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March 2018 
 
Dear Applicant, 
 
We are seeking to appoint an Assistant Head Teacher with responsibility for Phase 2 (Years 1, 2 and 
3) to begin in September 2018.  
 
Chandos Primary School provides a safe, secure environment that ensures children are confident to 
explore and relish the challenges of their learning. We are a highly diverse school with cultures and 
faiths represented from across the globe.  Our dedicated staff team are committed to ensuring that 
school provides welcoming and stimulating surroundings for all children, with an emphasis on the 
provision of high quality teaching and learning, whilst also supporting the wider needs of the 
community. 
 
One of our great strengths is the capacity of all our children, staff, parents and governors to always 
welcome visitors and new arrivals to our school in a positive and supportive manner. 

We have recently become an academy with The Elliot Foundation (TEFAT), a forward thinking 
multi-academy trust, with a growing group of schools in the West Midlands.  We are also affiliated to 
The Greet Teaching School Alliance.  Both provide high quality professional development from NQT 
status to senior leaders. 

Professionally this is a demanding school in which to work; it is also extremely rewarding.  Staff are 
friendly, welcoming and supportive of colleagues.  Our aim is that the children and the staff all 
achieve the highest standards that they are capable of.  The position of Assistant Head Teacher is 
integral to both the smooth day to day running of the school, as well as its strategic long term 
development.  As part of the senior leadership group you will have a key role in shaping our future. 
 
We strongly recommend a visit to the school prior to applying for the post.  Informal visits are 
possible at the end of most school days.  However we would recommend you find time to meet our 
children, staff and school leaders during the school day.  Please feel free to contact Claire Blagg 
(c.blagg@chandosprimary.org ), School Secretary, to arrange a convenient time. 
 
I hope you read the accompanying details and feel inspired to take up the challenge.  We look 
forward to hearing from you. 
 
Yours sincerely, 
 
 
James Allan 
Headteacher 
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      Job Description – Assistant Head Teacher  

Chandos Primary School 
 

Title of post: Assistant Head Teacher/Phase 2 
Responsible to: Headteacher 

Status: full-time, appointment 
Salary: L 5-9 

 
Title and grade of 

post 

Assistant Head teacher            L 5-9 

Status of Post This is a senior post within the school staffing structure, which carries with it membership of the 
Leadership Group. This post holder is accountable to the head teacher.  As AHT you will be 
required to meet the general requirements of this post as specified in the School Teachers’ Pay 
and Conditions Document. In addition, you will be required to fulfil any reasonable expectations 
from the head teacher. 

Job Purpose To support the HT’s overall leadership, development and management of the teaching and 
learning of all pupils. 
To have a class teacher responsibility as required and be able to teach in Phase 2 and, if 
required, other phases within the school. 
To take a leading role in the monitoring and evaluation of standards across the whole school. 
To be a leading professional actively promoting effective teaching and learning practices across 
the school, with particular focus on Phase 2. 
The post will require you to work in partnership with the head teacher, governors and staff to 
ensure the continuous improvement of the school. 
To have a curriculum leadership role with a focus on English. 
 

Reporting to The post holder is responsible and accountable to the head teacher in all matters. 
The post holder is also expected to interact with and lead colleagues on a professional level in 
order to promote a mutual understanding of the school's vision and values. 

Health and Safety 

Statement 

So far as is reasonably practicable, the AHT must ensure that safe working practices are adopted 
by employees and in all premises/work areas, to maintain a safe working environment for 
employees and service users. These are defined in the   Safety and Welfare policy documents 
and Elliot (TEFAT) Codes of Practice. 
 

Main Expectations of role 

1. Shaping the Future 
● Support the head teacher and governors in promoting and developing a vision for the future of the school; 

demonstrating inspirational leadership and creativity 
● Play a significant role in the school improvement planning process, taking account of the agreed priorities of the 

school and reflecting specifically on personal areas of responsibility 
● Contribute to the identification of key areas of strength and weakness in the school with detailed reflection on day 

to day working knowledge of the school’s policies and practices 
● Exemplify the application of agreed policies, priorities and expectations, so as to set a good example to other 

colleagues 
● Develop and enhance a culture of teamwork, in which views of all members of the school community are valued and 

taken into account 
● Contribute to the self-evaluation of the school 
 
2. Leading Learning and Teaching 
● Maintain a high profile as an example of best and leading practice within the classroom and foster the high 

expectations to which the school aspires. 



