
ASSISTANT HEADTEACHER – JOB DESCRIPTION   

Responsibility for EYFS and Quality of Education   

 

ACCOUNTABILITY 

Responsible to: The Headteacher (directly) and The Governing Board of Castleview School 

(indirectly). 

Responsible for: Carrying out duties in line with the conditions of employment as set out in the 

current School Teachers’ Pay and Conditions document and the policies and procedures of the 

Governing Board.  

 

CORE PURPOSE 

To provide professional leadership by supporting the Senior Leadership Team, and the aims, visions, 

and values of Castleview. The Assistant Headteacher will act as a role model within the school and 

take responsibility for key areas of school leadership, under the direction of the Deputy 

Headteacher and Headteacher.  

 

The Assistant Headteacher will support the leadership and management of the school in the 

following key areas:  

 

Strategic Direction of Castleview School 

 In partnership with the Headteacher and governors establish and implement an ambitious 

vision and ethos for the future of the school; 

 Play a leading role in the school improvement and school self-evaluation planning process; 

 Devise, implement and monitor action plans and other policy developments; 

 Lead by example to motivate and work with others; 

 Actively monitor and follow up the progress of students; 

 In partnership with the Headteacher, and Senior Leadership Team lead by example when 

implementing and managing change initiatives. 

 

EYFS 

 Ensure the successful development and implementation of high quality, developmentally 

appropriate, inclusive, learning environments in the EYFS which promote learning through play 

and offer children learning experiences that meet their diverse and additional needs. 

 To ensure an appropriate, welcoming and stimulating environment for the delivery of EYFS 

education and early years care. 

 In conjunction with SLT ensure that the implementation of an effective planning, observation 

and assessment system allows for precise tracking of children’s progress and identification 

of priorities including for children most vulnerable to low outcomes including EYPP children 

and those with SEND in order to support rigour and continuity. 

 In conjunction with SLT have responsibility for safeguarding.  

 To analyse key sources of data, including the early years foundation stage profile, in order 

to strengthen practice and re-direct resources against the identification of key priorities. 

 To produce a range of reports for a range of audiences. 

 Have sound knowledge and understanding of the educational, developmental, health and social 

needs of children under five and of the requirements and guidance relating to the EYFS 

statutory framework. 



 Keep abreast of issues concerning wider legislative policy context for early education, 

academic literature, research and debate. 

 Lead and support staff in developing and maintaining effective systems for observation, 

assessment and planning which allows for precise tracking of children’s progress. 

 Lead on developing and maintaining appropriate positive behaviour strategies for children 

that support their diverse needs. 

 Lead and support staff in developing and maintaining a partnership with parents that values 

parents’ contributions and includes them in their child’s education. This includes ensuring 

there is support for the home learning environment and continuity for the child and parents 

at points of transition into, within and out of the setting. 

 Where appropriate hold meetings with parents and carers to address a range of issues that 

may present themselves. 

 In partnership with members of SLT monitor and evaluate the effectiveness of the Early 

Years provision for teaching and learning and implement quality improvement strategies which 

impact on and improve outcomes for children. 

 With SLT, develop and maintain positive working relationships with multi-agency partners and 

local organisations including EY settings and other schools in the area to facilitate an 

integrated approach to services for all families and children. 

 With SLT, draw up and monitor a relevant development plan / SEF and take a lead on 

developing and managing specific areas for development. 

 Where appropriate, lead in-service training and advise on individual CPD opportunities for 

other members of staff. 

 Ensure the Early Years and Childcare meets the criteria for a successful Ofsted inspection 

and liaise with Ofsted in all necessary matters including accident or serious incident 

reporting. 

 Uphold and demonstrate in practice the principles of inclusion and equal opportunities in all 

aspects of the role. 

 Undertake regular Child Protection training at a level commensurate with the role. 

 Undertake other duties appropriate to this post as directed by the Headteacher. 

 

ADDITIONAL: 

 

The post holder is expected to: 

 Use and assist others in the use of information technology systems to carry out duties in the 

most efficient and effective manner. 

