
POSITION: Assistant Head 	 
 
JOB OVERVIEW 
 
Summary of role 
The role of the Assistant Head is responsible for aspects of the day-to-day management of the school and as such, must be committed to working towards the best possible environment for the nurture and education of all pupils whilst continually enhancing the quality of education and pastoral care. He/she must communicate effectively with present and prospective parents and the wider community, always with the aim of making the school the best of its kind in the area, a school that will attract and retain the best pupils. 

The Assistant Head is a Class Teacher (4 days per week in class, 1 day PPA/Management time), they are responsible for the education and welfare of a class, in accordance with school policy, ensuring the safety and welfare of pupils and achieving the highest standards of learning and achievement for all. They are expected to promote and support the ethos, aims and vision of the school and maintain its philosophy of education.
 
Reports to: Headteacher 
Reports in:  As directed	 
  
 
JOB DESCRIPTION
 

	KEY TASKS 
	SEN Provision

	 
	· Put provision in place to ensure that progress of pupils with SEN improves relative to those without SEN.
· Ensure that the school carries out its statutory responsibilities regarding all students with a Statement of Special Educational Needs.
· Support all staff in understanding the needs of SEN pupils.
· Support developments of SEN provision.
· Monitor progress towards targets for pupils with SEN.
· Analyse and interpret relevant school, local and national data.
· Liaise with staff, parents, external agencies and other schools to co-ordinate their contribution, provide maximum support and ensure continuity of provision.
· Support the identification of and disseminate the most effective teaching approaches for individual pupils with SEN.
· Work with staff to develop effective ways of bridging barriers to learning through:
· assessment of needs
· monitoring of teaching quality and pupil achievement
· target setting - IEPs, or Provision Maps, PSP, CAF
· keeping accurate records.
· Collect and interpret specialist assessment data to inform practice.
· Undertake day-to-day co-ordination of SEN pupils' provisions through close liaison with staff, parents and external agencies.
· Work with head teachers, teachers and pastoral staff to ensure all pupils learning is of equal importance and that there are high and realistic expectations of pupils.
· Exercise a key role in assisting the headteacher and governors with the strategic development of SEN policy / provision.

	
	Strategic Development

	
	· Assist the Head in translating the vision for the school into agreed objectives and operational and business plans, in line with ILG planning cycles.
· Contribute to the annual School Development Plan.
· Lead the implementation of the Curriculum throughout the whole school to ensure it reflects the School’s and national priorities, provides continuity across the Key Stages and is a model of best practice.
· Implement and lead effective Quality Assurance systems across the school to ensure high quality standards are maintained, reported and acted on regularly, in conjunction with Head.
· Lead on the reporting of pupil progress across the School including the issuing of reports and the oversight of parents’ meetings throughout the year. 
· Draw up, maintain, and implement an effective school timetable including the deployment of staff across the School 
· Support the Head with compliance and policy development, implementation of the School policies and procedures, keeping policies under review and making recommendations for change to ensure that they continue to meet the School’s developing needs.
· Support the Head with the process of Inspection.

	
	Leadership and Management of Others

	
	· Lead by example, providing inspiration and motivation, and embody for the pupils, staff, parents and wider community the vision, purpose and leadership of the school.
· Be responsible for the line management of Teaching staff.
· Support the Head in drawing up the agendas for staff meetings and ensuring adequate notes are taken and stored.
· Support the Head in the recruitment, deployment, motivation, development and appraisal of staff to make the most effective use of their skills, expertise and experience and to ensure that all staff have a clear understanding of their roles and responsibilities.
· Be present where required at meetings, performances and other functions / events.
· Where requested to do so, attend school and Governing Body meetings to inform Governors of issues related to your role.
· Undertake a proactive part in activities that are part of the self-evaluation of the school.
· Provide professional guidance to staff to secure good teaching for SEN pupils, through both written guidance and meetings;
· Support on the performance management process for SEN teachers and advise on and contribute to the professional development of staff, including whole school INSET provision.
· Be a Mentor for Early Careers Teachers.

	
	Pupil Safeguarding and Welfare

	
	· To take role of DSL
· Ensure all pupils are as safe as they can be, ensuring rigorous implementation of school safeguarding policies and processes.

	
	Other

	
	· Undertake such professional duties, which may be reasonably requested by either the Head, Director or the School’s owners (ILG) in accordance with the professional expectations of a leadership and management role at the school
· It is expected that as a Class Teacher you will meet all the DfE Teachers’ Standards



	Person Specification 

	
	Essential 
	Desirable

	Qualifications
	· QTS/QTLS
· PGCE
· Evidence of Continuing Professional Development
	Further relevant qualifications and training for example:
· Safer Recruitment Training
· Safeguarding Children (Level 3)


	Experience
	· Experience of SEND.
· Experience of translating policy into practice
· Experience of working in a team
· Evidence of teaching courses and achieving course outcomes with their learners, and have a sound understanding of how young people with additional needs learn

	· Experience of working with learners who have ASC
· Proven success managing student assessments, attainment and accreditation systems, and reporting outcomes
· Recent experience of working successfully as a middle level leader in a primary school including successful leadership of a significant phase or learning area

	Knowledge
	· To know the legal definition of Special Education Needs (SEN), and be familiar
with the guidance about meeting SEN given in the SEN Code of Practice.
· Effective strategies for and  experience of delivering interventions.
· A clear understanding of the essential qualities necessary for effective teaching and learning and raising standards across the school
· Knowledge of National Curriculum EYFS, Key Stages 1 and 2
· The statutory requirements of legislation concerning Equal Opportunities, Health & Safety, SEN and Child Protection 

	· Understanding of the ISI (or equivalent Ofsted) framework
· To be able to deploy a range of strategies to establish a purposeful learning environment and to promote good behaviour.
· Previous experience of co-ordinating initiatives in an educational environment


	Skills and Attributes
	· Able to use an appropriate range of teaching and learning strategies to support SEND children
· A confident and competent user of ICT
· Ability to use student assessment data to raise standards
· Able to communicate effectively both orally and in writing to students and their parents
· Work flexibility and show initiative 
· Ability to encourage children to develop self-discipline, self-esteem, confidence and      independence
· To be able to lead staff insets and meetings
	· Ability to troubleshoot
· Experience of organising trips

	Personal Qualities
	· Be an effective team player that works collaboratively and effectively with others
· Excellent interpersonal skills, communicating (verbally and in-writing) effectively to a wide-range of audiences
· Support, motivate and inspire both colleagues and pupils by leading through example
· Suitability to work with children
· Confidence, warmth, sensitivity, reliability and enthusiasm 
 

	Equal Opportunities and Commitment
	Commitment to equality of opportunity for all regardless of gender, disability, religion, and ethnic origin

Demonstrate a commitment to:
· safeguarding and child protection equalities
· promoting the school’s vision, values and ethos
· high quality, stimulating learning environment
· relating positively to and showing respect for all members of the school and wider community
· ongoing relevant professional self-development



 
	 
I have read and understood the responsibilities for the position of Assistant Head.  I am aware that the Job Description is subject to change accordance with the needs of the business.  I accept that I am fully responsible and accountable for the nursery and will operate the nursery within the legislative parameters set by the relevant bodies. 
 

	Name: 
 
	 

	Signed: 
 
	 
	Date:       
	 


 
Inspired Learning Group committed to safeguarding and promoting the welfare of children & young people and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening, as all new staff will be subject to enhanced DBS clearance, identity checks, qualification checks and employment checks to include an exploration of any gaps within employment, two satisfactory references and registration with the Disclosure and Barring Service (DBS).
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