● To develop and monitor whole school assessment in conjunction with the AHT Phase leads and curricular leaders. 
● Share responsibility for the analysis of key school performance data for Phase 2, to ensure priorities are appropriate 

and improvement in standards is promoted. 
● Oversee the development of effective timetabling, which meets and responds to the needs of pupils within the 

statutory frameworks and the resources available. 
● Coach and develop staff to maximise impact on effective teaching and learning. 
● Through liaison and guidance, work closely with curriculum leaders to ensure the best learning opportunities for 

children. 
● Actively include pupils to further enhance their learning opportunities and personal development. 
● Support the target setting process; including statutory procedures and targets for individuals and groups throughout 

the school. 
● Implement strategies to promote high standards of behaviour and be the first point of contact liaising with parents 

on pastoral/behavioural matters within your phase. 
● Seek to develop and enhance a broad and rich curriculum which meets the needs of the range of pupils in the 

school. 
● Monitor and evaluate outcomes achieved from classroom practice 
● To demonstrate a commitment to positive behaviour management throughout the school  
 
3. Developing self and managing others 
● Contribute to the creation of a positive school ethos, in which every individual is treated with dignity and respect 

and promote safeguarding to ensure the welfare of children and young people is paramount. 
● Make a distinctive contribution to the wider school team and continued development of Chandos School 
● Take a lead role in the induction and mentoring of NQTs and new staff in in Phase 2. 
● Contribute to the development of collaborative approaches to learning within the school and beyond. 
● Monitor the effectiveness of colleagues’ teaching and wider professional impact and report the evaluation to the 

HT. 
● Lead, manage and organise Phase meetings as appropriate in support of the school’s aims. 
● Set high expectations for your own performance and that of others. 
● Engage in relevant professional development activity as necessary. 
 
4. Managing the organisation 
● Manage the day to day activities of the delegated areas of responsibility to ensure the school meets statutory 

requirements in a highly effective and efficient manner. 
● Develop action plans in specified areas of responsibility, in order to bring about improvements. 
● Contribute to the planning process for the distribution of resources, to ensure they meet the schools identified 

priorities. 
● Contribute to regular evaluation of the impact of the use of resources in relation to the quality of education of the 

pupils and value for money. 
● Ensure that equal opportunities for pupils and staff are effectively promoted. 
● To share responsibility for the day to day management of the school, including cover arrangements for phase in case 

of staff absence. 
 
5. Securing Accountability 
● Over see Phase 2 assessment procedures, including in-school and statutory assessments, and analysis and reporting 

to HT/Govs/TEFAT/LA/DfE 
● Work alongside the Head to secure improvement through Performance Management; take responsibility for the 

performance management of identified staff 
● Support staff in understanding their own accountability, and develop approaches to its review and evaluation. 
● To work alongside the Head teacher to use a range of data sources to set realistic yet challenging targets for pupils, 

analysing outcomes for individuals and groups; use this information to implement appropriate curriculum pathways 
and intervention programmes and identify priorities for the school development plan 

● Contribute to the reporting of the performance of the school to parents, carers, governors and other key partners as 
necessary. 

 
 
 
6. Strengthening Community 



● Support the development of the school within the community; strengthening partnerships with other schools and 
services thus enhancing community cohesion 

● Respond to an understanding of the diversity of the school community. 
● Contribute to policies and practices which promote equality of opportunity and tackle prejudice. 
● Evaluate and enhance the development of a curriculum which provides pupils with opportunities to enhance their 

learning within the wider community. 
● Promote and model good relationships with parents, which are based on partnerships to support and improve 

pupils’ achievement, involving parents as true partners in the education of their children. 
 

This job description will be reviewed on a regular basis and may be amended at any time after consultation 

with the head teacher and post holder. 

Signed:                                                                           Date: 

Name: 

 
  



Chandos Primary  

Person Specification - Assistant Head Teacher 
 

Phase 2 Lead 
 

Essential Desirable Evidence 

Qualifications 

● Qualified Teacher Status 
● Educated to degree level 

● Evidence of personal commitment to 
continuous professional development 

● Leadership course attendance within 
past two years 

Appl’n 

Experience 

• Successful teaching experience for a minimum of five 
years. 

