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	Job Title:  Associate Assistant Headteacher – Personal Development

	
	 

	Grade:  L8 – L11

	
	

	Reporting to:   Headteacher/Associate Headteacher/Deputy Headteacher

	

	Location:   Crofton Academy (Castleford Academy Trust)


The Role

To support the academy ethos and values of Care, Aspire, Succeed through developing and ensuring high standards of performance and outcomes across the academy, creating a culture of continuous improvement and success, and a high standard of education and progress for all.   
To support colleagues, including middle leaders, in their work to develop and improve the academy in order to achieve high standards across all aspects of academy life. The postholder will also be required to undertake any other reasonable duties as directed by the Headteacher and Deputy Headteacher. 
Key Outcomes/Activities:

Working in conjunction with the Senior Leadership Team, the Associate Assistant Headteacher will:

· Lead and develop the form tutor, assembly, SMSC, PSHE, RSE and careers/work experience provision ensuring the successful delivery of the academy vision for personal development, enrichment and wellbeing in line with the latest Ofsted framework. 

· Support teachers/pupils to drive up educational outcomes across the academy. 

· Inspire and motivate pupils to achieve educational success and ensure outstanding outcomes for all pupils at Crofton Academy. 
General Expectations of Academy Leadership Team:

· As a key member of the Senior Leadership Team you will assist in contributing to vision, sense of purpose and pride within the academy.

· Contribute to the strategic direction of the academy to ensure school improvement.

· Involvement in the development of all aspects of the academy, including its policies and their implementation.

· Initiate and manage change and improvement to develop the academy and staff.

· Advise and assist the Governing Body as required in the exercise of its functions, including attendance at meetings and preparation of reports.

· Inspire, challenge, motivate and empower others to attain challenging outcomes.

· Establish clear expectations and constructive working relationships among staff.

· Maintain high expectations of all staff and prepared to challenge underperformance.

· Demonstrate high professional standards.

· Keep a high profile within the academy, taking command of areas at change of lessons and being visible and active during non-structured time.

· Use Leadership and Management (LM) time effectively to achieve targets.
Operational/Strategic Planning

· To develop and implement policies and procedures in order to improve teaching, pupil progress and achievement. 
· To work with colleagues to formulate aims, objectives and strategic plans which have coherence and relevance to the needs of pupils and to the aims, objectives and strategic plans of the academy. 

· To provide inspirational and professional leadership and management for the Academy. 
· To support the Headteacher in establishing a culture that promotes excellence, equality and high expectations for pupils. 
Curriculum
· To keep up to date with educational thinking in relation to curriculum and personal development and report to the wider school.
· Support Subject Leaders with diversifying the curriculum and ensuring the curriculum remains accessible and relevant incorporating personal development and wellbeing as appropriate.  
Teaching and Learning

· Model, lead and inspire colleagues in developing their pedagogical practice. 

· Keep up to date with educational thinking in relation to teaching and learning, assessment and the use of technology in the classroom. 
· Encourage action research into educational theory and practice and work with staff to develop innovative and inspiring teaching strategies. 

· As part of the Senior Leadership Team, maintain an environment that promotes and secures exceptional teaching, learning, standards of achievement, behaviour and attendance.
· Participate in the Teaching and Learning Group and explore options for new staff groups supporting teaching and learning initiatives and sharing best practice. 
· Meticulously plan and teach engaging and challenging lessons to exemplify high standards of teaching and learning using teaching methods which keep pupils engaged, including a variety of teaching and learning styles, stimulating pupils’ intellectual curiosity, effective questioning and response, clear presentation and good use of resources.

· Ensure that pupils develop study skills in order to learn more effectively and with increasing independence.
· Alongside the Deputy Headteacher for Teaching and Learning, monitor and evaluate the quality of teaching and learning and achievement of selected pupil groups through appropriate methods.
· Exemplify excellent practice in delivering inclusion, diversity and equality of access, ensuring clear teaching objectives, content, lesson structures and sequences appropriate to the subject matter and the pupils being taught, using appropriate differentiation skill.
· To provide opportunities to develop pupils' understanding by relating their learning to real and work-related examples, recognising that learning takes place outside the academy context.

· To set appropriate and demanding expectations and targets for pupils’ learning and motivation, building on prior attainment.

