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INTRODUCTION 

 
This job description is intended to cover the particular responsibilities of the assistant headteacher. It is intended 
to sit alongside other responsibilities which the postholder may carry, for example class teaching, curriculum 
leadership or other specific roles. 
 

JOB DESCRIPTION FOR ASSISTANT HEADTEACHER (Personal development, Behaviour and Welfare) 

 
As assistant headteacher, you will be required to meet the general requirements of this post as specified in the 
School Teachers’ Pay and Conditions Document and National Teachers’ Standards introduced on 1 September 2012.  
Details follow below regarding the particular expectations of this post. In addition, you will be required to fulfil any 
reasonable expectations from the headteacher.  
 
The post will require you to work in partnership with the headteacher, governors and staff to ensure the 
continuous improvement of the school. 
 
You will be responsible for the leadership of the following whole school aspects: 

 The promotion of all aspects of student welfare, including health, emotional and mental health, relationships 

and safety (including safeguarding) 

 SLT link to inclusion and SEND 

 Strategic planning and overview of alternative provision 

 Designated safeguarding lead and implementation and monitoring of safeguarding processes 

 Strategic lead and management of student support, including behavioural intervention and support 

 Line management of pastoral staff (including Year Team Leaders, Student Support Officers) 

 Strategic planning and overview of personal development, including students’ spiritual, moral, social and 

cultural development 

 
These will be reviewed and determined from time to time in consultation with the headteacher. 
 
The main expectations of the role are as follows: 
 

1. SHAPING THE FUTURE 
 

 Support the headteacher and governors in establishing a vision for the future development of the 
school. 

 Play a leading role in the school improvement planning process, taking account of the agreed 
priorities of the school 

 Lead in the identification of key areas of strength and those to develop in the school 

 Work to a high standard in implementing agreed policies, priorities and expectations, so as to set a 
good example for other colleagues 

 Promote a culture of teamwork, in which the views of all members of the school community are 
valued and taken into account 

 Lead an aspect of self-evaluation of the school 

 Provide support for staff in developing their leadership skills 
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2. LEADING LEARNING AND TEACHING 

 

 Share responsibility for the analysis of key school performance data, to ensure priorities are 
appropriate and improvement in standards is promoted 

 Provide training for staff on effective teaching and learning 

 Promote the active involvement of students in their own learning 

 Contribute to target setting; including statutory procedures and targets for individuals and groups of 
students throughout the school 

 Support strategies to promote high standards of behaviour 

 Contribute to the development of a broad and rich curriculum which meets the needs of the range of 
students in the school 

 Support the development of an effective assessment framework 

 Promote the use of ICT to enhance and extend students’ learning 

 Monitor and evaluate classroom practice 

 Provide support for colleagues in improving their classroom practice 
 

3. DEVELOPING SELF AND WORKING WITH OTHERS 
 

 Promote and safeguard the safety and welfare of children and young people  

 Contribute to the creation of a positive school ethos, in which every individual is treated with dignity 
and respect and the safety and welfare of children and young people is paramount 

 Support the development of collaborative approaches to learning within the school and beyond 

 Support the induction of staff new to the school 

 Set high expectations for your own performance and that of others 

 Engage in relevant professional development activity as necessary 
 

4. MANAGING THE ORGANISATION 
 
Take a shared lead in: 

 Contributing to a regular review of the organisation of the school to ensure it meets statutory 
requirements 

 Developing action plans in specified areas of responsibility, in order to bring about improvements 

 Contributing to the planning process for the distribution of resources, to ensure they meet the 
school’s identified priorities 

 Taking responsibility for the Performance Management of identified staff 

 Contributing to regular evaluation of the impact of the use of resources in relation to the quality of 
education of the students and value for money 

 
5. SECURING ACCOUNTABILITY 
 

 Support the governing body in meeting its responsibility to account for the performance of the school 
including specific support to one of the governors’ committees 

 Support staff in understanding their own accountability, and develop approaches to its review and 
evaluation 

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

 Lead in the effective use of data to track progress and raise achievement 
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6. STRENGTHENING COMMUNITY 
 

 Gain an understanding of the diversity of the school community 

 Contribute to policies and practice which promote equality of opportunity and tackle prejudice 

 Contribute to the development of a curriculum which provides students with opportunities to 
enhance their learning within the wide community 

 Promote and model good relationships with parents, which are based on partnerships to support and 
improve students’ achievement 

 Strengthen and promote further links with the community. 
 
Safeguarding 

 
Staff are accountable for the way in which they exercise authority, manage risk, use resources and protect students, 
who they are responsible for or in contact with, from discrimination and avoidable harm.  All staff, where paid or 
voluntary, have a duty to keep young people safe and to protect them from harm.  When an individual accepts a role 
that involves working with children and young people they need to understand acknowledge that the responsibilities 
and trust are inherent to that role.  There will be a requirement that staff observe their obligations in accordance with 
the Trust’s safeguarding procedure and report any concerns in accordance with the procedure to the appropriate 
person.   
 

Rehabilitation of Offenders Act 1974  
This job is exempt from the provisions of the Rehabilitation of Offenders Act 1974. Appointment to this job is subject 
to an enhanced DBS disclosure being obtained, and any relevant convictions cautions and reprimands being 
considered. Any convictions cautions or reprimands of relevance, obtained by the post holder after enhanced DBS 
clearance has been acquired, must be disclosed to the headteacher by the post holder.  Failure by the post holder to 
do so, or the obtaining by the post holder of a relevant conviction caution or reprimand, may be managed in 
accordance with the Trust’s disciplinary procedure. 
 
Health and Safety 
The post holder is required to exercise their duty of care by taking responsibility for their own health and safety, and 
the health and safety of other people who may be affected by their acts or omissions (failure to act). Full guidance 
regarding health and safety is set out in the Trust’s Health and Safety Policy, and in any risk assessments relevant to 
the post holder’s role or circumstances. Which must be observed.  
 
Confidentiality and Data Protection  
The post holder is expected to comply with the provisions of the Data Protection Act 2018.  Any information they 
have access to, or are responsible for, must be managed appropriately and any requirements for confidentiality and 
security observed. Information must not be disclosed to any person or Authority, for example a parent or the Police, 
without observing the correct procedure for disclosure as set out in the Trust’s Data Protection Policy.  
 
Equality and Diversity  
The Trust is committed to equality and values diversity. As such the Academy is committed to fulfilling its Equality 
Duty obligations, and expects all staff and volunteers to share this commitment. The Duty requires the Academy to 
have due regard to the need to eliminate unlawful discrimination, harassment and victimisation, advance equality of 
opportunity and foster good relations between people who share characteristics, such as age gender, race and faith, 
and people who do not share them. Staff and volunteers are required to treat all people they come into contact with, 
with dignity and respect, and are entitled to expect this in return. 
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Training 

The Trust has a shared responsibility with the post holder for identifying and satisfying training and development needs.  
The post holder is expected to actively contribute to their own continuous professional development, and to attend 
and participate in any training or development activities required to assist them in undertaking their role and meeting 
their safeguarding and general obligations. 
 
This job description may subject to review and/ or amendment at any time to reflect the requirements of the job. Any 
amendments will be made in consultation with any existing post holder and will be commensurate with the grade for 
the job. The post holder is expected to comply with any reasonable management requests. 
 
Copies of all relevant policies are available through the post holder’s line manager and the Trust HR team 

 


