
 

 

 

 

 

  

 

     

 

 

Job Description and Person  
Specification: Assistant Head 
 

  

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Job Title: Assistant Head 

Salary: £32,965 - £39,457 

Hours: 45 hours per week (7:30 - 5:30 Mon-Fri) 

Contract type: Fixed Contract (January 2021 - September 2021), Full-time 

Reporting to: Headteacher and Proprietorial Body 

Responsible for: All staff 

 

Main purpose 

The assistant headteacher, under the direction of the headteacher or proprietorial body, will take a role in: 

● Formulating the aims and objectives of the school, focusing on the curriculum and its implementation 

● Establishing and implementation of policies for achieving these aims and objectives 

● Managing staff and resources to that end 

● Monitoring progress towards the achievement of the school’s aims and objectives 

The assistant headteacher may also have a small timetabled teaching commitment, complying with 

the teachers’ standards and modelling best practice for others. 

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 or proprietorial body: 

● Have the lead role in the creation, development, planning and implementation of a bespoke 

curriculum, focusing on the needs of SAFE’s student profile (SEMH). 

● Have the lead role in raising student attainment and progress through improvement in standards of 

teaching and learning across the key stages 

● Model outstanding teaching practice  

● Model outstanding planning and assessment 

● Ensure the effective implementation of the curriculum for the overall development of, and to ensure 

the wellbeing, of the individual learner 

● Consistently manage and improve the performance of the teaching team to enhance the delivery of 

an inspiring quality curriculum leading to better outcomes for all 

● Communicate the school’s vision compellingly and support the headteacher’s strategic leadership 

Managing staff 

Under the direction of the headteacher or proprietorial body: 

● Assist with the selection and recruitment of new classroom-based staff  

● Structure the day-to-day function of the school with the SPELL framework in mind, always considering 

learners with SEND 

● Structure the day-to-day function of the school with health & safety in mind, always considering the 

impact of clutter, disorganisation and hazards on SEND learners 

● Performance manage teaching staff, including carrying out appraisals, providing professional 

development opportunities, and holding staff to account to their performance 

● Work directly with the SENDCo and therapy staff to ensure needs of students with SEND are met via 
thoughtful planning, differentiation and implementation of support staff and resources. 

● Create an ethos within which motivates and support staff to develop their skills and knowledge 

● Commit to their own professional development, proactively identifying development opportunities 



 

 

 

 

Modelling best practice for teachers 

Under the direction of the headteacher or deputy headteacher: 

● 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, including the SPELL Framework 

● Demand the best standards for all students, instilling a strong sense of accountability in staff for the 
impact of their work on student outcomes 

 

Systems and processes 

Under the direction of the headteacher or deputy 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 proprietorial body as appropriate 

● Support distribution of leadership throughout the school 

Other areas of responsibility 

Curriculum and Assessment  

● Create and share schemes of work that are specific to SAFE’s student profile 

● Lead on planning and assessment strategy, ensuring it is rigorous, efficiently-used and is easy to 

communicate to leadership, students and parents 

● Track and analyse student performance data, paying particular attention to disadvantaged groups  

● Plan and implement interventions for those students who are not progressing 

● Keep up to date with accepted best practice in the field of assessment, and advising others about this 

● Providing training and support for teachers and support staff on administering the planning and 

assessment systems effectively  

● Maintaining up-to-date promotional posts on the school website, prospectus and social media sites to 

promote SAFE’s bespoke curriculum, focusing on the needs of SAFE’s student profile (SEMH). 

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. 

Safeguarding 

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. Social Arts for Education is committed to 

safeguarding and protecting the children and young people that we work with. As such, all posts are subject to 

a safer recruitment process, including the disclosure of criminal records and vetting checks. 

 

We ensure that we have a range of policies and procedures in place which promote safeguarding and safer 

working practice across the school. This is in line with statutory guidance Keeping Children Safe in Education 

2019 and The Education Act; we expect all staff and volunteers to share this commitment. 

 

 

 

 



 

 

 

 

Person specification 

CRITERIA QUALITIES 

Qualifications  
and training 

● Qualified teacher status  

● Degree 

● Professional development in preparation for a leadership role 

● NPQH Certificate or working towards 

● Willingness to undertake relevant training and identify own development needs 

● Committed to ongoing CPD and Professional development 

● Attend staff meetings and CPD events at various locations, and promote the 
same to staff 

Experience ● Successful leadership and management experience in a school 

● Extensive teaching experience with a thorough understanding of and experience 
in pedagogical coaching including lesson observations and feedback 

● Involvement in school self-evaluation and development planning 

● Line management experience 

● Evidence of significant experience in raising achievement via the leadership and 
coaching of staff for the good of the students 

Skills and 
knowledge 

● Data analysis skills, and the ability to use data to set targets and identify 
weaknesses 

● Understanding of high-quality teaching, and the ability to model this for others 
and support others to improve 

● Understanding of school finances and financial management 

● Effective communication and interpersonal skills 

● Ability to communicate a vision and inspire others 

● Ability to build effective working relationships 

● Excellent and detailed understanding of current safeguarding procedures 

● Understanding of SEND and experience in promoting the inclusion of all 
students 

● Understanding of the SPELL framework and ability to deliver framework training 
to staff 

● Knowledge of the independent school standards 
 

Personal 
qualities 

● A positive and can-do attitude  

● High expectations and aspirations of all learners, especially those; with SEND, 
of protected characteristics; or who are at a social or economic disadvantage  

● A commitment to getting the best outcomes for all students and promoting the 
ethos and values of the school 

● Ability to work under pressure and prioritise effectively 

● Commitment to maintaining confidentiality at all times 

● Commitment to safeguarding and equality 

 

 

Support for the role 

 

● The role is supported by the proprietorial body who meet two-times monthly. The proprietorial body 
takes overall responsibility for all aspects of the school including elements of finance, safeguarding, 
operations and health and safety. Although other roles and responsibilities are delegated throughout 
the senior leadership team, final and significant decisions rest with the proprietorial body.  The 
postholder will meet with them at every opportunity and have an open space to air concerns and 



 

 

 

 

gather recommendations. 
 

● Subscriptions such as The Key for School Leaders, The Key for Governors and Peninsula HR  
provide support and advice to the senior leadership team at Social Arts for Education.  These services 
provide specialist support in areas such as HR, curriculum, assessment, SEND, IT, digital learning, 
leadership and inspection, MIS and data to support continued school development, and  promote 
good practice. 

 

● My Concern, a subscription safeguarding resource, provides a range of support services in all areas 
of safeguarding. Additionally, our three local safeguarding partners who contribute to training, 
information and policies within the Greenwich Safeguarding Board, are accessible and frequently 
used to provide essential training and advice (including safeguarding and legislation updates).  

 
● Staff benefits, such as unused sick day allowance rewards, staff-wellbeing days, employee assistance 

programmes and private health care packages are included in all staff contracts. 
 

 

Notes: 

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

 

Last review date:  

Next review date:  

 

assistant head/line manager’s signature: _______________________________________ 

Date:       _______________________________________  

Postholder’s signature:   _______________________________________ 

Date:       _______________________________________ 

 
 