• Understanding of how children learn in a high 
achieving and successful school 

• Responsibility for leading a core subject and/or a phase 

• Building and sustaining effective working relationships 
with staff, governors and parents in the wider 
community 

• Former responsibility at phase or 
whole school level for raising standards 

• Experience of leading teams to achieve 
a specific outcome for children 

• Evidence of the development of policy 
or curriculum schemes of work 

• Successful teaching experience in more 
than one phase with an outstanding or 
good evaluation 

• Experience carrying out performance 
reviews 

Appl’n 
Interview 

Knowledge and Skills 

• Evidence of strong professional subject knowledge 
• Understanding of OFSTED framework regarding 

learning and teaching and leadership and 
management. 

• Ability to plan lessons effectively for all pupils in a class 
setting clear learning intentions and differentiating 
tasks and ability to demonstrate best practice to 

• An understanding of the skills and attributes 
• involved in effective leadership 
• Evidenced experience of raising standards within key 

whole schools priorities 
• Evidence of understanding of strategic management 

in a large school 
• Knowledge and understanding of positive behaviour 

strategies and dealing with specific behavioural issues 
• Ability to coach and mentor individuals to achieve 

specific outcomes 
• Ability to challenge and inspire colleagues 
• Strong ICT skills including use of interactive whiteboard 

for teaching 
• Clear understanding and commitment to safeguarding 

procedures 
• Ability to analyse data and pinpoint key issues in order 

to support and advise colleagues 

 
 
• An understanding of the skills and 

attributes involved in effective 
leadership 

• Evidenced experience of raising 
standards within key whole schools 
priorities 

• Evidence of understanding of strategic 
management in a large school 

• An understanding of/and experience 
of working towards whole school 
awards e.g. Eco Schools, Healthy 
Schools, International School Award 

• Understanding of use of data to raise 
standards 

Appl’n 
Interview 
Obs 

Personal Qualities 

• To relish challenge and perform efficiently in this 
significant key role 

• Ability to take responsibility for others’ performance 
• To be able to lead by example 

 

• A commitment to providing 
extra-curricular activities and an 
understanding of its impact upon 
school ethos 

Obs 
Interview 
Ref 



• Tenacity and commitment while working under 
pressure 

• Ability to think strategically 
• Ability to organise, prioritise and delegate 
• The ability to synthesise information quickly and 

effectively  
• Ability to manage time effectively and work to 

deadlines 
• Good team player 
• Ability to enthuse and motivate others 
• Good communication skills both orally and in writing 
Other 

• Commitment to inclusive practice 
• Commitment to the whole child 
• Good attendance and punctuality record 

 

● Governance 
● experience/involvement with 

governors 

Obs 
Interview 
Ref 

Evidence may be required to validate statements provided 

 

REVIEW AND AMENDMENT 

This job description is normally subject to annual review. It may be amended at the request of the                  

Head Teacher or the holder but only after full consultation with the post holder. of the head teacher                  

or post holder, but only after full consultation with the post holder. 

CONDITIONS OF EMPLOYMENT 

The above responsibilities are in accordance with the requirements of the Education Act 2002 and               

statutory orders in terms of duties and working time (including those special provisions relating to               

the proportion of teaching time within working time for guaranteed time specifically for assessment,              

planning and preparation), also any local agreements, local authority circulars and guidelines giving             

interpretations of teachers’ conditions of employment. 

 
 

 

 

 

 

 

 

 

 

 



 
 
 
 

WHAT YOU CAN EXPECT AS A MEMBER OF STAFF AT  
CHANDOS PRIMARY SCHOOL 

 
 
You can expect: 
 

● A unique opportunity to be part of a vibrant school within a forward thinking and highly 

successful academy family 

● A comprehensive programme of professional development as a teacher and leader through 

The Elliot Foundation Academy Trust. 

● The initial support of a mentor/line manager; 

● Access to an induction programme;  

● Guidance in your career development through appraisal and other opportunities; 

● To be kept informed of issues relating to your job; 

● An annual review of your overall performance. 

 

WHAT CHANDOS PRIMARY SCHOOL EXPECTS FROM ITS STAFF 

 

● That you observe a smart, business-like code of dress.  

