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Assistant Headteacher
Job Description


The Assistant Headteacher is an employee of Little Way Catholic Education Trust required to carry out his/her professional duties in accordance with the School’s Trust Deed, Canon Law and the teachings of the Catholic Church and with the terms and conditions of the current School Teachers’ Pay and Conditions Document.  

The contract of Employment between LWCET and the Assistant Headteacher will be the current Contract of Employment for an Assistant Headteacher issued by the Catholic Education Service.

PROFESSIONAL DUTIES

1	In addition to carrying out the professional duties of a main scale teacher, the Assistant Headteacher will be required to work in partnership with the Headteacher and:

1.1	Play a major role under the direction of the Headteacher in:
1.1.1	Formulating the aims and objectives of the school to develop and maintain a caring school community with high standards of attainment and behaviour for all pupils;
1.1.2	Establishing the policies through which this shall be achieved;
1.1.3	Managing staff and resources to this end;
1.1.4	Monitoring progress towards their achievement;
1.2	Undertake any professional duties of the Headteacher reasonably delegated by the Headteacher;
1.3	Undertake to the extent required by the Headteacher or the governing body, the professional duties of the Headteacher in the event of the Headteacher’s absence from the school.

ORGANISATION AND MANAGEMENT

2	Assist the Headteacher to:

2.1	Define and review clear aims for the school, and in support of the Headteacher to lead and co-ordinate the staff to achieve those aims in the framework of a School Development Plan, in full consultation with the Governing Body;
2.2	Monitor all resources (human and material) effectively and efficiently linked to the priorities in the school;
2.3	Promote the development of teamwork and collective responsibility;
2.4	Make a full contribution to supporting and reviewing all policies, and monitor their implementation across the school.

CURRICULUM

3	To take responsibility for the curriculum and to support the Headteacher in:

3.1	Developing and maintaining, through regular review, a high quality broad, balanced curriculum within the context of the requirements of the National Curriculum;
3.2	Taking account of the needs and aptitudes of all children through appropriate curriculum planning and evaluation to ensure high standards and optimum achievement for each pupil, which minimises disadvantages of any kind;
3.3	Take a leading role in ensuring the progression and continuity of a rich curriculum throughout the school to meet the requirements of the National Curriculum.

ETHOS

4	To work in partnership with the Headteacher in ensuring that:

4.1	The promotion of a positive Catholic ethos in the school in which all individuals feel valued and where personal endeavour and responsibility are encouraged;
4.2	Good morale and confidence are maintained and to set an example of high professional standards and leadership;
4.3	The promotion of a Catholic environment of pastoral care for children and staff, including liaison with parents/carers/guardians and outside agencies;
4.4	High standards of behaviour are developed and maintained, supported by policies and practices which promote self-discipline and responsible attitudes;
4.5	Promote effective communications with the Governing Body of the school, the Clifton Diocesan Schools Commission, other Diocesan Bodies, LWCET and the DfE, including partner schools;
4.6	A sense of community is fostered and promoted within the school, including relationships with all pupils and parents/carers/guardians, to encourage positive links between the school and the wider community;
4.7	The school environment is well maintained and that it complies with current Health and Safety legislation; and that the grounds, buildings and all furnishings and learning resources are used with care;


PUPILS

5	To take a leading role in ensuring that:

5.1	The highest standards are achieved for all children at all levels of ability through all teachers maintaining high expectations and a curriculum designed to produce high quality learning;
5.2	The entitlement of pupils to a broad and balanced curriculum is supported by ensuring equality of access to the whole curriculum for all pupils;
5.3	The specific needs of all pupils including those with special educational needs, taking account of current legislation including the Code of Practice, is identified and effectively provided for;
5.4	Effective support systems for pupils and their families on transfer to secondary schools are maintained;
5.5	The positive benefits of living within a culturally and ethnically diverse society are promoted and supported;
5.6	The highest standards of behaviour are developed and maintained within the school to ensure effective learning takes place in classrooms and that positive relationships reflect the Christian nature of the school;
5.7	The care and welfare of all pupils is developed and maintained to ensure high self-esteem and responsible citizenship and respect for others.

