	JOB DESCRIPTION 
Assistant Principal – Personal Development and Engagement
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	General Job Purpose
	· Under the reasonable direction of the Principal, carry out the professional duties of a schoolteacher as set out in the current School Teachers' Pay and Conditions Document (STPCD).
· To raise standards of Personal Development, Wellbeing and engagement to support the raising of standards of student attainment and progress within the Academy.
· To ensure the provision of an appropriately broad, balanced, relevant and differentiated curriculum for students for the faculty/departments they line manage/teach in, in accordance with the aims of the Academy and the curricular policies. 
· To be accountable for leading, managing teaching, learning and progress and developing personal development and well-being of students.
· To effectively manage and deploy teaching / support staff, financial and physical resources within and beyond the curriculum, to support the curriculum/pastoral delivery and wider Academy objectives.
· To share and support the Academy’s responsibility to provide and monitor opportunities for personal and academic growth.

	Reporting to
	Vice Principal 

	Specific Responsibilities
	· Strategic lead for Personal Development and Wellbeing (Staff and Student)
· Line management of PSHE/RSE/Wellbeing/Careers coordinators.
· Development of whole school assembly overview, including incorporation of SMSC and FBV. Monitoring of assembly quality and impact.
· Overview and development of enrichment/co-curriculum opportunities in the school in line with the expectations in “Every Child Achieving and Thriving” white paper.
· Maintain overview of school trips and visits and equality of access to these, lead the organisation of year group personal development (rewards) trips. 
· To lead the collection of stakeholder voice (staff/student/parent), and present findings of this work to SLT, governors and the trust as necessary.
· To lead student leadership opportunities within the school, including the coordination of the school council.
· To line manage a faculty, supporting HOF to ensure high standards are maintained within the faculty.
· To support with a specified year as Raising Achievement Lead (assemblies/behaviour/reintegration’s, form time and raising achievement).
· Member of Safeguarding Team DDSL

	Additional Corporate Responsibilities
	· To contribute to the Academy’s Self Review / Evaluation Process.
· To contribute to the generation of the Academy’s Improvement Plan.
· To contribute to the Academy’s Quality Assurance process.
· To contribute to developing student behaviour and attitudes.
· To be responsible for his / her own professional learning and development, linked to targets on the Academy Improvement Plan, issues arising from Performance Management and through any wider training opportunities.
· To develop and review the effectiveness of teaching, learning and performance of teams of staff.

	Liaising with
	Forge Brook Trust, Principal /Senior Leadership Team, other Heads of Faculty/Subject/Year, teaching staff and relevant staff with cross-Academy responsibilities, relevant support staff, external agencies and parents.

	General Responsibilities
	· To work as part of the Senior Leadership Team in leading on strategic developments to ensure continuous improvement.
· To ensure high quality teaching and learning takes place enabling all students to achieve their best.
· To lead, motivate and inspire staff.
· To plan and implement pro-actively.
· To safeguard the health and well-being of students and staff.
· To actively promote the Academy within the community.
· To be accountable for the leadership of a substantial area of Academy life.
· Day-to-day Academy management.
· To teach circa 8-10 periods on the timetable in own subject and or teach a second subject to the needs of the curriculum
· To undertake daily duties in line with the daily SLT rota and SLT detentions rota
· To be a high profile member of the team and support with raising expectations and standards of behaviour and attitude to learning across the Academy
· To foster and support extracurricular activities in the interests of the Academy community.
· Raise the profile of the Academy and The Forge Brook Trust through regular promotion and communication with parents, carers and the wider community
· To undertake any professional duty which may be requested or delegated by the Principal.
This job description may change, either by negotiation or because of the perceived/changing needs of the Academy.

	Working Time
	Full time as specified within the STPCD

	Salary/Grade
	Leadership Spine L 13-17 

	Disclosure Level
	Enhanced DBS
All staff receive training on the Child Protection and Safeguarding Policies each September.