 Achieve agreed service outcomes and outputs, and personal appraisal targets, as agreed by 

the line manager. 

 Undertake training and constructively take part in meetings, supervision, seminars and other 

events designed to improve communication and assist with the effective development of the 

post and post holder. 

 Provide appropriate cover in rooms for PPA, non-contact and staff absences as appropriate. 

 Carry out duties and responsibilities in accordance with the Borough’s Health and Safety 

Policy and relevant Health and Safety legislation. 

 To carry out responsibilities/duties within the school’s inclusion and equalities policies. 

 

 



ASSISTANT HEADTEACHER – PERSON SPECIFICATION 

Responsibility for EYFS and Quality of Education 

SHOW A COMMITMENT TO: Essential Desirable 

Safeguarding and promoting the welfare and wellbeing of all pupils   

Raising standards and outcomes for all pupils and securing excellence   

Providing opportunities for all pupils to develop as confident, creative 

individuals with high self-esteem 
  

Valuing all members of the school community   

Working in partnership with governors, parents, and the wider community   

Effective teamwork and collaboration within the school and with external 

partners 
  

Inclusion   

Using and promoting new technologies across the school   

QUALIFICATIONS: Essential Desirable 

Graduate-level qualification or equivalent and QTS   

Evidence of relevant professional development   

Safeguarding training   

Professional training relevant to the position   

Safer Recruitment Training   

Safeguarding or Designated Safeguarding Lead Training   

EXPERIENCE: Essential Desirable 

Previous experience as a middle leader or manager within a primary school 

setting 
  

Relevant experience of using, developing, and implementing behaviour 

management strategies  
  

Making positive use of the social and cultural diversity within the school and 

surrounding community 
  

Working in a challenging, diverse community   

Experience of successful classroom teaching with recent EYFS experience   

Experience of analysing assessment data   

SAFEGUARDING, EQUALITY & INCLUSION: Essential Desirable 

Demonstrate knowledge and understanding of safeguarding and child 

protection 
  

Evidence of commitment to promoting the welfare and safeguarding of 

children and ensuring all staff and volunteers share this commitment 
  

Demonstrate knowledge and understanding of equality and the relevant 

legislation linked to this 
  

Evidence of commitment to promoting an inclusive environment for all pupils   

Actively draws on the diversity within the school community to enhance 

learning and supports the academic, moral, spiritual, social, and cultural 

development of all pupils 

  

KNOWLEDGE, ABILITIES & SKILLS: Essential Desirable 

Evidence of ability to manage staff, systems and resources   

Evidence of ability to motivate and inspire   

Knowledge of the EYFS framework   



 

 

Knowledge and understanding of how children learn best, including through play   

Ability to think strategically   

Demonstrates a clear understanding of the essential qualities necessary for 

effective teaching and learning 
  

Ability to set and achieve ambitious, challenging goals and targets   

Can inspire, challenge, motivate and empower colleagues and pupils to achieve 

their potential 
  

Ability to acknowledge excellence and challenge poor performance across the 

school 
  

Knowledge of a wide range of strategies for managing pupil behaviour   

Ability to identify the professional development needs of all staff through 

monitoring and performance management processes 
  

Ability to deal successfully with situations that may include change and/or 

conflict resolution 
  

Ability to engage the school community in the systematic and rigorous self-

evaluation of the work of the school 
  

Knowledge of how to combine the outcomes of regular school self-review with 

external evaluations to develop the school 
  

Evidence of building / developing and maintaining effective relationships with 

all members of the school, including parents, pupils, staff and governors and 

the wider community to enhance the education of all pupils 

  

PERSONAL ATTRIBUTES: Essential Desirable 

Possesses excellent written and oral communication skills   

Has the ability to prioritise, plan and organise yourself and others   

Can work to deadlines, and prioritise work streams   

Thinks creatively to anticipate and solve problems   

Demonstrates the ability to embrace and enable change   

Demonstrates good judgement and emotional intelligence   

Remains resilient, robust, and calm under pressure   


