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Job Description
Assistant Headteacher

Responsible for:  Student attendance
Hours:  Full time
Contract type:  Permanent
Reporting to:  Headteacher
Salary: L13 – 17 (£72,032 - £79,460)
Start date: January 2027, or earlier

Main purpose
The assistant headteacher, under the direction of the headteacher, will take a role in:
Developing a vision for this critical role in the school
Establishing policies and practices for achieving these aims and objectives
Managing staff and resources in this area
Monitoring progress towards the achievement of this area
The assistant headteacher will also have a timetabled teaching commitment to complying with the teachers’ standards and modelling best practice for others. They will be required to safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.
They may also be required to undertake any of the duties delegated from the headteacher.

Duties and responsibilities
Leadership
Under the direction of the headteacher:
Support the headteacher and deputy headteacher in the day-to-day management of the school
Communicate the school’s vision compellingly and support the headteacher’s strategic leadership
Lead by example, focusing on providing excellent education for all students
Lead on whole-school strategies and day-to-day management of student attendance
Build positive relationships with all members of the school community
Keep up to date with developments in education, including local and national strategies
Seek training and continuing professional development to meet his/her own needs
Line manager a team of staff, including an Attendance Manager and attendance team
Specific areas of responsibility 
· In consultation with the Headteacher, lead the attendance team
· To work alongside the other members of the senior leadership team to support all staff and students in continuing to drive standards forward in the school
· To be accountable for student attendance across the school
· To support the establish routines in the school and classrooms so that students and staff know and understand school rules and expectations
· To establish a respectful culture for staff and students
· To lead CPD for teachers and support staff to promote effective student attendance 
· To coach and support staff on a day-to-day basis, to improve their practice, particularly in respect of student attendance to school
· To support punctuality of students to school and to lessons and other activities where the school is represented
· Provide professional leadership and management of all aspects of pastoral work in the school in order to secure high-quality teaching and learning and improved attainment and progress of all students
· To work closely with the safeguarding team, ensuring effective communication between all relevant staff to keep children safe
· To encourage students' engagement with education by supporting behaviour for learning 
· To track relevant trends and analyse data, reporting to SLT and Governors as required
· To liaise effectively with outside agencies and school partners to support attendance to school
· To ensure the highest professional standards are maintained within the attendance team in communication with parents and outside agencies
· To keep up to date with national and local developments in attendance, including revised legislation
· To work with the Headteacher to support Governor involvement in supporting student attendance, as appropriate
· Ensure that transition into school and out of school, including managed moves, in-year transfers and key stage transition is effective

Managing staff
Under the direction of the headteacher:
· Assist with the selection and recruitment of new teaching staff, as required
· Performance manage middle leaders and support staff, including carrying out appraisals, providing professional development opportunities, and holding staff to account for their performance
· Create an ethos within which their direct reports are motivated and supported to develop their skills and knowledge
· Commit to their own professional development, proactively identifying development opportunities 

Modelling best practice for teachers
· Demonstrate excellent performance against parts one and two of the teacher’s standards: teaching and personal and professional conduct
· Implement strategies and initiatives to share best practice with others in the school, developing confidence and skills in others 

Systems and processes
Under the direction of the headteacher:
Ensure that the school’s systems, organisation and processes are well considered, efficient and fit for purpose
Provide a safe, calm and well-ordered environment for all students and staff, focused on safeguarding students and developing exemplary behaviour
Implement systems for managing the performance of all staff, addressing any underperformance, supporting staff to improve and valuing excellent practice
Work with the governing board as appropriate, reporting key performance indicators as requested
Support strategic, curriculum-led financial planning to ensure effective use of budgets and resources
Support distribution of leadership throughout the school

Working with carers, parents or guardians
· Promote good home-school links
· Support progress by ensuring effective communication with carers, parents or guardians
· Ensure carers, parents or guardians understand:
· The importance of attendance to school for the child and under the law
· How behaviour supports learning and the reputation of the school
· Encourage high aspirations and working with the child to plan for their future success and fulfillment


Other responsibilities
The assistant headteacher will be required to safeguard and promote the welfare of children and young people and follow school policies and the staff code of conduct.

Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the assistant headteacher will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher. This job description will be kept under review and may be amended via consultation with the individual, Governing Body and/or Headteacher as required.

We are committed to safeguarding and promoting the welfare of children and young people and anyone applying to work in our school is expected to share this commitment. All appointments are subject to satisfactory pre-employment checks, including satisfactory enhanced criminal records with Barred List check through the Disclosure and Barring service.





2

image1.png




