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ST JOHN’S CATHOLIC PRIMARY SCHOOL

JOB DESCRIPTION

Post of:
Interim Assistant Headteacher
Salary: 
At agreed point of the Leadership Pay Scale for a Group 5 School 

The Interim Assistant Headteacher is accountable to the Co-Headteachers
The Application of this Job Description

· Annually the post-holder will identify priorities from the appropriate Accountabilities as the foci of management activities.
· These are in addition to those which form part of the normal contract for teachers.
· These priorities will be appended to this Job Description each year.
PERFORMANCE REVIEW

The quality of the Interim Assistant Headteacher performance, both as a teacher and as a key senior manager, will be evaluated annually according to the nationally agreed framework and practice, taking into account this Job Description, the School Strategic Management Plan and any elements arising from other local agreements, if adopted by the Governing Body, and agreed with the staff employed in the school.

Signed: ______________________________

Date: __________________

Signed: ______________________________

Date: __________________

Signed: ______________________________

Date: __________________

1.0 General Conditions of Employment:

The Interim Assistant Headteacher will carry out his/her duties in accordance with and subject to:

1. The Education Acts of 1944, 1988 and 2002.
2. The relevant section of the DfE Pay and Conditions Document.
3. The Pay Policy of the School Governors.
2.0 Main Purposes of the Job:

1. To provide leadership as an outstanding classroom teacher as a model for the staff.
2. To share the task of managing the school with the Co-Headteachers by:
a) Taking responsibility for activities delegated to her/him and rendering an account of this management to the Co-Headteachers, taking responsibility in the absence of the Co-Headteachers.
b) Contributing to, and providing, positive support for the Co-Headteachers and the Governing Body’s management decisions.
c) Providing active leadership of staff in the implementation of such decisions.
d) Taking a leadership role in the process of:
· Creating positive attitudes towards the management of essential change.
· Working for high standards across all aspects of school activities.
· Developing open-minded assessment of new developments which have the potential to enhance the performance of pupils and/or staff.
3.0 Scope for Impact:

The Interim Assistant Headteacher’s management impacts on:

1. The quality of example to all other teachers in the school in the field of teaching and of learning.
2. The quality and model of leadership & management afforded by the Interim Assistant Headteacher to all other managers.
3. The effectiveness of any delegated routines, systems for the day-to-day management of the school.
4. The delegated aspects of school performance management.
5. The quality of all pupil assessment: strategies, procedures, tools and recording throughout the school.
6. Any aspects of budget and the quality & efficient use of resources delegated to the Interim Assistant Headteacher’s management.
7. The quality and range of the professional activities undertaken by those staff for whom responsibility is delegated to the Interim Assistant Headteacher.
8. The quality of those areas of the Curriculum which are to the Interim Assistant Headteacher’s management.
4.0 PRINCIPAL ACCOUNTABILITIES as a CLASS TEACHER

4.1
CATHOLIC ETHOS

As a teacher in this Catholic School the post-holder is expected to contribute to our Christian ethos by:

a) Providing a model for our children of the Christian behaviour we teach and expect. 

b) Actively involving them in exploring, expressing and demonstrating their faith.
c) Allocating an area of the classroom for interactive RE display using quality artefacts which reflect the Liturgical Year and/or the Scheme of Work or other theme agreed.
d) To recognise and promote the partnership between home, school and parish.
4.2
CURRICULUM

Ensure high quality learning experiences for pupils through:

a) Investing in quality planning of the curriculum for the allocated class of pupils in accordance with school policy and agreed schemes of work, and, where feasible, in collaboration with the year team, or other professional teams as appropriate.
b) Delivering this curriculum through effective teaching strategies and learning experiences, matching these to the needs of all pupils in the class.
c) Making effective learning resources accessible to pupils and ensuring that these are properly stored and cared for.
d) Establishing and fostering good relationships with pupils, parents and school staff to ensure a positive and supportive learning ethos.
4.3       ASSESSMENT, REPORTING & RECORDING

In accordance with school policy and guidelines:

a) Use appropriate modes of assessment: diagnostic, formative of pupils’ learning styles and modes, and of their progress and achievement.
b) Provide effective feedback to individual pupils about the outcomes of assessment.
c) Record the outcomes of assessment efficiently.
d) Provide verbal or written reports about the progress of pupils and the outcome of assessment as required by the Co-Headteachers, by colleagues, by parents or by any others who have a right to know.
e) Use results of assessment to match learning tasks to pupils’ needs and plan good IEPs where required.
4.4        LEARNING ENVIRONMENT

