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	Job Description and Person Specification 
Assistant Headteacher

St Christopher Primary School




	
	
	
	

	Vacancy Reference No:

	Job Title:
	Assistant Head Teacher
	Job Number:
	

	Directorate:
	Children, Learning and Young People
	Post Number:
	

	Service:
	Services for Schools 
	Grade:
	Leadership Scale 4-8
(Salary as at 24-25  £53,602-£59,167)

	Location:
	St-Christopher Primary School                     


Job Description 

Overall Job Purpose:

Alongside the Headteacher and Deputy Headteacher the Assistant Headteacher will effectively and efficiently:
1. Embody, embrace and communicate the school values, motto and aim.

2. Support the school in achieving its vision, overall aim and objectives for pupils.
3. Organise and manage the school.
4. Evaluate the school strengths and weaknesses
5. Contribute to school improvement planning and action accordingly.
6. Lead, organise and manage staff and resources.
Specific Responsibilities:

The AHT will be the Designated Safeguarding Leader (DSL), be responsible for Inclusion (SENCO) and be the Phase Leader for Early Years and KS1. The AHT will :
DSL

1. Ensure that the school meets statutory and school policy requirements to protect and safeguard children.

2. Ensure staff and governors have up to date training in relation to safeguarding policies. 

3. Fulfil the role of the DSL and be accountable for actions. 

Inclusion
4. Be the named SENCO. Ensure that the school is inclusive and meets the needs of pupils with a disadvantage (SEN EAL LAC/Post LAC PP FSM Service) and that they achieve highly.
5. Ensure the school fulfils statutory duties regarding the 

HYPERLINK "https://www.gov.uk/government/publications/send-code-of-practice-0-to-25" \h
SEND Code of Practice and SEN school policy.
6. Ensure the school works effectively with parents, carers and professionals to identify additional needs and provide support and adaptation where appropriate

EY and KS1 Phase Leader
7. Ensure that pupils in EY and KS1 are safe, well behaved and achieve highly.
8. Ensure that the teaching is at least good across the phases.
9. Ensure rigorous approaches to identifying, managing and mitigating risks.
10. Ensure effective use of budgets and resources

11. Ensure that the phases are well organised.
Other aspects of the role: 
The AHT will be the line manager and appraiser for:

· Staff within delegated phases.

· Pupils and Family Support Worker (HLTA)

· SEN staff 

The AHT will be expected to:
· Uphold public trust in school leadership and maintain high standards of ethics, behaviour and professional conduct.

· Build positive and respectful relationships across the school community.

· Serve in the best interests of the school’s pupils.

· Ensure a culture of staff professionalism

· Meet the teacher standards

· Lead others by example

The AHT will be expected to attend at least two governor meetings per term.

The AHT may also be required to undertake any other reasonable duties delegated by the Headteacher. 
If the Headteacher and Deputy Headteacher are absent, the Assistant Headteacher will deputise, as directed by the governing board.

The AHT will be expected to work actively in collaboration with other Leaders within the school network or collaborative schools.
Staff Management and Professional Development

Under the direction of the Headteacher or Deputy Headteacher, the Assistant Headteacher will:

· Manage staff well with due attention to workload

· Ensure staff have access to appropriate, high-standard professional development opportunities

· Appraise staff.
· Keep up to date with developments in education

· Seek training and continuing professional development to meet own needs
The Assistant Headteacher will have a small teaching commitment; typically, 1.5 days per week, complying with the Teachers’ Standards and modelling best practice for others.
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Person Specification 
	Essential 
	Desirable

	Qualifications:

	· Qualified teacher status 

· Degree in Education 

· SENCO qualification /equivalent

· Level 3 DSL Qualification


	· Leadership Qualification 

· Masters/Higher Level 

· Masters/Higher Level
· Higher Level DSL Qualification

	
	

	Successful Experience: 
	

	· Leadership and management experience in a school and phase
· Teaching experience across at least two phases

· Line management experience

· Deputy DSL or DSL Experience
· Experience of handling varied SG cases including those at CP and Child In Need.

· Leadership and Management of Inclusion/SEN

· EHCP Applications
· Woking effectively with SEN specialists

· Management of SEN conversations with parents/carers

· Management of meeting needs of pupils with ‘high needs”.
	· Senior leadership and management experience
· Experience in at least two schools with different contexts in different phases
· Teaching experience across all three phases

· Line management experience of a large team

· Significant experience of Deputy DSL or DSL Experience or higher leave leg: advising across City or wider. 

· Leadership and Management of Inclusion/SEN

· Excellent External Inspections in areas if responsibilities



	Knowledge
	

	· Know and understand key documents in relation to child protection and safeguarding 

· Understand how to ensure our school is inclusive and how to meet the needs of all pupils in providing education for pupils with SEN/additional needs.

· Know the SEN Code Of Practice and best practice in school.

· Know the role of SEN specialists eg: EP

· Know and understand categories of SEN in education.

· Know how to raise standards and improve educational outcomes for children.

· Understand how to manage change effectively.
· Know how to manage allocated school budgets. 
· Know how to develop others successfully. 
· Know how to keep abreast of educational developments and change.
	· Know how school polices relate to this.
· Know how schools are evaluated in relation to Inclusion

· Be able to evaluate the work of specialists in schools

· Understand how schools are evaluated externally, understand the Ofsted inspection framework.

· Understand how modern technology can be used to enhance educational provision.



	Skills
	

	· Have excellent verbal and written communication skills. 

· Possess excellent organisational skills
· Be able to prioritise and work under pressure

· Be able to manage own workload and have due regard to others

· Delegate effectively.
· Build and maintain good relationships with all stakeholders.

· Be able to manage conflict and have difficult conversations with positive outcomes.
· Manage and adapt to internal and external changes effectively

	

	Qualities

	· Integrity…..

· Self-Awareness. ... 
· Empathy. ... 
· Growth Mindset. ... 
· Patience. …………………………………..and a sense of humour!


This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but it will be reviewed annually as part of the performance management process or as appropriate.

Notes:

This job description may be amended at any time in consultation with the postholder. 

Headteacher/line manager’s signature:
Date: 







Postholder’s signature:



Date: 

	1234567
	Children, Learning and Young People Directorate
Human Resources