· To remain updated with specialised subject knowledge to be able to cope confidently with pupil’s subject related questions. 
· To carry out the professional duties of a qualified teacher in line with the academy’s expectations and the teachers’ professional standards at all times
Personal Development and Wellbeing 

· To lead, plan, manage and ensure the successful delivery of the academy vision for personal development and wellbeing in line with the latest Ofsted framework. . 

· To lead and develop a highly effective form tutor, assembly, SMSC, PSHE, RSE, and careers/work experience education provision. 

· To support all staff in effective delivery of the personal development and wellbeing programme.

· To enhance academy relationships with external agencies. 

· Monitor, evaluate and report on progress and improvements in the provision of the personal development curriculum and pupil well-being. 

· Disseminate leading practice relating to the teaching of personal development and wellbeing. 

· Quality assure teaching and learning of the personal development curriculum. 

· To promote amongst pupils both an individual and shared responsibility for personal development and wellbeing.   

· Implement strategies to ensure the academy is responsive to local and national need for personal development education. 

· Lead and manage the cultural development of pupils.

· Ensure all pupils can recognise risks to their own safety and wellbeing and have the strategies and resilience to seek support as necessary. 

· Have oversight of pupil welfare and support services both within the academy and externally.

· Ensure effective access and take up of enrichment and extra-curricular activities. 

· Promote pupil leadership opportunities across the academy.
Leadership Skills and Attributes
· Be an outstanding classroom practitioner and have a proven track record of improving academic standards.

· Be familiar with data and target analysis to inform planning, intervention and assessment.
· Have an operational understanding of a large academy.

· Have high expectations of yourself and those with whom you work and inspire, challenge and empower staff.
· Act as a presence and role model around the academy to influence pupils and staff.

· Be reflective and self-analytical towards challenges and issues and a pro-active problem solver, showing initiative and offering solutions.

· Be an ambassador for the values and ethos of the academy with pupils, staff, parents and the wider community.

· Actively support the academy’s policies and procedures.
· To ensure effective deployment of the staff you directly line manage. 
· To drive forward new and established intervention initiatives in liaison with relevant staff.

· To facilitate and lead meetings in relation to progress and assessment.

· To keep up to date about national developments in relation to qualifications, achievement and outcomes. 
Leading and Managing Staff

· Work closely with the leadership team and other key staff with a focus on raising standards. 

· Quality assure the work of departmental teams to ensure innovative and effective learning and assessment that leads to improved outcomes.

· Monitor and support the work of middle leaders to ensure they are working effectively to deliver outstanding learning and progress for pupils.

· Direct the work of Middle Leaders with responsibilities that fall within your remit.

· Consult with key staff on areas under your direct responsibility to ensure the smooth organisation of the academy day.

· Accountability for line management of designated staff.
Data Protection & Safeguarding

· To work and process personal and sensitive information in accordance with the Data Protection Act 2018 including the General Data Protection Regulations (GDPR) 2018. 
· To ensure that you are kept updated with the requirements of Keeping Children Safe in Education and have responsibility for promoting and safeguarding the welfare of children and young people.
Attendance and Behaviour

· To set high expectations for pupils' behaviour and attendance, establishing and maintaining a good standard of discipline through well-focused teaching, through positive and productive relationships and through consistent use of the academy’s Behaviour Policy.

· To ensure work for pupils absent from academy for health or disciplinary reasons.

· To ensure the recording of pupil attendance or behaviour concerns in a timely manner.

· To play a pivotal role in rewarding pupil achievement and positive behaviour.
Relationship with Parents/Carers, Colleagues and the Wider Community

· To maintain positive relationships with parents and carers, calling parents/carers as deemed necessary regarding pupil behaviour.

· To attend Parents’ Evenings to keep parents informed of progress.

· To prepare accurate reports to parents/carers regularly.

· To establish effective working relationships with colleagues and other professionals.

Manage Own Performance and Development

· To take responsibility for your own professional development, keeping up to date with research and developments in pedagogy and in the subjects taught.

· To set a good example to staff and pupils in terms of presentation and personal conduct.

· To constantly evaluate your own teaching critically and use this to improve effectiveness.
· To engage actively in the performance management and review process.
General Academy Responsibilities

· Contribute to and uphold the vision and ethos of Crofton Academy.

