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Job Description
Assistant Headteacher 
Responsible for Key Stage 3 (KS3) and leading on a curriculum area TBC
Member of the Senior Leadership Team
Leadership Group Pay Range L9 - L13 
Full time

Main Purpose of the job: To undertake the duties of a teacher as defined within the Teachers Pay & Conditions Document. To teach students within the school, which provides Secondary Education to young people with a wide range of learning difficulties and additional needs. To be the Key Stage 3 department leader, to lead on year 6/7 transition. 
Reporting to the Headteacher.        
Specific Duties

Main responsibilities:

Senior Leadership Team Responsibilities

· To attend leadership team meetings and contribute to its work

· To take responsibility and show initiative where appropriate, being sensitive and responsive to the needs of staff and changing situations

· To share the leadership responsibility for developing, delivering and monitoring the school’s development plan

· To provide a role model for staff by demonstrating good practice, setting high standards and having high expectations of pupils and staff

· To accept the collective responsibility of the senior leadership team and respect its confidentiality when this is agreed to be necessary

· To agree annual targets as part of the school development planning and performance management

· To contribute to the school's role in developing inclusive opportunities.

· To assume the position of joint deputy designated safeguarding lead as necessary. 

KS3 Coordinator Responsibilities
· oversee the curriculum offer and its delivery arrangements for KS3 pupils, e.g., groupings and other non-class based activities
· be responsible for the day-to-day management of arrangements for KS3 pupils and staff in consultation with the Deputy Headteacher

· Be responsible for the monitoring of achievement in KS3 and liaise with the assessment coordinator. 

· Be responsible for accreditation in KS3 including attending appropriate training and supporting staff and students. 

· provide general support for KS3 class teachers and in communications with parents

· work closely with the Headteacher in the performance management of KS3 teachers

· liaise with the Deputy Headteachers and Glade, KS4 & KS5 co-ordinators as appropriate

· provide the leadership for the KS3 team which will promote high standards, a positive school ethos and high morale within the team and the school

· Be a Team Teach Trainer (training will be provide once in post) 

Year 7 Transition Coordinator 
· Plan for a smooth transition for students moving from primary school to Greenvale in liaison with primary schools 
· Oversee the work of the transition support worker in relation to KS3 transition
Lead for a curriculum subject
As a curriculum subject co-ordinator 
·  take the lead in initiating consultation with staff to prepare, review and agree the school’s policies for a curriculum subject which will deliver National Curriculum requirements and meet the wider curricular needs of the students

· take an overall responsibility for the effectiveness of teaching and learning in this curriculum area

· Maintain a subject co-ordinator’s file

· monitor planning and recording in a curriculum subject (within the overall school pattern and policy for Performance Management)

· ensure appropriate schemes of work are in place to deliver the school’s policy

· work co-operatively with the Key Stage 5 and Glade Co-ordinators to ensure appropriate systems are in place for recording, assessing, and reporting students’ achievement in a curriculum subject

· consult with staff to establish the teaching resource needs for a curriculum subject and manage the purchase and availability of those resources within the constraints of the designated budget

· advise the Deputy Head responsible for staff development of staff INSET needs

· be aware of local and national external factors relating to the effective teaching of a curriculum subject and communicate these to staff as appropriate and necessary 

· give advice to the Headteacher and governors on the teaching of a curriculum subject within the school

· be available to advise and support staff on the teaching of a curriculum subject contributing to the development of other curriculum areas, with reference to the influence of a curriculum subject
Teaching and learning 

· To undertake a significant teaching commitment within the school. In response to the needs of the school which includes:
 Possibly leading a Class team if required
 Planning, teaching, recording, and reporting for the class and curriculum group subjects
 Responsibility for the learning environment and resources for the class 

In common with all staff: 
 To participate in appraisal/ performance management processes

 To keep a brief diary note of work carried out in non-contact time.

 To contribute to the school’s staff development programme including staff meetings and induction.

 To contribute to, support and implement the school’s development plan

 There is an expectation that all staff will implement the school’s Equal Opportunity Policy when carrying out their duties and have a responsibility to develop practice in line with it. 
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