	Strategic  and Operational Planning

	· To monitor and ensure the development of appropriate syllabuses, resources, schemes of work, marking policies, assessment and teaching and learning strategies in the faculties/subjects as a teacher /Link Leader, in line with Academy policies and requirements for examinations.
· To monitor actively and follow up student progress across Key Stage 3, 4 and 5 within teaching and any link faculties/subjects/specified roles.
· To implement Academy policies and procedures, e.g. Equal Opportunities, Health and Safety, Recruitment, E-Safety, Data Protection (GDPR), Examinations etc.
· To work with colleagues to support them in formulation of aims, objectives and strategic plans for the
HOF/or other staff in relation to role, to ensure coherence and relevance to the needs of students and to the aims, objectives and strategic plans of the Academy and in relation to specific roles.
· To lead and manage the business planning function of the identified areas, and to ensure that the planning activities of these reflect the needs of students within the pastoral areas, Academy Improvement Plan/Pastoral Improvement Plan, self-evaluation and the aims and objectives of the Academy.
· To manage the relevant HOF/relevant staff/ Support staff (as identified in agreed role) to ensure that their work in the relevant years fully reflects the Academy's distinctive ethos and mission. 
· To research (internally and externally) develop and share practice related to roles across the Academy, local and wider community and Nationally (where relevant).

	Curriculum Planning , Provision and Development

	· Lead the revision, development and embedding of Academy systems practices consistently across all subjects in relation to role(s).
· Support the relevant Vice Principal responsible for the update and development of policies, procedures and opportunities, for all areas of responsibility and other related policies/plans/procedures.
· To support relevant Middle Leaders and other key staff to use Arbor/Class Charts analytical tools more effectively to monitor behaviour, attitudes, homework, rewards and detentions so that appropriate, timely and effective interventions can take place especially in relation to agreed role.
· To support effective training, monitoring and evaluation procedures (including being part of Deep Dives) to ensure all areas maintain and develop high quality teaching, learning and behaviour in order to support staff to deliver the curriculum effectively.
· To ensure the delivery of an appropriate, comprehensive, high quality and cost-effective curriculum programme for students at risk of exclusion.
· To ensure the development and delivery of own subject curriculum, schemes/units and ensure resources are relevant, up to date and meet examination requirements across Key Stages 3, 4 and/or 5

	Staffing

	· To work with Performance Management reviewers to ensure that staff development needs are identified and that appropriate programmes are designed to meet such needs in relevant areas they lead.
· To work with and coach identified staff to support their professional development and pedagogy in the classroom or as a developing leader for supporting with teaching learning and/or behaviour.
· To continue own professional development as agreed with the Principal.
· To undertake Performance Management Review(s) and to act as reviewer for HOF and other key staff 
· To participate, as required in the interview process for Senior Leaders and any other posts as required and support effective induction of new staff in line with Academy procedures.
· To promote teamwork and to motivate staff to ensure effective working relations.
· To deliver workshops in the Academy’s ITT /ECT programme as appropriate or when required.
· To act as a positive role model across the Academy.

	Quality Assurance

	· To ensure the effective operation of quality control systems to monitor the work of staff and students, particularly in relation to roles. 
· To establish common standards of practice across the Academy, especially in relation to roles.
· To support and develop the effectiveness of teaching and learning styles across the academy especially in relation to roles and link subjects.
· To lead and contribute to the Academy procedures for lesson observation/drop Ins.
· To implement Academy quality procedures and to ensure adherence to those within the link faculties.
· To monitor and evaluate the work of their faculties in line with agreed Academy and examination procedures, including evaluation against quality standards and performance criteria, work scrutiny, marking, homework and examination criteria.
· To ensure that the link faculty quality procedures meet the requirements of Self Evaluation and the Faculty Improvement Plan.

	Communication and Liaison

			· To ensure effective communication and consultation (as appropriate) with the parents of students.
· To liaise with partner schools, higher education, industry, Examination Boards, Awarding Bodies, other providers and other relevant external bodies and agencies in relation to roles/link faculties.
· To represent the Senior Leadership Team views and decisions.