● That you follow the school rules and codes of practice; 

● That your public attitude and behaviour gives positive messages to those around you; 

● That you are committed to achieving the very best for all our children; 
 

 

At Chandos Primary School we work hard to promote an open and positive environment for 
teaching and learning.  We look forward to your contribution as a member of staff to this rich 

culture. 
 
 

 

 

 

 

 

 



  

Assistant Head Teacher  

Phase 2 Lead 
 
 

How to apply 
 

In order to apply for this post, please complete the application form and letter supporting your                
application.  In your letter and application you should: 
 

1. State your reasons for applying for this post; 
2. Describe the skills and strengths that you will bring to the school. Please refer to job                

description enclosed. 
 
Completed applications should be to Mr James Allan, Headteacher, Chandos Primary School,            
Vaughton Street South, Highgate, Birmingham, B12 0YN 
 
Deadline for Applications: end of school day on Friday 20th April 
 
School visit: We would strongly recommend a visit to the school. Please contact Mrs Claire Blagg,                
School Secretary, to arrange. When visiting please ensure that you bring appropriate identification. 
 
Observations: As part of the selection process we will observe your teaching. This may take place in                 
your own school setting or at Chandos. These will be conducted from week beginning 23rd April                
2018.  If successful you will be invited to attend an interview. 
 
Interviews: Interviews should be held during the week beginning 30th April 2018. Candidates who              
have not heard from us by then should assume their application has been unsuccessful on this                
occasion, however we make every effort to respond to all applicants. 
 
References - Please note that it is our practice to take up references before shortlisting for                
interview. If you would prefer us not to do so unless you are shortlisted, please indicate this clearly                  
in your application. When an applicant is short-listed, any discrepancies or anomalies in the              
information provided or issues arising from references will be taken up at interview. Your referees               
should include your most recent employer.  References from relatives or friends are not acceptable. 
 
Safeguarding 
Chandos Primary School is committed to safeguarding and promoting the welfare of children and              
young people. All staff are required, before taking up post, to undertake a criminal record check                
through the Criminal Records Bureau. 
 
Candidates for teaching and support staff posts will be assessed at interview for their suitability to  
work with children.  Appointment is conditional upon at least two satisfactory references which  
include specific comments on working with children and young people. All staff at the school have a  
responsibility to promote and safeguard the welfare of students at the school.  
 
 
 
 



In addition to the ability to perform the duties of the post the interview will also explore issues  
relating to safeguarding and promoting the welfare of children including: 

● motivation to work with children and young people; 
● ability to form and maintain appropriate relationships and personal boundaries with children 

and young people; 
● emotional resilience in working with challenging behaviours; 
● attitudes to the use of authority and maintaining discipline; 
● any relevant issues arising from references; 
● any gaps in time not covered by details in the application form. 

  
This school is committed to safeguarding and promoting the welfare of children and young people 

and expects all staff and volunteers to share this commitment. 
 

This is a non-smoking site. 
 
 
Summary of Child Protection Information for Visitors and Volunteers 
  
Chandos Primary School is committed to the highest standards in protecting and safeguarding the              
children entrusted to our care.  Our school will support all children by:  
 

● Promoting a caring, safe and positive environment within the school  
● Encouraging self-esteem and self-assertiveness  
● Effectively tackling bullying and harassment  

  
We recognise that some children may be the victims of neglect, physical, sexual or emotional abuse.                
Staff working with children are well placed to identify such abuse.  
  
In order to protect our children, we aim to:  

● Create an atmosphere where all our children can feel secure, valued and listened to  
● Recognise signs and symptoms of abuse  
● Respond quickly, appropriately and effectively to cases of suspected abuse 

 
If you have a concern that a child is being harmed, is at risk of harm, or you receive a disclosure                     
(intentionally or unintentionally) you must contact the following staff member as quickly as possible: 

 
Designated Safeguarding Lead/head teacher - Mr James Allan 
OR Parent Partnership Worker - Ms Harjit Kaur 
OR Attendance/Learning mentor - Mrs Fay Samuels 
 

 Everyone working with our children their parents and carers should be aware that:  
● Their role is to listen and note carefully any observations which could indicate  

abuse.  
● They should not attempt to investigate once the initial concern is raised.  
● They should involve the Designated Senior Person (DSP) immediately.  
● If the DSP is not available the Head or the Deputy DSP should be contacted.  
● Disclosures of abuse or harm from children may be made at any time.  

  
If anything worries you or concerns you, report it straight away. 


