The Priory Primary School
Assistant Head Teacher Job Description

The duties outlined in this job description are in addition to those covered by the latest School Teachers’ Pay and Conditions Document.  It may be modified by the Head Teacher, with your agreement, to reflect or anticipate changes in the job, commensurate with the salary and job title.

Post: Assistant Head Teacher
Responsible to:  The Head Teacher


Main Purpose:

The Assistant Head Teacher will:
· Undertake the normal responsibilities of a class teacher (unless non-class based)
· Be a member of the senior leadership team
· Assist the Head Teacher in managing and leading a whole school responsibilit
· Support and represent the Head Teacher at meetings as and when required
· Undertake the professional duties of the Head Teacher during his absence
· Undertake such duties as are delegated by the Head Teacher
· Play a major role under the overall direction of the Head Teacher in formulating and reviewing the School Development Plan, aims and objectives of the school by:
· Establishing the policies through which they shall be achieved
· Managing staff and resources to that end
· Monitoring progress towards their achievement.


Teaching and learning

1. Carry out teaching duties in accordance with the school’s scheme of work and National Curriculum.
2. Liaise with colleagues to deliver units of work in a collaborative way.
3. Set targets for student attainment levels.
4. Set work for students absent from school.
5. Demonstrate good practice in the teaching areas of responsibility.
6. To contribute to the development, organisation and implementation of the school’s curriculum.
7. The promotion of extra-curricular activities in accordance with the educational aims of the school.

Assessing and reporting

1. Record students’ work.
2. Maintain lesson evaluations.
3. Mark and return work within agreed time span, providing feedback and targets.
4. Provide assessment reports to monitor student progress.
5. Liaise with parents and attend consultation evenings.
6. Work within the Code of Practice relating to Special Educational Needs.

Leadership and Management

1. Support and assist the Head Teacher.
2. Monitoring and evaluating the performance of the school.
3. Support and uphold the school’s policies on behaviour, discipline and bullying.
4. To have specific responsibilities (e.g. for aspects of whole school management/leadership activities or the curriculum) to be agreed on appointment.
5. To allocate, control and account for those financial and material resources of the school which are delegated by the Head Teacher.
6. Undertake responsibility for whole school improvement priorities
7. Co-ordinate the delivery of health and safety policies.
8. Contribute to staff development activities.
9. To participate in the selection and deployment of teaching and non-teaching staff of the school.
10. To contribute to good management practice by ensuring positive staff participation, effective communication and procedures.
11. To participate in arrangements made in accordance with the regulations of the appraisal of the performance of teachers in school
12. Ensuring that information on pupil progress is used to; improve teaching and learning to inform and motivate pupils, to inform parents, to provide necessary references for other educational institutions and employers and to aid Governors in the future management of the school.
13. To contribute to the induction of new and newly qualified teachers and other staff, identifying training and supervising students undertaking training and/or work experience.

Standards and quality assurance

1. Support the aims and ethos of the school.
2. Set a good example in terms of dress, punctuality and attendance.
3. Attend and participate in open evenings and student performances.
4. Uphold the school’s behaviour code and uniform regulations.
5. Participate in staff training.
6. Attend team and staff meetings.
7. Develop links with governors, LAs and neighbouring schools.

