Pond Meadow Academy Trust
LARCH AVENUE, GUILDFORD, GU1 1DR
Headteacher: Emily Hayward-Stubbs  
Email: ehayward@pond-meadow.surrey.sch.uk
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Job Description
	Post Title:
	Assistant Headteacher Full-time (fixed term 1 year contract)

	Salary Range:
	London Fringe L11-13 (£65,188-£68,298 – subject to Sept pay increase)

	Relationships/Line Management 
	Responsible to:
· Headteacher
· Governors
Responsible for:
· Phase managers and teaching teams in Upper School
Important internal relationships:		
· Pupils and parents/carers
· All members of staff 
· The Governing Body
· Therapy and Nursing Teams
· Trainee teachers and volunteers
Important external relationships:
· Local Authority staff
· Destination Pond Meadow and Friends of Pond Meadow
· School Improvement Partner
· Teachers and leaders in other schools
· Visiting professionals 

	Responsible for:
	· Secondary Department Lead and Whole School Regulation Lead
· Leading on whole school strategic planning to ensure the school meets its educational aims and objectives, monitoring and evaluation of curriculum; behaviour; attendance; cross-curriculum, personal & social development; student voice and well-being
· Ensuring EHCP planning processes, support appropriate progression to the next stages of education, training or employment



	Key Areas of Responsibility:

	· To work with the Headteacher and Governing body in providing strategic leadership and vision which promotes the achievement and well-being of all pupils and the continuing professional development of staff;
· To provide strategic leadership for the staff team in ensuring quality and consistency of teaching and learning;
· To work with the Headteacher and all other leaders to ensure the smooth running of the school and managing events, changes to plans, incidents etc;
· To work effectively with the Headteacher, Governing Body and staff in evaluating practice, providing an engaging and progressive curriculum and producing clear policies and procedures;
· To be accountable for pupil progress and for key targets within the School Development Plan
· To support the management of admissions and organisation of class groups
· To undertake the professional duties of an Assistant Headteacher as set out in the School Teachers’ Pay and Conditions document
· To support whole school CPD of secondary staff
· Establish a strategic model for whole school regulation that enables pupils to be in the best place for learning
Leading Learning and Teaching:
· Lead and manage (including appraisal) the Secondary School Phase Management team (also shared with other senior leaders), supporting them to create, implement and evaluate development plans that lead to outstanding outcomes for pupils 
· Support the Assistant Head for Curriculum and the Deputy Head with the Secondary (Upper School) Curriculum – including the curriculum model, assessment frameworks, lesson observations, learning walks – and the direct management of this area through the Phase Managers
· Line management of EHCP’s through the Phase Managers and working with the EHCP Co-ordinator, with a focus on ensuring that each document is valid and meaningful and grows and adapts with the young person.  To ensure that there is a golden thread between strengths and needs and outcomes through to Individual Educational Plans, that is agreed and reviewed by all those involved with the young person. Lead on Annual Reviews.
· Support teachers in setting pupil targets based on identification of skill gaps and best next steps.
· Support the identification of, and disseminate the most effective teaching approaches for all types of learners
· Plan for and monitor curriculum intin line with Ofsted franeworks including SMSC development and enrichment programmes.  
· Contribute to the NAS Award and any other whole school awards
· To model and team teach alongside colleagues to develop highly effective practice
· Model positive behaviour support strategies in line with school policy
· Seek opportunities to improve and develop activities within the school and use of specialist rooms to ensure a progressive and well sequenced learning experience for all, to include provision mapping 
· To support the devlopment a whole school plan for CPD (with Senior leadership Team), including internal and external opportunities, to ensure all staff are trained to the needs of their role and progression is supported.  This should be based on individual development needs and is to include induction, weekly teacher meetings, medical training, Tuesday whole staff CPD and INSET days. 
Data, Polices and Procedures:
· Ensure policy creation and implementation reflects statutory best practice and meets current legislation
· Provide relevant and highly accurate data and information to SLT, the Governing Body and outside agencies e.g. DfE, LA
· Attendance at FGB and Sub-Committees as required and contribution to reports
· To be part of the interview panel in the appointment of teaching staff, Middle Leaders and Support Staff
Developing Self and Working with others:
· To be a role model of excellent practice for all staff, families and young people
· Act as representative of the school to ensure that all employees and stakeholders fully understand what is happening in the school and key information is communicated appropriately.
· Develop constructive relationships and communicate with other agencies and professionals including SPAN liaison and links with other schools
· Responsible as necessary for visitors, work experience students and students on placement
· To develop the school’s Family Support work
· Work/lead on school projects when required
Behaviour and Safeguarding:
· Model behaviour approaches with an emphasis on the links between communication and behaviour  
· To take the role of deputy DSL
· Ensure consistent and effective protocols and policies adhere to statutory guidelines, are fully implemented and followed by all staff and are regularly reviewed and updated as appropriate.
· Ensure that all staff and volunteers/visitors are able to raise concerns and such concerns are addressed sensitively and effectively in a timely manner
· To ensure their own DSL training is up to date, including safer recruitment training

The range of responsibilities listed above is not exhaustive and is subject to change at the direction and direction of the Headteacher.












Person Specification
Assistant Headteacher
	
	Essential 
	Desirable

	Qualifications
	· Qualified Teacher Status
· Evidence of Continuing Professional Development relating to school leadership and SEN
	NPQML/NPQSL
specialist qualification in special needs 

	Experience
	· Successful leadership experience to at least middle leader level 
· Successful teaching experience in a special educational needs school 
· Extensive knowledge of safeguarding procedures and experience of dealing with them
· Leading professional development for teaching and support staff
· Sound knowledge of processes for safeguarding pupils, welfare and well-being
	Successful leadership experience in a special school 

	Strategic Leadership 
	· Ability to provide clear educational vision and direction 
· Ability to inspire and motivate all stakeholders 
· Evidence of developing effective strategies for school improvement
· Involvement with school improvement planning
· Involvement in monitoring and evaluation procedures leading to clear impact
· Ability to work in partnership with senior leaders and governors 
· Ability to set challenging and well-matched targets for children and staff 
· Ability to analyse and use pupil data on attainment and progress to raise standards 
· Understand the principles of effective teaching and learning for children with a range of special needs 
	

	Leading Teaching and Learning
	· Successful experience of monitoring, evaluating and improving the quality of teaching and learning
· Understanding the role and impact of assessment in children’s learning 
· Secure knowledge of statutory requirements relating to curriculum and assessment 
· Experience of leading curriculum innovation 
	Experience of developing and embedding practice to achieve external accreditation 

	Leading and Managing Staff
	· Ability to lead, manage and motivate across the school community 
· Ability to establish positive working relationships
· Ability to plan, allocate, delegate, support and evaluate work undertaken by individuals and teams 
· Successful experience of identifying the need for, and leading, in-service training 
· Experience of taking a lead role in performance management of staff including leading lesson observations 

	Experience of reporting to and working with governors 

Experience of dealing with staff when performance gives cause for concern

	Managing Resources
	· Ability to manage, monitor and review available resources, ensuring value for money
	Successful experience of managing budgets  

	Personal Skills and Qualities
	· Strong commitment to raising standards 
· High expectations of self and others 
· Ability to establish and maintain positive relationships, including with parents/carers
· Ability to remain positive and enthusiastic, including when under pressure 
· Good communication skills 
· Effective computing skills for both teaching and management
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Pond Meadow Academy Trust is a charitable company, limited by guarantee. Registered in England and Wales   with company number 09148900.  The registered office is at Larch Avenue, Guildford, Surrey. GU1 1DR
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equality training and consultancy




