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Job Description

Post Title: Assistant Headteacher (Early Years/Key Stage 1)

Pay Range/Grade: L5 - L9

Line Manager: Headteacher


Purpose of the Role: 

To provide the strategic overview, leadership and development of high-quality educational provision associated with ensuring that all learners are challenged to achieve and exceed their potential. The post holder will ensure positive outcomes for all pupils and support the development of understanding pupils progress tracking and monitoring procedures.  

Provide the strategic direction, leadership and development of high-quality Early Years provision across Nursery, Reception, Year 1 and Year 2, ensuring practice is firmly rooted in the EYFS statutory framework, child development principles, and developmentally appropriate pedagogy.

Generic Introduction:

The following information is furnished to assist staff joining the school to understand and appreciate the work content of their post and the role they are to play in the organisation. The following points should be noted:
 
1. Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile. 

2. Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed. 

3. Our School is an Equal Opportunities employer and requires its employees to comply with the Exceed Academies Trust Equality Statement and Objectives. 

4. We are committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a condition covered under the Equality Act 2010. 

Fluency Duty

In line with the Immigration Act 2016; the Government has created a duty to ensure that all staff working in customer facing roles can speak fluent English to an appropriate standard. 

For this role the post holder is required to meet the Advanced Threshold Level.

Supervision and Guidance:

· To report to the Headteacher to ensure clarity of understanding on a range of issues.

Supervisory Responsibilities:

· Supervise and advise the Leaders and Subject Leaders.

Key responsibilities:

Leadership  

· Leading on EYFS specific curriculum intent, implementation and impact
· Overseeing the continuous provision model and EYFS learning environments
· Leading EYFS moderation and early phonics teaching (Little Wandle)
· Supporting staff in observing, assessing and planning using EYFS principles
· Developing and leading the transition process between Nursery to Reception and Reception to Year 1
· Represent the subject achievement and standards agenda at senior leadership level and provide relevant advice on the strategic development of these areas to the strategic leadership team  
· Contribute to the development and review of all strategic plans and policies within the school 
· Contribute to the development of a challenging curriculum model in response to local and national learner needs ensuring that it meets the needs of our students, enables continuity of learning and is effective  
· Support the analysis and evaluation of achievement and progress including internal assessments and external data (exam results, ASP etc)
· Analyse, evaluate and report school performance including the national comparisons and trends to relevant staff, Trust, Governors and external bodies. 
· Carry out appropriate activities to investigate further the issues affecting achievement and potential barriers to that achievement 
· Analyse assessment data and liaise with individual teachers and TLR holders with regard to pupil progress and identify in particular under performance relate to the specific areas of responsibility 
· Implement tracking systems, monitoring and evaluating their effectiveness and impact in improving performance related to the specific areas of responsibility 
· Provide leadership and direction for middle leaders to enable them to provide targeted and appropriate intervention to raise standards  
· Ensure that line managed staff are held accountable for levels of progress within their subject area  
· Work closely with school leaders to ensure that this data is used effectively to inform and improve standards and the quality of teaching across the school
· Manage the performance of staff in line with the Trust’s Appraisal Policy 

Education and Standards  

· Develop the EYFS curriculum and ensure it represents a strong ethos, is relevant to the real-life context and inspires pupils’ learning and development
· Ensure all EYFS children and pupils, make at least expected progress and the proportion that exceeds this is above the national average 
· Oversee and promote expectations for progress against the EYFS learning goals (ELGs)
· Identify developmental delays early and lead targeted interventions
· Ensure that the school targets at all key stages are met or exceeded
· Ensure that information on pupil progress is used to improve teaching and learning, to support and motivate pupils, to inform parents and to aid governors in their future management of the school. 
· Through work with the individual teachers, and TLR holders, ensure that data is used effectively to raise standards of achievement and attainment at all key stages Support teaching staff to develop their use of data to set and achieve challenging targets for all students.
· Implement and monitor the impact of strategic support programmes to improve outcomes for targeted individuals/groups in line with school priorities
· Organise and lead the quality assurance, monitoring and support of the specific areas of responsibility 
· Review, develop and implement the process and procedure related to specific responsibilities 
· Implement measures aimed at enhancing learner performance  
· Ensure opportunities to further develop teaching skills, strategies and the use of new technologies are embraced 
· Monitoring resource planning, ensuring adequate provision of learning materials to enhance teaching  
· Assisting with the allocation of teaching groups, rooms and equipment, taking into account strategic planning and development issues 
· Effectively managing any delegated financial resources to achieve value for money

