, positive, forward looking, and enthusiastic about making a difference 
	 



	General information 

	· This job description details the main outcomes required and will only be updated to reflect major changes that impact on the outcomes of the job. It may be amended at any time in consultation with the postholder 
· All work performed/duties undertaken must be carried out in accordance with relevant, Trust and Local Authority policies and procedures, within legislation, and with regard to the needs of our stakeholders and the diverse community we serve
· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management. This Job Description is not an exhaustive list



	

Signed: Job Holder
	

	

Signed Manager:
	

	
Print Name:
	
	
Print Name:
	

	
Date:
	
	
Date:
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