

	
	
	



ASSISTANT HEADTEACHER
WOODFIELD SCHOOL
Description and Person Specification
	School
	Woodfield School

	Trust / Local Authority
	Compass Learning Partnership

	Salary
	Leadership Scale (11 – 16)

	Contract
	Permanent, full-time

	Responsible to
	Deputy Headteacher

	Responsible for
	Delegated whole-school priorities, line management and leadership responsibilities

	Appointment date
	January 2027



Creating a community of lifelong learners
This document will be tailored through a separate schedule of delegated responsibilities and reviewed when school priorities change.


1. Purpose of the role
The Assistant Headteacher will play a major role, under the overall direction of the Headteacher, in the strategic leadership and day-to-day management of the school. The postholder is accountable for the successful delivery, evaluation and reporting of delegated leadership areas, and responsible for ensuring that agreed actions translate into measurable improvements in provision, pupil outcomes, staff practice and operational effectiveness.
The postholder will have substantial, whole-school leadership responsibilities and will work collaboratively with leaders, staff, families, governors or trustees, the wider Trust and external professionals. Specific portfolios may change over time according to the School Improvement Plan, organisational need and the reasonable direction of the Headteacher; however, each delegated area must have clear ownership, defined success criteria, regular review points and evidence of impact.
2. Key accountabilities
Accountable for agreed strategic and operational responsibilities delegated by the Headteacher or designated Deputy Headteacher, including clear delivery, evaluation, reporting and escalation where progress is not secure.
Responsible for contributing to the school’s aims, objectives, vision and values, and for ensuring that delegated policies, systems and procedures are implemented consistently and reviewed for impact.
Accountable for the effective deployment, supervision and performance of designated staff and delegated resources, ensuring progress towards agreed priorities is monitored, evidenced and acted upon.
Undertake professional duties reasonably delegated by the Headteacher and act with appropriate authority as a member of the Senior Leadership Team (SLT).
Fulfil the professional duties of a teacher and the expectations applicable to members of the leadership group.
Responsible for maintaining a clear evidence base and audit trail for decisions, evaluation, improvement activity, professional challenge, capability discussions and reporting.
Accountable for ensuring that delegated responsibilities can be reviewed through evidence, agreed success criteria and measurable outcomes, including where this informs support, appraisal or capability discussions.
3. Strategic leadership and school improvement
Communicate and model the school’s vision, values and high expectations for pupils and staff.
Contribute to self-evaluation and improvement planning, using evidence from learning, progress, destinations, behaviour, attendance, safeguarding, stakeholder voice and quality assurance.
Accountable for leading delegated whole-school priorities through clear action plans, measurable milestones, named contributors, regular review and robust evaluation of impact.
Responsible for identifying emerging risks, barriers and inequalities within delegated areas, taking timely corrective action and escalating concerns to the Headteacher where outcomes, compliance or safety may be compromised.
Contribute to policy development, implementation and review, ensuring practice is consistent, accessible and understood by staff.
Prepare accurate reports and presentations for SLT, governors or trustees, the Trust, external agencies and inspection activity.
Keep abreast of educational research, statutory guidance and developments in SEND and special-school practice.
Promote ethical, equitable and inclusive decision-making and the efficient use of public resources.
4. Quality of education and curriculum
Accountable for the strategic leadership of delegated curriculum areas, ensuring they are ambitious, coherent, personalised, aligned to EHCP outcomes and demonstrably preparing pupils for adulthood.
Ensure curriculum pathways, groupings and timetables are well matched to pupils’ starting points, communication profiles, sensory and physical needs, and intended destinations.
Responsible for monitoring and evaluating teaching, learning and assessment through an agreed cycle of evidence gathering, feedback, support, follow-up and recorded impact.
Champion adaptive teaching, effective use of communication systems, assistive technology and reasonable adjustments.
Use assessment information intelligently to identify strengths, gaps and priorities without creating unnecessary workload.
Ensure moderation and quality assurance support reliable judgements about pupils’ learning and progress.
Support the development of literacy, communication, numeracy, personal development, independence and life skills across the curriculum.
Where relevant, oversee accreditation, examination or qualification pathways and ensure continuity and progression between key stages.
Promote enrichment, community participation, careers education and meaningful preparation for adulthood.
Model excellent professional practice and, where appropriate, teach, coach or work alongside colleagues.
5. SEND, EHCPs and multi-agency working
Promote a detailed understanding of pupils’ individual and intersecting needs, strengths, aspirations and barriers to participation.
Accountable for ensuring that EHCP provision and outcomes within delegated areas are understood, implemented, reviewed and reflected in curriculum, intervention and staff deployment planning.
Responsible for quality assuring person-centred planning, annual reviews and pupil plans within the postholder’s delegated remit, ensuring any gaps are followed up and evidenced.
Work closely with the SENCO, therapy and nursing teams, educational psychologists, social care and other professionals to coordinate provision.
Evaluate interventions and specialist approaches for quality, equity, impact and value for money.
Ensure that pupils’ communication, sensory regulation, mobility, intimate care, medical and personal support needs are planned for safely and with dignity.
Build productive relationships with partner schools, colleges, providers, local authorities and community organisations.
Lead or support transitions into, through and beyond the school, ensuring information is timely, accurate and centred on the pupil and family.
6. Safeguarding, wellbeing, behaviour and attendance
Accountable for promoting and modelling a strong safeguarding culture within delegated areas, ensuring staff comply with safeguarding and child protection policies, procedures and statutory expectations.
Act as a Deputy Designated Safeguarding Lead if this responsibility is formally delegated and appropriate training is maintained.
Provide visible senior leadership and respond appropriately to safeguarding concerns, incidents and emerging risks.
