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Furzedown Primary School

Job Description

Assistant Headteacher
with primary responsibility for Behaviour, Wellbeing and Personal Development
L3 to L7 (Inc. Inner London Allowance)
The appointment is subject to the current conditions of employment contained in the School Teachers' Pay and Conditions Document and the required standards for Qualified Teacher Status and other current legislation. This job description may be amended at any time following discussion between the Headteacher and member of staff and will be reviewed annually.

Responsible to

· The Headteacher

The main function of the role
· The current School Teachers’ Pay and Conditions document describes the duties, which are required to be undertaken by teachers in the course of their employment.  It is the contractual duty of the post holder to ensure that his/her professional duties are discharged effectively. 

The duties set out below are in addition to any class teaching requirement.

The assistant headteacher will support the headteacher and deputy headteacher in:

· Communicating the school’s vision compellingly and supporting the headteacher’s strategic leadership

· The day-to-day management of the school

· Formulating the aims and objectives of the school 

· Establishing policies for achieving these aims and objectives

· Managing staff and resources to that end

· Monitoring progress towards the achievement of the school’s aims and objectives

· They may also be required to undertake any of the duties delegated from the headteacher.

Duties and Responsibilities and Key Tasks of an Assistant Headteacher at Furzedown
Under the direction of the headteacher or deputy headteacher, the assistant headteacher will:
School culture and behaviour
· Create a culture where pupils experience a positive and enriching school life

· Uphold educational standards in order to prepare pupils from all backgrounds for their next phase of education and life

· Ensure a culture of staff professionalism

· Encourage high standards of behaviour from pupils, built on rules and routines that are understood by staff and pupils and clearly demonstrated by all adults in school

· Use consistent and fair approaches to managing behaviour, in line with the school’s behaviour policy
Pastoral

· Establish and implement whole-school systems for pupil and staff wellbeing 

· Conduct pupil voice surveys to ensure they feel happy and safe in school, championing the importance of pupil voice to other members of the senior leadership team 

· Conduct surveys (pupils, staff and parents) to support with a reflective approach and continued improvement

· Provide staff with training and support so they can play a part in enhancing pupils’ personal development 

· Promote and evaluate the effectiveness of the school’s behaviour policy and strategies

· Oversee pupil attendance and ensure it is continuously improving

· Analysing whole-school data on attendance, behaviour, exclusions and wellbeing to inform future improvement strategies
Teaching and Learning 
Under the direction of the headteacher or deputy headteacher, the assistant headteacher will:

· Establish and sustain high-quality teaching across subjects and phases, based on evidence, 

· Ensure the teaching of a broad, structured and coherent curriculum across the school
· Use valid, reliable and proportionate approaches to assessing pupils’ knowledge and understanding of the curriculum 

· Support the Headteacher and other senior leaders in the monitoring of the quality of teaching and children's achievements including the analysis of specific performance data.
· Promote a culture and practices that enables all pupils to access the curriculum 

· Have ambitious expectations for all pupils with SEN and disabilities

· Make sure the school works effectively with parents, carers and professionals to identify additional needs and provide support and adaptation where appropriate

· Make sure the school fulfils statutory duties regarding the SEND Code of Practice.

Leading and Managing Staff 
Under the direction of the headteacher or deputy headteacher, the assistant headteacher will:

· Support in developing positive working relationships with and between all staff school.
· Lead groups of staff in developmental activities, delegate appropriately and evaluate impact

· Ensure staff have access to appropriate, high-standard professional development opportunities

· Support the Headteacher in the implementation of the school's performance management policy in relation to identified members of staff.

· Manage staff well with due attention to workload
· Keep up to date with developments in education

· Seek training and continuing professional development to meet their own needs

Organisational Management and School Improvement
Under the direction of the headteacher or deputy headteacher, the assistant headteacher will:
· Establish and oversee systems, processes and policies so the school can operate effectively 

· Ensure staff and pupils’ safety and welfare through effective approaches to safeguarding, as part of duty of care

· Ensure rigorous approaches to identifying, managing and mitigating risk

· Ensure effective use of budgets and resources

· Identify problems and barriers to school effectiveness, and develop strategies for school improvement that are realistic, timely and suited to the school’s context

· Make sure these school improvement strategies are effectively implemented
· Work with the governing board as appropriate

· Ensure the school effectively and efficiently operates within the required regulatory frameworks and meets all statutory duties

· Work successfully with other schools and organisations 

· Maintain working relationships with fellow professionals and colleagues to improve educational outcomes for all pupils

· Work with the Headteacher to work collaboratively at both strategic and operational levels with parents and carers and across multiple agencies for the well-being of all children.