EVALUATION, ASSESSMENT AND APPRAISAL

6	To work in partnership with the Headteacher in:

6.1	Maintaining effective systems of planning, assessment and record keeping and ensuring regular communications with parents/carers/guardians and pupils to ensure that individual aims and progress are achieved;
6.2	Ensuring that work of a high quality is promoted and maintained through a programme of regular review, appraisal, target setting, in-service training, monitoring and evaluation;
6.3	Ensuring that a monitoring schedule is maintained to support and guide staff to improve teaching and learning.

STAFF

7	To work in partnership with the Headteacher in:

7.1	The appointment of teaching and non-teaching staff as necessary, in conjunction with the Governing Body, to ensure that appointees have the potential to achieve the agreed aims and objectives of the school;
7.2	Leading, motivating, encouraging, coaching and mentoring staff to ensure that they have access to suitable advice, education and training appropriate to their professional needs and those of the school as identified in the School Development Plan;
7.3	Supporting staff in carrying out their work effectively through a programme of regular reviews and appraisals of their range of duties, and in setting appropriate targets and in the provision of training.

PARENTS/CARERS/GUARDIANS AND THE COMMUNITY

8	To work in partnership with the Headteacher in:

8.1	Maintaining effective methods of consultation and communication and keeping parents/carers/guardians fully informed about all matters relating to the education of their children, including visits;
8.2	Promoting a positive two-way relationship linking home and school in a supportive working partnership;
8.3	Ensuring that the school promotes effective links with the other agencies and to develop and extend the school’s relationship with the local community.

THE TRUST AND OTHER SCHOOLS

9	To work in partnership with the Headteacher in:

9.1	Maintaining effective links with other schools, particularly schools in Little Way Catholic Education Trust;
9.2	Ensuring effective liaison with all service providers.

EQUAL OPPORTUNITIES

10	To work in partnership with the Headteacher in:

10.1	Ensuring that all pupils have equality of opportunity and access to and participation in all aspects of the curriculum;
10.2	Actively promoting equality of opportunity in the appointment and promotion of all staff;
10.3	Ensuring that the school’s equal opportunities policy is followed.


11 Specific Responsibilities

11.1 Leadership and Management Responsibilities

· The curriculum;
· To advise the Headteacher regarding the formulation, implementation and review of curricular, organisational, financial and administrative policies and initiatives;
· To be aware of both internal and external influences currently affecting curricular development, organisation and administration;
· The preparation and supervision of staff duty rosters and timetabling not falling within the responsibilities of other colleagues;
· With regard to discipline, to be conversant with the behaviour policy of the school, referring to the Headteacher any serious breach of discipline, or persistent offenders;
· To liaise with colleagues to ensure a whole school approach;
· The co-ordination of the day to day organisation, curriculum and discipline and to support and develop whole school policy in other areas;
· Assistance with the integration of new staff, supply staff and student placements;
· Involvement in Performance Management System;
· Close liaison with the Headteacher for the support of all staff, the resolution of any problems or individual difficulties that may arise;
· To be responsible for the annual reporting of pupil’s progress to parents;
· Leading Key Stage and school assemblies, when required;
· Lead TLRs in whole school development.

11.2 Subject Responsibilities:

Main Purpose of the Post 
In addition to those professional responsibilities which are common to all classroom teachers in the school, the post holder’s key accountability will be for raising the standards of teaching, learning, attainment and achievement for all pupils in a core subject to be discussed. The principle mechanisms for discharging these duties will be through: 
· Working effectively with the Headteacher  
· Working effectively and responsibly within the Middle Leadership Team 
· Leading the quality of teaching and learning of the core subject  
 
 Other School Improvement Plan responsibilities 
· To play a key role in school review and self-evaluation and identify target areas for the school improvement plan; 
 
Other duties and responsibilities 
The post holder may be expected to carry out work that is not specified in the job profile but which is within the remit of the duties and responsibilities. 