Promote relational, trauma-informed and evidence-informed practice that recognises behaviour as communication while maintaining clear expectations and safe boundaries.
Responsible for ensuring positive behaviour support plans and risk assessments are understood, implemented, reviewed consistently and challenged where practice does not meet agreed expectations.
Accountable for analysing patterns in behaviour, restrictive practice, attendance, exclusions or suspensions, bullying, incidents and wellbeing, and for coordinating improvement action with measurable outcomes.
Promote pupil and staff safety, including safe working practices, educational visits, emergency procedures and reporting of hazards or incidents.
Support a culture in which pupil voice is actively sought, accessible and used to improve provision.
Work constructively with families and professionals where persistent absence or barriers to engagement affect a pupil’s education.
7. Leadership and management of staff
Accountable for the line management of designated staff, including clarity of expectations, professional challenge, support, supervision, appraisal contribution and follow-up where performance or conduct falls below agreed standards.
Responsible for setting clear objectives, monitoring agreed responsibilities, reviewing evidence of progress and contributing to appraisal, capability or support processes in accordance with school and Trust policy.
Develop staff expertise through induction, coaching, mentoring, modelling, professional dialogue and well-targeted continuing professional development.
Ensure Initial Teacher Trainees (ITTs) and Early Career Teachers (ECTs) receive effective induction, mentoring, coaching and support that improves professional practice and pupil outcomes.
Create a culture of collective responsibility, reflective practice and continuous improvement.
Deploy staff effectively to meet pupils’ needs while considering safety, competence, workload, wellbeing and operational requirements.
Support staff to understand the boundaries of their roles and be appropriately accountable for decisions within their remit.
Responsible for addressing concerns promptly, maintaining accurate records, setting clear improvement expectations and escalating serious, repeated or unresolved matters through the appropriate procedure.
Contribute to recruitment, selection, induction, retention and succession planning.
Promote equality of opportunity and respectful professional relationships; challenge discrimination, harassment and poor practice.
Work with SLT colleagues to maintain safe and effective staffing during planned and unplanned absence.
8. Families, partnership and community
Build trusting and professional partnerships with parents and carers, recognising their knowledge of their child.
Ensure communication is timely, accessible, accurate and sensitive to families’ differing needs.
Engage families in planning, reviewing and evaluating pupils’ education and wider outcomes.
Represent the school professionally with governors or trustees, the Trust, local authorities, unions, external agencies and community partners.
Promote collaboration across the Trust and with other special and mainstream settings to share effective practice.
Handle concerns and complaints within the school’s procedures, maintaining neutrality, accurate records and clear communication.
9. Resources, compliance and operations
Accountable for managing delegated budgets and resources responsibly, monitoring expenditure, identifying pressures and demonstrating impact, compliance and value for money.
Contribute to staffing, curriculum and operational planning, identifying financial and organisational implications.
Responsible for ensuring delegated areas comply with relevant legislation, statutory guidance, school and Trust policy, agreed internal controls and reporting requirements.
Maintain appropriate records, confidentiality and information security, and ensure information is accurate and retained in line with policy.
Contribute to risk management, business continuity and health and safety arrangements.
Quality assure delegated educational visits, events, work experience or community-based learning where assigned.
Use digital systems effectively and champion accessible, safe and proportionate use of technology.
Avoid assigning routine administrative or clerical tasks to teachers where those tasks do not require teachers’ professional expertise or judgement.
10. SLT ethos and whole-school duties
Be a highly visible, approachable and solution-focused senior leader.
Model integrity, professionalism, discretion, reliability and respectful communication.
Provide senior leadership presence during arrival, departure and unstructured times according to the school rota.
Support colleagues with complex pupil, family, staffing and operational matters in line with policy.
Monitor consistent implementation of whole-school policies and agreed practices.
Participate fully in SLT meetings, strategic planning, quality assurance and evaluation.
Act as an ambassador for the school and Trust, representing their vision and values.
Undertake other duties reasonably required by the Headteacher that are commensurate with the nature and level of the post.
11. Teaching and professional responsibilities
The postholder will undertake an appropriate teaching commitment, determined by the Headteacher in the context of the role. The Assistant Headteacher will:
Meet the Teachers’ Standards and maintain excellent classroom and professional practice.
Plan, teach, assess and report effectively for assigned pupils or groups.
Demonstrate practice that is ambitious, inclusive, safe and responsive to complex SEND.
Participate in appraisal and continuing professional development.
Maintain high standards of personal and professional conduct, attendance and punctuality.
Maintain a reasonable balance between teaching and leadership duties, using allocated leadership and management time effectively.
12. Conditions and context of the role
This is a leadership-group post. Salary and pay range will be determined in accordance with the employer’s pay policy and the responsibilities and challenges of the role.
The postholder may be required to work across partner schools or Trust sites where this forms part of the agreed role.
The role involves frequent competing demands and the need to exercise sound judgement under pressure.
Special-school work may include exposure to infection, distressed behaviour, incidents of aggression, lone working and physical demands. The school will manage risks through training, staffing, procedures, equipment and risk assessment.
The post is subject to the school’s appraisal arrangements and all required safer-recruitment and pre-employment checks.
This job description may be reviewed following consultation to reflect changing school priorities. Permanent and substantial changes should be considered alongside the pay policy and staffing structure.
Person Specification
The criteria below are generic and should be refined to match the school’s context and the delegated portfolio. Assessment methods may include application form, references, interview, presentation, task and observation.
Qualifications and professional development
	Criterion
	Status