· Recognise own strengths and areas of expertise and use these to advise and support others.

· Promote team work within the team, working in partnership to ensure effective working relations. 
· To participate in the recruitment and selection process as vacancies arise.
· To ensure full implementation of the academy’s equal opportunities policies.

· To promote teamwork and to motivate staff to ensure effective working relations.

· Treat all users of the academy with courtesy and consideration.

· Be aware and comply with all academy Policies at all times.

The duties and responsibilities highlighted in this job specification are indicative and may vary over time.  Postholders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.

Person Specification – Associate Assistant Headteacher
	REQUIREMENTS FOR THE POST
	
	

	
	Essential
	Desirable

	Qualifications and Training

	Qualified Teacher Status
	*
	

	Evidence of continuing professional development 
	*
	

	Commitment to ongoing research into school improvement
	*
	

	Evidence of leading professional development activity
	*
	

	Senior leadership qualification or desire to undertake
	
	*

	Employment record

	Substantial and successful experience of middle leadership in the secondary sector
	*
	

	Examples of successful engagement and collaboration with other schools, agencies and stakeholders
	
	*

	Experience of having led the success of a department or curriculum area through leadership and management. 
	*
	

	Leadership experience and skills

	A track record of providing leadership, raising standards and delivering educational excellence
	*
	

	Understanding of high quality curriculum, teaching and assessment and the ability to model this for others and support others to improve
	*
	

	Experience of successfully managing change
	
	*

	Engagement with current education developments, opportunities and innovations
	*
	

	A rigorous approach to accountability for pupil learning outcomes
	*
	

	The ability to challenge, influence and motivate others
	*
	

	Leads by example with an understanding how to use different leadership and management styles
	*
	

	Ability to use data to inform decision making and diagnose weaknesses that need addressing
	*
	

	Ability to exercise good judgement and make effective decisions
	*
	

	Professional and personal integrity
	*
	

	Impact

	Articulates the academy’s vision and inspires, motivates and empowers others to achieve this
	*
	

	Works relentlessly to deliver the academy’s targets, goals and ambitions
	*
	

	Generates high expectations and achieves the best for every pupil
	*
	

	Manages staff performance highly effectively to drive up standards
	*
	

	Visible and accessible to all stakeholders
	*
	

	Active contribution to the wider part of academy life
	*
	

	Attributes

	Has a clear commitment to fully inclusive comprehensive education
	*
	

	Personal pride in delivering success against challenging targets
	*
	

	Excellent interpersonal and communication skills
	*
	

	Passionate about supporting, motivating and inspiring leaders
	*
	

	A strategic thinker who is creative and imaginative
	*
	

	Stable and supportive with stamina, energy, confidence and emotional intelligence
	*
	

	Shows consistency of judgement and high integrity
	*
	

	Resilient, positive and calm – uses networks to seek advice and support
	*
	


	Responsibilities for Resources:

Line Management Responsibilities: The job involves some direct line management responsibilities for Curriculum Leaders and Support Staff. 
Financial Responsibilities: The job involves some direct responsibility for financial resources.

Physical Resources: The job involves some direct responsibility for physical resources.

Responsibility for Policy Development: The jobholder has direct responsibility for policy development in relation to personal development, wellbeing, SMSC, PSHE, RSE, and Careers/Work Experience. 
Working Conditions: The jobholder will work across the academy on a daily basis (and may also be required to work across the Trust).

Main Contacts: Headteacher, Associate Headteacher, Deputy Headteacher, Assistant Headteachers, Trust Senior Leaders, Subject Leaders, Teachers, Mentors, Pupils and External Agencies.

	Characteristics of the post:

The employment checks required of this post are:

· Evidence of entitlement to work in the UK

· Evidence of essential qualifications

· Two satisfactory references

· Evidence of a satisfactory safeguarding check e.g. an Enhanced DBS Disclosure

· Confirmation of medical fitness for employment as required

· Registration with appropriate bodies (where applicable)


	Date Completed:                 April 2026
Signature of Postholder:    ………………………………………………………………………



      Date:     ………………………………………………………………………

	This is a description of the job as it exists at present; All Academy Job Specifications are reviewed and are liable to variation in consultation with the post-holder in order to reflect future developments, roles and organisational change.
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