Safeguarding
· To be aware of and comply with policies and procedures relating to Safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· To ensure child protection procedures and processes are followed within own area of the school.
General 
· To attend meetings, in accordance with school policy and to lead such meetings as required.

· To take whole school assemblies and to support other staff with assemblies. 

· To prepare and present reports, as required to, e.g. governors, LA officers, parents, outside agencies.

· To participate fully in the life of the school including participation in out of school hours’ activities.  (e.g. to attend Full Governing Board meetings or PTA events.)

· Take on any additional responsibilities that might from time to time be determined.

Appraisal 
· An annual performance review is based on this overall job description and with particular emphasis on individual annual targets. 
Whilst every effort has been made to explain the main duties and responsibilities of the post, individual tasks may not all be detailed above.

Furzedown Primary School

Person Specification

Assistant Headteacher
	
	Essential
	Desirable

	Qualifications
	
	

	Educated to degree level.
	(
	

	To hold a teaching certificate in Education which is recognised by the DfE.
	(
	

	Qualified teacher status.
	(
	

	To have evidence of continuing and recent professional development relevant to the post.
	(
	

	Experience
	
	

	Minimum of 5 years teaching experience in the Primary age phase
	(
	

	Current experience of a leadership post in a primary school
	(
	

	Involvement in school self-evaluation and development planning
	(
	

	Line management experience
	(
	

	Demonstrable experience of successful line management and staff development
	(
	

	Evidence of supporting strategies to improve parental involvement in their children’s learning. 
	(
	

	Professional Knowledge and Understanding
	
	

	Understanding of high-quality teaching across a range of phases and the ability to model this for others and support others to improve
	(
	

	Understanding of school finances
	
	(

	Effective communication and interpersonal skills
	(
	

	Ability to communicate a vision and inspire others
	(
	

	Ability to build effective working relationships
	(
	

	Understand the expectations in the Ofsted Framework regarding effective leadership and management.
	(
	

	Have a good working knowledge and understanding of schools statutory responsibilities regarding the needs and care of pupils with SEND
	(
	

	Have a good working knowledge and understanding of the needs of children with EAL
	(
	

	Have an excellent understanding of positive effective strategies for whole school behaviour management.
	(
	

	Understand the principles of Racial Equality and Equality of Opportunity and how these may inform whole school policy.
	(
	

	Professional Skills and Abilities
	
	

	Be an excellent teacher.
	(
	

	A commitment to getting the best outcomes for all pupils and promoting the ethos and values of the school
	
	

	Ability to work under pressure and prioritise effectively
	(
	

	Commitment to maintaining confidentiality at all times
	(
	

	Have excellent interpersonal skills, with the ability to enthuse and motivate others and develop effective partnerships
	(
	

	Have a willingness to share expertise, skills and knowledge and ability to encourage others to follow suit.
	(
	

	Be able to lead whole school INSET
	(
	

	Be able to analyse data effectively to assess school performance and progress.
	(
	

	Demonstrate the effective use of ICT to enhance the learning and teaching of all subjects.
	(
	

	Be willing and enjoy engaging parents in order to encourage their close involvement in the education of their children.
	(
	

	Have good communication skills both orally and in writing.
	(
	

	Be able to manage own workload effectively and respond swiftly to      deadlines.
	(
	

	Demonstrate resilience, perseverance and the ability to cope with the pressures of a demanding management position.
	(
	

	To practice equal opportunities in all aspects of the role and around the work place in line with policy.
	(
	

	Demonstrate the drive to develop the school vision and maintain Furzedown’s status as a good school.
	(
	

	To maintain a personal commitment to professional development linked to the competencies necessary to deliver the requirements of this post.
	(
	

	Safeguarding
	
	

	Have Up to date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people.  
	(
	

	Display commitment to the protection and safeguarding of children and young people and the ability to follow agreed procedures.
	(
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