



Assistant Headteacher – Job Description – Up to 43K
CORE DUTIES AND RESPONSIBILITIES
1. Daily Operational Leadership
Support the smooth day-to-day running of the school, including deputising for the Headteacher and Deputy Headteacher in their absence.
Manage daily timetabling adjustments resulting from staff absence or changes, ensuring minimal disruption to learning.
Address daily operational issues and liaise with the Headteacher/Deputy Headteacher as required.
Provide clear and timely communication to staff regarding any operational changes.
Lead the daily staff briefing, highlighting key updates, issues, and successes.
2. Learner Issues and On-the-Day Responses
Address learner concerns and incidents promptly and effectively.
Ensure incident reports are completed accurately and within the required timescales.
Maintain strong communication with relevant stakeholders regarding behaviour, progress, or welfare concerns.
3. Learner Referrals and Induction
Ensure staff understand and implement the school’s induction procedures.
Support the Headteacher in the absence of the Deputy Headteacher in overseeing new learner induction.
Prepare induction timetables for new learners in line with the school’s Induction Structure.
In the absence of the Deputy Headteacher, organise initial assessments and distribute them to the staff responsible for induction.
4. Attendance at LAC, PEP and Local Authority Meetings
Attend LAC reviews, PEP meetings and other LA meetings in line with school expectations and SLT schedules.
Complete LAC and PEP documentation to required standards and within local authority timelines.
Ensure next-term PEP meetings are booked at the end of each session and communicated to the Headteacher and administrator.
Support the Deputy Headteacher if timetable or meeting clashes arise.
5. Staff Support, Supervision and Quality Assurance
Provide support and guidance to staff as required.
Contribute to the school’s Quality Assurance processes in line with Teaching and Learning protocols, including conducting observations, book scrutiny and learning walks.
Develop and implement action plans where improvements are needed, with Headteacher guidance.
Carry out staff supervisions as directed by the Headteacher.
Ensure Progress Trackers are updated by staff and that outcomes are shared with the Headteacher each term.
6. Enrichment Lead
Develop and deliver the termly Enrichment Calendar in partnership with the Headteacher.
Communicate enrichment plans clearly to staff, ensuring full engagement and participation.
Ensure all activity and offsite safety checks are completed at least one week in advance.
Complete risk assessments for all enrichment activities.
Lead on sustainability initiatives and community engagement linked to enrichment and wider school development.


7. Teaching Responsibilities
Deliver high-quality teaching across agreed subject areas, tailored to the needs of learners with SEMH needs.
Plan differentiated lessons that support academic progress, emotional regulation, and engagement.
Assess, record and report on learner progress in line with whole-school expectations.
Maintain an inclusive, trauma-informed classroom environment that supports safety, belonging and learning.
Contribute to curriculum development, ensuring personalised learning pathways for pupils.
Work collaboratively with therapy and pastoral teams to support holistic development.
Implement behaviour regulation strategies consistently in line with school policy.
Ensure high expectations for learning, behaviour and personal development.
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