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Hilmarton Primary School

JOB DESCRIPTION: ASSISTANT HEADTEACHER

Job Title/Post: Assistant Headteacher

Salary: Leadership Scale L1-5

Responsible to: The Headteacher

Job Purpose:
· To carry out the duties of a school teacher as set out in the current School Teachers’ Pay and Conditions Document including the conditions of employment for Assistant Headteachers.

· To assist the headteacher in the organisation, management and development of the school.

· To assume responsibilities of the headteacher in their absence.
· To be responsible for promoting and safeguarding the welfare of children and young people within the school through the Deputy Designated Safeguarding Lead role.
· To uphold the ethos, aims and values of the school, its policies and codes of practice at all times and in all circumstances.
Responsible for:

· Supporting the Headteacher in implementing the vision, leadership and direction to ensure that the school is managed and organised to meet its aims and targets, in a positive united way.

· Working with others, to evaluate the school’s performance to identify priorities for continuous improvement and raising standards: ensuring opportunity for all; developing policies and practices; ensuring that resources are efficiently and effectively used to achieve the school’s aims and objectives.

· Supporting the Headteacher in the day-to-day management, organisation and administration of the school.

· Acting as an excellent role model of professionalism at all times.
· Securing with the Headteacher the commitment of the wider community by developing and maintaining effective partnerships.
· Assisting all staff to maintain positive attitudes and good relationships.
· Supporting colleagues to ensure high quality teaching and learning, standards and provision.   
Specific Responsibilities:
Teaching and Learning:

· Monitor and evaluate pupil achievement and attainment throughout the school with the Headteacher.

· Lead by example as a teacher and as a manager, achieving high standards of pupil attainment, behaviour and motivation through effective teaching.

· Support other subject leaders in the development and implementation of curricular initiatives.

· To monitor the quality of teaching and learning, in line with the school policy. This may include lesson observations, monitoring of short and medium term planning and scrutiny of pupils work.

· Lead professional development meetings as required. 

· Monitor the standards of behaviour and achievement across the school.

· Support staff to meet personal and professional targets.

· Ensure staff share the aims of the school.

Leadership:

· Support the Headteacher in providing a clear direction for the development of the school.

· Contribute to management decisions on all aspects of policy, development and organisation by playing a significant role in the preparation, implementation and monitoring of the school's development plan.

· Support the Headteacher and staff in the review, implementation, development and monitoring of whole school policies which promote the school's values, aims and objectives.

· Deputise and assume responsibility for the management of the school in the absence of the Headteacher.
· Establish good relationships, encourage good working practices and support and lead teachers.

· Plan, organise and lead meetings as appropriate.

· Support the aims and ethos of the school.
· Participate in and lead Continuing Professional Development where appropriate. 
· To attend meetings in accordance with school policy and to lead such meetings as required.

· To take whole school assemblies and to plan assembly programmes.

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

· To attend occasional meetings during evening hours, at weekends or in school holidays, in cases of emergencies only.
People and relationships:

· Undertake a significant role in maintaining a high standard of pupils’ behaviour within the framework of the school policy and supporting other staff as necessary.

· Sustain effective, positive relationships with all staff, pupils, parents and governors and the local community.

· Support the development of Curriculum Subjects. 
· Encourage moral and spiritual growth and civic and social responsibility amongst pupils with regard to British Values.
· Manage innovation and change, working collaboratively.

· Manage and develop effective working relationships with the Headteacher and all school teams.
Human and material resources and their development and deployment:

· Lead the professional development of all staff through example, coaching, peer support and target setting.

· Induct and support newly qualified and less experienced staff and/or supply teachers

· Ensure support and training during the induction of new staff and for trainee teachers.

· Contribute to the establishment of priorities for expenditure across the whole school.
· Manage the resources for specific curriculum areas.
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