 
Professional Responsibilities  
 
The post holder will be required to exercise his/her professional skills and organisational expertise and judgment to carry out, in a collaborative manner, the professional duties set out below: -  
 
Leading, developing and enhancing the teaching practice of others within the phase.  
 
· Working with other relevant teachers in the key stage/team;  
· To take a lead role in supporting the induction of NQT, teachers and support staff across the phase; 
· Maintain personal expertise and share this with other teachers;  
· Monitor the quality of teaching and learning, giving clear and helpful feedback and sharing judgements with teachers and support staff as appropriate;  
· Plan and implement strategies to improve teaching where needs are identified;  
· Lead teachers planning and provide feedback to ensure it meets agreed criteria;  
· Monitor learning environments and provide feedback to ensure they meet agreed criteria;  
· Act as an excellent role model displaying good classroom practice for other teachers, modelling effective strategies with them. 
 
 
Leadership responsibility – the wider school  
 
· To lead a core curriculum subject across the school (or take on equitable responsibility as agreed with the Headteacher) through advising, coaching, mentoring and supporting teachers to implement policy and practice; 
· To develop action plans and strategies to raise standards, following the analysis of all available data; 
· Share whole school responsibility for the pastoral care of pupils and staff; 
· Ensure staff are well informed of all aspects of school life in order to promote good communication and high morale;  
· Assist the Headteacher in maintaining and developing a positive and constructive partnership with parents, the local community and other stakeholders;  
· Share responsibility for the pastoral care and behaviour management of children;  
· Encourage the practice of working as a team;  
· Ensure high levels of professional accountability are held within the team;  
· Maintain high standards of classroom organisation;  
· Maintain high standards of professionalism at all times;  
· Meet deadlines;  
· Ensure the school is a safe and well organised environment;  
· Remain up to date on developments and issues with regard to the leadership and curriculum of a primary school.  
 
Other duties and responsibilities  
 
The post holder may be expected to carry out work that is not specified in the job profile but which is within the remit of the duties and responsibilities. 

Strategic direction  
· Develop and implement policies in line with our school’s commitment to high-quality teaching and learning;  
· Have a good understanding of how well the curriculum is being delivered and the impact on pupil achievement. Oversee the planning of a curriculum that: 
· Is diverse and inclusive 
· Meets the needs of all pupils and the requirements of the National Curriculum or EYFS framework 
· Is well sequenced to promote pupil progress  
· Make sure there is an effective system of assessment for the progress of pupils to check the curriculum has a positive impact on learning; 
· Feed into the school development plan (SDP) and school evaluation form (SEF) as needed; 
· Work with the special educational needs coordinator (SENCO) to ensure the curriculum meets the needs of all pupils, including disadvantaged pupils and those with special educational needs and/or disabilities;  
· Work with subject leaders to understand how their subject is developed in your phase; 
· Liaise with other schools as directed through school partnerships; 
· Share outstanding practice, knowledge and expertise throughout the school as appropriate;  
· Plan and carry out a successful transition for the children both into and out of your phase; 
· Attending and participate fully in Phase Leader Meetings. 
 
Leading and managing staff  
· Hold regular team meetings to keep staff informed of developments or changes; 
· Provide support to staff regarding teaching and learning, resources, and planning;  
· Coach and model teaching as needed;  
· Support teachers to make accurate assessments, manage internal and external moderation, and complete external moderation exercises; 
· Complete TA Appraisals;  
· Monitor staff wellbeing, working with senior leaders to address wellbeing challenges as appropriate.  
 
Efficient and effective deployment of resources 
· Provide support with textbooks and library books, children’s books and all other resources needed to support learning;  
· Create a safe, welcoming environment and take care of the classrooms; 
· Ensure resources used are diverse, inclusive and accessible;  
· Ensure your phase pages of the school website are up to date. 
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