Safeguarding and Compliance 

· Manage intimate care expectations and ensure all EYFS staff are suitably trained and informed
· Ensuring the school meets statutory EYFS ratios and welfare requirements
· Overseeing safe sleep, safe play and early childhood health/safety issues
· Promote the safety and wellbeing of pupils and staff within the school 
· Uphold the school’s policies in respect of Safeguarding and Child Protection 
· Through example and line management, ensure good order and discipline is maintained among pupils and staff, and that high expectations regarding safeguarding, behaviour and attendance are communicated and adhered to  
· DSL responsibility of whole school

Management of Resources  

· Overseeing the indoor/outdoor continuous provisions areas
· Ensuring resources support sensory development, exploratory play, communication and language
· Lead on and advise EYFS staff in relation to high quality enhancements within the provision.
· Comply with the financial, health & safety, HR and other processes and procedures of the Trust 
· Ensure that all the activities of the school are conducted in accordance with all legal or statutory requirements and regulations, and that policies and procedures developed locally are consistent with best practice and recognised codes of practice 
· Develop leadership capacity across the school through coaching and other appropriate methods, supporting the development of effective middle leadership roles within the school
· Ensure that all resources are organised and managed to provide the best possible outcomes for pupils 

Additional Duties  

· Leading staff development in EY pedagogy
· Modelling high quality interactions, sustained shared thinking, vocabulary development and scaffolding play
· Leading EYFS networks or Trust wide collaboration with Trust colleagues
· To fulfil the requirements and duties set out in the STPCD relating to teachers 
· To work collaboratively as part of the wider Trust, with the understanding that it is one organisation working in partnership to achieve the best outcomes for all pupils 
· Ensure that the participation of other staff in professional development is encouraged and that they engage actively in the performance review process 
· Regularly review own practice, setting personal targets and taking responsibility for own development 
· To undertake other duties and responsibilities as is reasonably directed by the Head teacher 

CPD 

Maximise opportunities for personal development by: 
· participating in INSET opportunities, both as a participant and leader of in house INSET sessions as required 
· participating in annual self-reflection and Performance Management procedures, identifying and requesting INSET opportunities as necessary participating in collaborative work and the sharing of best practice 

This job description should be seen as enabling rather than restrictive and will be subject to regular review.























Person Specification

	Area of specification
	Essential/Desirable
	Method of Assessment

	
QUALIFICATIONS
· Qualified Teacher Status (QTS) 
· Degree level or equivalent
· Specialist Leader of Education (SLE) 
· Early Years specialist training (e.g. ECAT, phonics leadership, early reading frameworks, child development qualifications)
· Safer Recruitment trained
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Application form and interview



	
EXPERIENCE
· Recent experience of significant success as an Assistant Head teacher or Senior/Subject Leader of a school
· Extensive experience of working within a successful Early Years school setting
· Experience in moderating EYFS outcomes
· Demonstrable impact on EYFS progress and narrowing gaps for disadvantaged children
· Experience of working in an educational setting and in a Multi-Academy Trust 
· An outstanding and proven track record of leading school improvement initiatives 
· Successful and varied teaching experience 
· Experience of driving and delivering transformational and cultural change 
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Application form and interview


	
KNOWLEDGE/SKILLS/ABILITIES (Core competencies)
· Detailed knowledge of the Ofsted framework and EYFS Statutory Framework
· Knowledge and clear understanding of the statutory framework for education as well as new and innovative developments within education
· Detailed knowledge and understanding of education across a range of phases, including tracking and monitoring pupil progress  
· Knowledge of successful strategies for raising pupil achievement  
· Up to date knowledge and strategic view of the current educational landscape  
· A clear understanding of the essential qualities necessary for effective leadership   
· Organise, manage systems and processes, make excellent use of time
· Understanding of early intervention strategies for speech, language and communication needs (SLCN)
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Application form and interview













	
PROFESSIONAL SKILLS
Can demonstrate the ability to:
· Communicate effectively with a range of different stakeholders with well-developed interpersonal skills  
· Implement successful strategies and manage change effectively 
· Collect evidence and research in order to make sound judgements against set criteria  
· Inspire others to commit to a shared purpose and vision 
· Lead highly effective teams that are defined by trust, with high levels of commitment and accountability, and are focused on results  
· Manage finances to achieve high value of money in innovative ways that lead to positive outcomes for students and staff 
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This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but it will be reviewed annually as part of the performance management process or as appropriate.

The post holder must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010.

In addition, the post holder must have the ability to cope with requirements of the post, which may include working with pupils who have emotional and behavioural difficulties or physical difficulties.  For posts working with pupils who have physical difficulties, it may be an unavoidable core component of the job for the post holder to be capable of lifting and carrying.  However, suitable training will be provided, should this be the case.
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