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Oak View School, Whitehills Road, Loughton, Essex, IG10 1TS

Tel: 020 8508 4293 Email: head@oakview.efspt.org
Website: www.oakview.efspt.org Head Teacher: Mrs Tina Kearney


 ASSISTANT HEADTEACHER JOB DESCRIPTION – OAK VIEW SCHOOL

This role entails promoting high standards inside and outside of the school, acting as a visible, approachable and efficient Senior Leader who is able to manage a broad and varied remit.

Main purpose of the job:

Under the overall direction and reporting directly to the Head Teacher, the Assistant Head Teacher will:

· Be responsible for ensuring all pupils make good personal progress.

· Play a major role in supporting the Head Teacher in the strategic development of the school.

· Work collaboratively with the Senior Leadership Team to secure best outcomes for the pupils and to support the development of the school.

· Contribute to the day-to-day operation of the school, including within the department you are responsible for.

· Provide professional guidance to colleagues; working closely with staff, parents and other agencies.

· Line manage the Department Lead.

· Support the performance management process for support staff alongside the Head Teacher and SLT.

· Be part of the Safeguarding Team, and act accordingly to make decisions based on the best interests of pupils

· Maintain an up to date knowledge of national and local initiatives which may affect the schools policies and procedures.

· Have oversight of the school’s financial workings.

· Take on responsibilities of the Head Teacher as agreed and appropriate in the absence of the Head Teacher.

Duties and responsibilities - in no particular order

· Attend meetings when required.

· Responsibility for Middle school staff and pupils.

· Contribute to the ongoing developments of the curriculum and assessment procedures.

· Monitor the completion and quality of tasks set to staff within your department and provide feedback where necessary.

· Monitor teaching and learning across the school.

· Contribute to the School Development Plan and School Evaluation Form.

· Monitor Safeguarding and Incident reporting software and action any concerns.

· Attend CIN meetings and CP conferences as part of the school Safeguarding Team.

· Provide induction and training to new staff, visiting staff and across the MAT when required.

· Chair Annual EHCP reviews.

· Support external accreditation/ scrutiny processes as part of the SLT.

· Lead on projects/pieces of work when required.

· Monitor the probation process for new staff in your department.

· Contribute to finance monitoring.

· Lead on wellbeing (staff focus)

· Act as an induction tutor for ITT students if required.

· Undertake Designated Teacher training and be the DT contact point for the school

· To support the monitoring of school policies.

· Liaise with other stakeholders and agencies as required.

· Observe at Governors Meetings (optional).

· Undertake school tours for visitors.Be a fire warden.

· Provide outreach support to schools within the Trust when required.

· Line manage commissioned therapists.

Training is provided for any areas that require it.

This is not an exhaustive list and subject to reasonable change. The job description is not a contract.

The Governing Body is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment. We are a TPP school and are committed to working with our pupils within the values and frameworks of this practice.
OAK VIEW SCHOOL - Person Specification
	Factor
	Essential
	Desirable

	Qualifications and Training
	Qualified Teacher Status
Degree
Willingness to undertake further training to support role when/if required
	Advanced qualification in SEND
Further professional qualifications eg. NPQML



	Experience
	Leadership and management of a team within an education setting
Exemplary classroom practice.
	Leadership and management of a team within SEND education.
Exemplary classroom practice within a SEND setting.

	Knowledge and skills
	Understanding the characteristics of effective teaching and learning within the SEND setting.
Understanding of school monitoring and self-evaluation processes.
Knows the importance of rigorous child protection procedures and policies.
	Knowledge of current national and local SEND issues and their implications for schools.
Completed Level 3 Child protection/Safeguarding training.



	Personal Qualities
	Ability to contribute and uphold the culture and values of our setting

Have high aspirations for all pupils 

Able to put the pupil’s needs at the centre of all decision making.

Excellent time and task management skills; prioritising where needed.

Able to work under appropriate pressure

Ability to think dynamically and fluidly at an operational level

Able to communicate effectively with a range of stakeholders and wider agencies.

To be adaptable and flexible

To have a positive, can-do attitude! 
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