Ensure that the classroom environment supports and stimulates learning through:

a) Good, purposeful organisation of the classroom space.
b) Effective storage of resources so that they are accessible to pupils.
c) Good quality display in the classroom both to celebrate and to stimulate learning.
4.5       PASTORAL CARE & BEHAVIOUR MANAGEMENT

Implement consistently the school’s pastoral care and behaviour management policies and guidelines to ensure that all pupils:

a) Experience high quality pastoral care and equal opportunities.
b) Are well supported in personal, social and spiritual development.
c) Develop mutual respect, self-control and positive collaboration with their peers and with all adults working with them in school.
d) Are effectively monitored for attendance and punctuality.
4.6       RESOURCES

The post holder is responsible for all resources: time, materials, equipment, space and furniture in her/his classroom and should deploy these effectively and efficiently, and train children to take care of all resources.
· Auditing all resources pertaining to the subject and/or field for which she/he is responsible.
· Evaluating them to ensure they provide value for money and that they afford good support for learning.
· Ensuring that these resources are maintained, that staff can access what they need to teach, that they are stored appropriately, are well organised and kept tidy.
4.7
PROFESSIONAL EXPERTISE

Provide sound expertise to the teachers in the school in a specific field of knowledge and/or practice as agreed annually with the Co-Headteachers; advise on policy and practice in this field; keep abreast of developments in it to update staff; and assist with school performance management activities to achieve high standards of teaching and learning.

4.8       PERSONAL PROFESSIONAL DEVELOPMENT

Develop and actively update knowledge and skills, which enhance professional performance in the classroom and in the subject support to be provided by the post-holder.
5.0
MANAGEMENT ACCOUNTABILITIES

5.1
CURRICULUM

1. Construct, develop, monitor and review, with the Co-Headteachers, the specific aspects of the curriculum delegated to the Interim Assistant Headteacher’s management.

2. Provide leadership in the example set to the rest of the staff in:

a) Effective planning for learning including collaborative planning, teaching and assessment.
b) Effective management of the classroom and the learning environment.
c) Good practice in implementing the school’s pastoral curriculum.

d) Good practice in conducting all activities which ensure that the quality of education and the school ethos fully reflect the school’s Mission Statement.
5.2       SCHOOL POLICIES

1. Assist the Co-Headteachers to formulate school policies and to devise strategies for their implementation in accordance with the spirit of the school’s Mission Statement, the requirements of the DfE/LA and the Governing Body.

2. Take responsibility for monitoring the implementation of all aspects of policy, which relate to those areas for which the Interim Assistant Headteacher holds responsibility; keep these under review to reflect best practice.

5.3       STAFF

1. Take responsibility for teachers and learning support staff for whom the Interim Assistant Headteacher responsible.

2. Act as mentor to teaching staff as agreed.
3. Undertake the evaluation of teachers’ performance as agreed with the Co-Headteachers as part of School Performance Management.

5.4       FINANCE & RESOURCES

1. Monitor and control the allocation and use of school resources within the areas for which the Interim Assistant Headteacher is responsible, and other general school resources as agreed with the Co-Headteachers.

2. Plan, manage and record the use of personal release time so that it is used efficiently for the purpose of undertaking the responsibilities entailed in this post.

5.5       COMMUNICATION & LIAISON

1. Establish efficient communication concerning all matters for which responsibility is delegated so that the Co-Headteachers and all other appropriate personnel are properly informed and/or consulted.

2. Ensure that there is effective liaison between the Co-Headteachers and the other school managers and work with the Co-Headteachers to ensure continuity of learning experiences for all pupils; to foster good professional relationships and mutual support; and to develop clear understanding of the teaching and learning continuum across the phases: Foundation stage, KS1, KS2 and on transfer into KS3. 
5.6       SCHOOL EVALUATION OF PERFORMANCE
Undertake all activities, which are agreed with the Co-Headteachers to assist in monitoring and reviewing the performance of the school to achieve its agreed aims within the framework of Education Acts in force, the school’s Mission Statement and its Strategic Management Plan.
5.7       SCHOOL MANAGEMENT PLAN
To assist the Co-Headteachers in the implementation of the School Strategic Management Plan.
5.8       PERSONAL PROFESSIONAL DEVELOPMENT

Engage in professional development to ensure the relevance and quality of the professional management knowledge and expertise required for the effective discharge of the responsibilities of this post.
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