	· To contribute to the planning and delivery of Academy activities and other academy calendared events as needed and in relation to roles.
· To promote the development of effective curricular and extra-curricular links with partner schools, 
businesses and the community, promoting subjects effectively and Alternative Provision at liaison events in Academy, Forge Brook Trust, partner schools and the wider community.







	Management of Resources

	· To manage the available resources of space, staff, money and equipment efficiently within the limits, guidelines and procedures laid down.

	Pastoral System

		· To lead, monitor and support the overall progress and development of students across all areas and 
as Raising Achievement Lead for specified Year groups and follow up with relevant staff as needed.
· To monitor and support the overall progress and development of students across all areas and 
provide support across year groups as a member of the Senior Leadership Team.
· To ensure that Academy’s Positive Behaviour Management system is implemented across the 
Academy so that effective learning can take place and take appropriate actions as required to support 
staff for example supporting with duties and detentions as required as a member of the Leadership Team.




	Management of Information

	· To ensure accurate and up-to-date information is recorded on the management information system.
· To make use of analyses and evaluate performance data provided in areas of responsibility.
· To identify and take appropriate action on issues arising from data, systems and reports; setting deadlines where necessary and reviewing progress on the action taken.
· To ensure reports on examination performance, including the use of value-added/progress data are provided by link Faculty areas as required.
· To provide the Trust Body/Local Governing Board via the CEO/ Principal, with relevant information relating to roles, performance and development.

	Academy Ethos

	· To play a full part in the life of the Academy community, to support its distinctive mission and ethos and to encourage staff and students to follow this example.
· To support the Academy in meeting its legal requirements for worship via ‘Thought for the day’.
· To promote actively the Academy’s corporate policies.



Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
	The Academy will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	This job description is current at the date below but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.



Signed ..........................................                       Signed  ......................................
(Teacher)					(Principal)

Dated ............................................                       Dated  .......................................
(Teacher)					(Principal)



	Personal Specification
Assistant Principal [image: ]
	

	Criteria
	Essential (E)
Desirable (D)
	Source
(see below)
	Score
0-3
3 fully met

	Qualifications and experience
	

	Good Honours degree in a relevant subject with QTS
	E
	A
	

	Shows a track record of meeting over 90% Teacher and Post Threshold standards consistently
	E
	A
	

	At least 4 years’ middle leadership experience or equivalent in a Secondary School, at Head of Faculty/Department level/HOY or equivalent or other substantial leadership roles 
	E
	A, I, R
	

	Evidence of further study/research, particularly in the field of education management, pastoral e.g. Masters or other higher level qualification or other equivalent programmes
	D
	A
	

	To hold or be working towards one or more of the following qualifications: SLE, Lead Practitioner accreditation or NPQML, NPQSL or others
	D
	A
	

	Experience of leadership of an area across a subject or other whole school area within a secondary school. For example, leading or developing a departmental/ whole school initiative and evidence in relation to a pastoral role and its impact on performance or progress or other outcomes.  E.G. Head of department, Head of Year other TLR positions or other areas of whole school  leadership/roles.
	E
	A, I, R
	

	Professional experience and practice
	

	Recent experience and demonstration of impact in raising students’ attainment and progress in a subject  or other area  in a school, preferably with whole school impact
	E
	A, I, R
	

	Substantial evidence of recent continued personal and professional development
	E
	A, I, R
	

	Experience of observing teaching staff and giving feedback for example as an appraiser, PGCE, ECT  mentor, outreach work or other
	E
	A, I, R
	

	Substantial experience of delivering in-service training to other staff
	E
	A, I, R
	

	Experience of leadership and management of a number of staff
	E
	A, I, R
	

	Evidence of understanding of pastoral and behavioural issues and strategies for improving teaching and learning and behaviour and attitudes and impact on progress
	E
	A, I , R
	

	Experience of producing/supporting performance management targets and accountability measures with team of staff
	E
	A, I, R
	

