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Assistant Head Teacher – September 2018 

 

Job Description 

 

The following can be developed taking into account the successful 

candidates strengths, interests and career development needs and the 

requirements of the school as a whole.   

 

In addition to carrying out the professional duties of a school teacher 

as set out in the ‘schoolteachers pay and conditions document’ it is 

expected that the post-holder will be required to take on the following 

duties:- 

 

1. General Requirements and Functions 

 

1.1 The Assistant Head Teacher shall carry out in accordance 

with Part X of the statutory School Teachers’ Pay and 

Conditions Document and the professional duties of a 

school teacher, including those duties particularly assigned 

by the Head Teacher in accordance with Part XII of the 

School Teachers’ Pay and Conditions Document.  

 

1.2 Assist the Head Teacher and Deputy Head Teacher in 

managing the school or such part of it as may be 

determined by the Head Teacher.  

 

1.3 Undertake any professional duty of the Head Teacher, 

which may be delegated by the Head Teacher, in 

accordance with Part IX of the School Teachers’ Pay and 

Conditions Document.   

 

1.4 Undertake, in the absence of the Head Teacher/Deputy 

Head Teacher and to the extent required by the Head 

Teacher or the relevant body or, in the case of an aided 

school, the Governing Body, the professional duties of the 

Head Teacher. 

 

1.5 To teach classes throughout the school.  (This is likely to be 

60-70% of the normal teaching week).  

 

1.6 To provide support and appraisal to staff, according to line 

management responsibility. 
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1.7 To deputise for the Head Teacher/Deputy Head Teacher, 

when necessary. 

 

1.8 Along with the Head Teacher and Senior Management 

Team, promote the school within the community.   

 

1.9 To support and contribute to the schools’ Self-Review 

process taking responsibility for key areas of the SEF. 

 

1.10 To have joint responsibility for school development 

planning.   

 

1.11 To represent the school at meetings within the Education 

Authority and outside if necessary. 

 

2. Main Professional Duties 

 

Staff Development 

 

2.1 Support the Head in school’s induction arrangements for 

newly qualified teachers, supply teachers and others new 

to the school.  

  

2.2 To support the Deputy Heads in the training and 

development of all staff in the school. 

 

2.3 To help organise staff consultative meetings and school 

based INSET in conjunction with the Head Teacher and 

Deputy Head.  

 

2.4 To participate in the school’s policy of Performance 

Management for the purpose of informing personal 

professional development.  

 

Curriculum 

 

2.5 To co-ordinate a curriculum subject across the school.  

 

2.6 To monitor and evaluate the curriculum alongside the 

Deputy Heads and Subject Co-ordinators. 

 

2.7 The compilation of the school timetables and planning of 

teaching groups at all levels, including the deployment of 

staff, rooms and other resources. 

 

2.8 To support the Deputy Head in the monitoring and 

assessment of pupils across the school. Helping to report to 

Government and Local Authority on performance and 

target setting.  

 



Page 3 of 4  April 2018 

 

 

Management 

 

2.9 To be a member of the Senior Leadership team and other 

staff teams as appropriate and to contribute to the 

development of policy and planning for the school. 

 

2.10 To assist the Head Teacher and Deputy Heads as required 

and to deputise for them when necessary. 

 

2.11 To deputise as necessary for other members of the Senior 

Management team. 

 

2.12 To be responsible for the professional and personal support 

of staff. 

 

2.13 To co-ordinate a School Department (Lower, Middle, 

Upper or Pathways) within the school. (See appropriate 

Job Description). 

 

2.14 To co-ordinate Health & Safety issues with regard to pupils 

and staff across the school. 

 

2.15 To manage the Medical needs within the school, and lead 

the Welfare Assistant Team. 

 

2.16 To oversee the organisation of health and safety of school 

visits, with special regard to risk assessments and 

monitoring. 

 

2.17 To manage the LA’s Evolve Risk Assessment procedures for 

school. 

 

2.18 To organise the daily Cover requirements for the school.   

 

2.19 To support other schools in their management of pupils 

with special educational needs, giving professional advice 

and using the resources of the school to prevent a transfer 

to a special school.  

 

2.20 To contribute as a member of the Senior Management 

Team to the overall organisation and operation of the 

school, to promote its policies and aims and strive for 

excellence in meeting the educational needs of its pupils.  

 

2.21 To assist the Head Teacher and Deputy Head in monitoring 

the quality of teaching and learning throughout the 

school.   

 

2.22 To be a key member of the schools pastoral system, 

supporting staff, pupils and parents when necessary.  
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2.23 To take a lead role in Parental Engagement in the school, 

organising suitable events and reaching out to ‘hard to 

reach’ parents.  

 

2.24 To manage and organise external students in the school.  

These may include College and University students seeking 

observation time or placements. 

 

2.25 To oversee the transport arrangements for pupils, liaising 

with the LA and/or taxi companies as necessary.  

 

2.26 To be the main member of the Senior Leadership Team 

with responsibility around Equality, advocating for all pupils 

and staff and ensuring compliance with the Equalities Act 

2010, and school Equalities Policy.  

 

Governors and Parents   

 

2.27 To attend meetings as appropriate with the Governing 

Body and parents and to provide such reports and 

information as required. 

 

2.28 To attend Parent & Friends Association meetings, 

representing the Leadership Team.  

 

5 Working Time / Review 

 

This job description sets out the main expectations of the school 

in relation to the postholder’s professional responsibilities and 

duties, but does not direct the particular amount of time to be 

sent carrying them out.  There are no definitive working time 

arrangements in the national conditions of employment.  The job 

description will be reviewed at least once per year and may be 

subject to amendment or modification at any time after 

consultation with the postholder. 

 

The school acknowledges the entitlement of all staff to continuing 

professional development. 
 

 


