UPTON CROSS PRIMARY SCHOOL				
                                                                                                                                                 

Title of Job:  Assistant Head Teacher	
Group L10 - L14
                                                                                                                                                 

	JOB SPECIFICATION
                                                                                                                                                 

LINE MANAGER:	Head Teacher or Deputy Head Teachers 

LINE MANAGES:	Class teachers and other staff within the allocated year group
                                                                                                                                                 

PURPOSE OF JOB:

Contribute as a member of the Senior Leadership Team (SLT) to the strategic development and daily management of the school
                                                                                                                                            

EQUAL OPPORTUNITIES:

The Trust has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.
                                                                                                                                                 

DUTIES AND RESPONSIBILITIES:

Strategic Development

1. To analyse performance data and lead in the allocated year group, implementation and monitoring of targets to raise standards of attainment, progress, achievement and learning and teaching.

2. To implement the monitoring and evaluation of planning, learning and teaching, classroom environments, targets and scrutiny of pupil work across the allocated year group. To identify next steps to further improve practice.

3. To act as a team leader for appraisal; setting objectives, discussing CPD opportunities and monitoring progress.

4. To contribute to the identification of issues pertinent to raising achievement and curriculum development needs and support the implementation as required.

5. To contribute to the reporting of the school’s work to a variety of audiences including The Governing Body, The Local Authority, OfSTED, parents and carers etc.

6. To attend relevant training and to report back to the SLT, discussing the possible implementation of such training and the impact on attainment, progress, achievement and learning and teaching across the school.

7. To assist in the planning and delivery of whole-school INSET.

8. To liaise frequently with the other senior and subject leaders on issues pertinent to raising attainment, progress, achievement and the quality of learning, teaching and curriculum provision across the school.  

Leadership responsibility (See footnote [footnoteRef:0]) [0:  The current staffing structure states that Senior Leaders assume responsibility for leading specific year groups within the school (Nursery, Reception, Y1, Y2, Y3, Y4 and Y5/6.)  In addition to this responsibility, senior leaders also assume responsibility for a whole-school focus; EYFS, KS1 Mathematics, KS1 foundation curriculum and playground behaviour and safety, KS2 English and KS2 foundation curriculum and playground behaviour and safety.  It is possible that, over time, these areas of responsibility may change but would involve an equal workload as required by the Assistant Head Teacher leadership responsibility allowance.] 


1. To take lead responsibility for a significant aspect of the school development plan.

2. To facilitate school development working group in drawing up aims, timelines, success criteria and budgetary implications.

3. To monitor the delivery and completion of the relevant section school development plan, evaluating progress and outcomes against the success criteria.

Year leadership

1. To ensure the allocated year group are focused on ‘the bigger picture’ as well as on phase specific issues.

2. To maintain a focus on standards and quality of provision.

3. To ensure full implementation of agreed school strategies, policies, protocols and so that staff within the allocated year group are consistent in their approach to learning and teaching, planning, pupil work and the learning environment.

4. Collect, moderate, analyse and set improvement targets for assessment and progress data.

5. To use data analysis to ensure that attainment gaps are narrowed and that pupils make at least expected progress.

6. To facilitate effective planning within the phase ensuring staff come prepared, participate and complete agreed follow up actions.

7. To maintain an overview of inclusion needs and provision within the phase.

a. To ensure approaches to pedagogy and curriculum provision are culturally relevant.
b. To track the attainment and progress of G&T children and adapt provision as needed.
c. To develop and maintain a high level of communication between teaching and support staff to ensure that, through high quality planning and provision, children’s needs are met at all times.
d. There are strong links between strategies used in social skills intervention groups and those developed through the skills based curriculum.
e. To identify a dedicated team of staff to deliver intervention support.  This is support is delivered with minimum disruption (i.e. at least 80% success rate).
f. To ensure the agreed criteria is applied when identifying children for intervention groups and families for EI support.

8. Be responsible for planning educational visits and their follow up.

9. Be the first point of reference for behaviour management issues within the allocated year group.

10. To lead appraisal for staff in their phase.

11. To develop the skills of phase leadership in other staff (namely the Assistant Year Group Leaders)

12. To support colleagues through coaching and mentoring.


Designated lead officer for child protection

1. Implementing and promoting the Safeguarding and Child Protection Policies and Procedures within the allocated year group.

2. Acting as the main point of contact within the allocated year group, receiving and acting upon any reported concerns. This includes ensuring that the completed paperwork is accurate, correct, fully completed and reviewed as necessary and stored in a secure and safe place.

3. Ensuring all staff within the allocated year group are familiar with, and adhere to the Safeguarding and Child Protection Policy that is in place and know the procedures to follow and who to go to should the need arise. This is included as part of the staff induction programme.

4. Providing support, advice and guidance to any other staff on an ongoing basis or on any specific safeguarding issue as required. 

5. Implementing, maintaining and contributing to updating the policy and procedures on an annual basis or as required.

6. Ensuring that all relevant contact names and numbers are known to staff in the allocated year group and displayed in an accessible place at all times.

7. Keeping abreast of developments and understanding the latest information on data protection, confidentiality and other legal issues that impact on the protection of children, including attending appropriate regular training and ensuring all staff have appropriate and up to date training.

8. Ensuring all relevant information around Child Protection is communicated to staff within the allocated year group.

9. Providing guidance on relevant matters to all staff members as appropriate and promoting best safeguarding practice at all times.

10. Advocating the importance of Child Protection to parents so that they know we have their child’s best interests at the heart of our practice.

11. Monitoring child attendance, accidents logs, pre-existing injury reports, concern forms and incident forms to exclude any possible child protection issues. These are reported and acted upon accordingly.

12. Representing the key link to statutory agencies (Social Care or Police) during and following any formal investigations that may have to take place. This includes maintaining confidential records of reported cases, action taken, liaising with the statutory agencies and ensuring they have access to all necessary information.

13. Liaising with local children’s services and our LSCB as necessary

Other

1. To fulfill each of the Teachers’ Standards in full.

2. To provide and maintain a model of exemplary classroom practice from which others can observe, seek advice and improve their own performance.

3. To support the Head and Deputy Head Teachers in the daily running of the school.

4. To be available, on a rota basis, from 07:00 and until 17:15 to arrange required cover.

5. To undertake other duties as requested by the Head and Deputy Head Teachers appropriate to the leadership role.

