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Luton Primary School
Assistant Head of School Job Description
Responsibility for Inclusion and Pastoral 
(Including Safeguarding, Behaviour & Attendance)
This job description is intended to cover the responsibilities of the Assistant Head of School. It is intended to sit alongside other responsibilities which the post-holder may carry.

As Assistant Head of School, you will be required to meet the general requirements of this post as specified in the School Teacher’s Pay and Conditions Document. In addition, you will be required to fulfil any reasonable expectations from the Head of School. 

The post will require you to work in partnership with the Head of School, Governors and staff to ensure the continuous improvement of the school. You will be responsible for specific tasks and the leadership of whole school, aspects, which will be determined from time to time in consultation with the Head of School.

The main expectations of the role are as follows:

1. Strategic Direction and Development of the School

· Work closely with and under the direction of the Head of School and Deputy Head of School

· Assist the Head of School and Deputy Head of School in the leadership and management of the school

· Line manage and hold to account the SENDCo and DSL with oversight of the Attendance Team, HSSW teams and Nurture Teams
· Consistently role model high expectations and coach and mentor colleagues that require support
· Support colleagues in managing and recording on systems linked to behaviour, inclusion, safeguarding, pastoral and attendance

· Support with positive behaviour management across the school and ensure consistent delivery of the Relationship Policy

· Support senior leaders with reporting to the Trust, external agencies and stakeholders

· Lead CPD and training sessions for colleagues

· Undertake pastoral, administrative and leadership duties.

· Act as a critical friend to the Head of School and Deputy Head of School
2. Developing Self, Working with Others and Qualities
· Promote and safeguard the safety and welfare of children and young people.
· Contribute to the creation of a positive school ethos, in which every individual is treated with dignity, given aspiration, respect and equity (DARE) and the safety and welfare of children and young people is paramount.
· Set high expectations for your own performance and that of others.
· Engage in relevant professional development activity as necessary.
· Lead groups of staff in developmental activities, delegate appropriately and evaluate outcomes.

· 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

· Be approachable to both staff and students

3. Managing the Organisation

· Contribute to a regular review of the organisation of the school to ensure it meets statutory requirements.
· Develop action plans in specified areas of responsibility, in order to bring out improvements.
· To lead on the CPD programme across the school in liaison with the Head of School, including National College platform.
· Take the responsibility for Performance Management of identified staff.
4. Securing Accountability

· Support the Governing Body in meeting its responsibility to account for the performance of the school.

· Support staff in understanding their own accountability and develop approaches to its review and evaluation.

· Act as a ‘critical friend’ and provide professional challenge and support to the Head of School.

· Provide information and advice to the Head of School and Governing Body (LAB) that will enable the processes of accountability to be developed throughout the school.

5. Strengthening Community, Culture and Behaviour
· Gain an understanding of the diversity of the school community and use knowledge to build on strengths and address areas of need.

· Contribute to policies and practice which promote equity of opportunity and tackle prejudice.

· Promote and model good relationships with parents, which are based on partnerships to support and improve pupils’ achievement.

· Develop links with parents, other schools, educational institutions and the wider community, including business and industry, in order to enhance teaching and learning and children’s’ personal development.
· Create a culture where pupils experience a positive and enriching school life

· Ensure a culture of staff professionalism

· Encourage high standards of behaviour from pupils, built on rules and routines that are understood by staff and pupils and clearly demonstrated by all adults in school

· Use consistent and fair approaches to managing behaviour, in line with the school’s behaviour policy

6. Line Leadership

· Accountable to the Head of School.
· Accountable for the direction of SENDCo and DSL with oversight of the Attendance team, HSSW teams and Nurture Teams.
7. Teaching, curriculum and assessment

Under the direction of the headteacher or deputy headteacher, the assistant headteacher will:

· Establish and sustain high-quality teaching across subjects and phases, based on evidence to ensure inclusion and that all groups of pupil have the opportunity to make good progress

· Use valid, reliable and proportionate approaches to assess pupils with SEND and to ensure they have the appropriate interventions in place to support them. 

· Track and analyse pupil performance data, paying particular attention to disadvantaged groups such as those eligible for the pupil premium, with special educational needs, or who speak English as an additional language

· To ensure pupil progress meetings are ran smoothly and effectively

· Plan and implement interventions for those pupils who are not progressing

8. Additional and special educational needs and disabilities

Under the direction of the headteacher or deputy headteacher, the assistant headteacher will:

· Promote a culture and practices that enables all pupils to access the curriculum 

· Have ambitious expectations for all pupils with SEN and disabilities

· Make sure the school works effectively with parents, carers and professionals to identify additional needs and provide support and adaptation where appropriate

· Make sure the school fulfils statutory duties regarding the SEND Code of Practice.

9. Organisational management and school improvement

Under the direction of the headteacher or deputy headteacher, the assistant headteacher will:

· Establish and oversee systems, processes and policies so the school can operate effectively 

· Ensure staff and pupils’ safety and welfare through effective approaches to safeguarding, as part of duty of care

· Ensure rigorous approaches to identifying, managing and mitigating risk

· Ensure effective use of budgets and resources

· Identify problems and barriers to school effectiveness, and develop strategies for school improvement that are realistic, timely and suited to the school’s context

· Make sure these school improvement strategies are effectively implemented

10. Staff management and professional development

Under the direction of the headteacher or deputy headteacher, the assistant headteacher will:

· Performance manage middle leaders, including carrying out appraisals and holding staff to account to their performance

· Manage staff well with due attention to workload
· Ensure staff have access to appropriate, high-standard professional development opportunities

· Keep up to date with developments in education

· Seek training and continuing professional development to meet their own needs
11. Governance, accountability and working in partnership

Under the direction of the headteacher or deputy headteacher, the assistant headteacher will:

· Work with the governing board as appropriate

· Ensure the school effectively and efficiently operates within the required regulatory frameworks and meets all statutory duties

· Work successfully with other schools and organisations 

· Maintain working relationships with fellow professionals and colleagues to improve educational outcomes for all pupils

Notes:

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