	Qualified Teacher Status (QTS).
	Essential

	Evidence of relevant and sustained continuing professional development.
	Essential

	Senior leadership development, qualification or equivalent experience.
	Desirable

	Relevant postgraduate or specialist SEND qualification.
	Desirable



Experience
	Criterion
	Status

	Successful teaching experience with pupils with SEND, including pupils with complex needs.
	Essential

	Substantial and successful leadership and management experience.
	Essential

	Evidence of improving the quality of education and pupil outcomes through monitoring, evaluation and support.
	Essential

	Experience of line management, appraisal, coaching or staff development.
	Essential

	Experience of effective partnership with families and multi-agency professionals.
	Essential

	Experience of curriculum design, assessment and school improvement planning.
	Essential

	Experience of managing a delegated budget or resources.
	Desirable

	Experience of reporting to governors, trustees, a Trust or external agencies.
	Desirable



Knowledge and understanding
	Criterion
	Status

	Strong understanding of effective pedagogy, curriculum and assessment for pupils with SEND.
	Essential

	Knowledge of EHCP processes, person-centred planning and preparation for adulthood.
	Essential

	Secure understanding of safeguarding, child protection and safer working practice.
	Essential

	Understanding of positive behaviour support, communication needs, sensory regulation and barriers to learning.
	Essential

	Understanding of equality, accessibility and inclusive practice.
	Essential

	Understanding of school self-evaluation, improvement planning and evidence-informed quality assurance.
	Essential

	Awareness of effective resource deployment, risk management and value for money.
	Essential



Leadership, skills and attributes
	Criterion
	Status

	Provides clear strategic direction and translates priorities into effective action.
	Essential

	Uses evidence and data with professional judgement to evaluate impact and drive improvement.
	Essential

	Leads, motivates and develops staff while combining support with appropriate challenge.
	Essential

	Communicates clearly and sensitively with pupils, families, staff, governors and professionals.
	Essential

	Builds effective teams and partnerships across professional boundaries.
	Essential

	Makes balanced, timely and defensible decisions and maintains accurate records.
	Essential

	Manages time, workload and competing priorities effectively.
	Essential

	Demonstrates emotional resilience, calmness and sound judgement in complex situations.
	Essential

	Models integrity, confidentiality, equity and high professional standards.
	Essential

	Uses digital technology confidently, safely and accessibly.
	Essential



Safeguarding and equal opportunities statement
[School name] is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Appointment will be subject to appropriate safer-recruitment checks, including an enhanced DBS check and barred-list check where applicable, verification of qualifications, identity, right to work and satisfactory references. The school is committed to equality of opportunity and welcomes applications from suitably qualified candidates.
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