	Experience of coaching and mentoring other staff, within and beyond own subject area, especially in relation to Teaching and Learning or Behaviour and Attitudes
	E
	A, I, R
	

	Confidence in dealing with students across different age ranges at KS3,  4 and 5, in both curriculum and pastoral issues
	E
	A, I, R
	

	Demonstrate a clear understanding and proactive approach to safeguarding, equal opportunities, health and safety and other policies and practices
	E
	A, I, R
	

	A successful track record supported by evidence of working collaboratively and effectively with a range of groups and leaders within the Academy
	E
	A, I, R
	

	Experience of working with Trustees/Governors
	D
	A, I, R
	

	Knowledge and Skills
	

	Demonstrates a passion for learning and an outstanding practitioner
	E
	A, I, R
	

	Articulate commitment, passion and vision for the Academy in teaching and learning and/or behaviour, attitudes and rewards 
	E
	A, I, R
	

	The ability to manage, inspire, motivate staff and manage change to secure, sustain and ideas on how to develop effective teaching and learning throughout the Academy
	E
	A, R
	

	Outstanding inter-personal and communication skills with students, colleagues, stakeholders
	E
	A, I, R
	

	High level organisational, leadership and management skills
	E
	A, I, R
	

	Evidence of keeping abreast of current education issues, particularly in Pastoral and an awareness of current educational legislation and developments in 11-18 education, especially in relation to inclusion
	E
	A, I, R
	

	Motivates and inspires students, staff and parents
	E
	A, I, R
	

	Knowledge of factors supporting school improvement and student learning, including how to secure and sustain effective teaching, learning, behaviour and attitudes of students.
	E
	A, I. R
	

	Knowledge, experience / ability regarding barriers affecting the progress of and appropriate interventions, especially in relation to behaviour and pastoral issues
	E
	A, I, R
	

	The ability to analyse trends in Academy/faculty/departmental /pastoral performance in order to set challenging but achievable targets and interventions for staff
	E
	A, I, R
	

	An appreciation of what ‘outstanding’ in their field of expertise and confidence to articulate this
	E
	A, I, R
	

	Knowledge of and ability to lead and manage assessment, recording and reporting in relevant areas related to role
	E
	A, I, R
	

	Knowledge and use of Arbor and/or other data management systems to monitor students well-being and analyse data and progress especially in relation to roles
	E
	A, I, R
	

	Extensive knowledge and use of Class Charts analytics to monitor pastoral and curriculum issues
	D
	A, I, R
	

	Ability to meet students’ needs in terms of differentiated planning and delivery of lessons in own teaching and to ensure delivery of SMSC, FBV, Literacy, numeracy, careers and SEMH
	E
	A, I, R
	

	Evidence of dealing with classroom day to day issues and support for other colleagues within or beyond the faculty/subject
	E
	A, I, R
	

	Outstanding ICT skills and communication technologies
	E
	A, I,
	

	Knowledge and use of TEEP or other similar pedagogy model for example TEEP Level 2 coach or other equivalent coaching courses
	D
	A, I 
	

	Evidence of contribution to wider subject/faculty or whole school resources and projects
	E
	A, I, R
	

	Personal Attributes and qualities
	

	Personal impact, presence and ability to inspire and maintain high expectations of students and staff alike
	E
	I, R
	

	Adaptability to changing circumstances
	E
	I, R
	

	Enthusiasm, resilience, reliability and integrity
	E
	I, R
	

	Tact and a good sense of humour
	E
	I
	

	Ability to work under pressure and meet deadlines
	E
	I, R
	

	High commitment to challenge students to achieve their potential
	E
	A, I
	

	Approachable and caring
	E
	I, R
	

	Professional in appearance for a highly visible role
	E
	I, R
	

	An ambition for further professional and career development
	E
	I, R
	

	Dealing sensitively with staff, students and stakeholders
	E
	I, R
	

	The desire to lead by example, a willingness to participate in high profile leadership style
	E
	I
	



May 2026
image1.png
A
AR

Joseph Leckie
Academy




