
 

 

Assistant Head Teacher 

Job Description & Person Specification 

 
Contract Type: Permanent 

Hours: Full Time  

Salary: Main and upper pay range (DOE) + a TLR allowance of £6,071 

DBS Disclosure Level: Enhanced 

Reports To:  Deputy Head Teacher (and Headteacher) 

Role Purpose:  
 
 
 

The main purpose of the role of Assistant Head Teacher will be to 

support the Deputy Head Teacher in the day-to-day operational 

running of the area of provision allocated. The position offered requires 

a high knowledge and skillset when working with pupils who 

demonstrate a variety of needs inclusive of SEMH, ASC, Cognition and 

Learning and a variety of other needs. The post will require working 

with pupils from 5 years of age to 19 and supporting teachers who work 

with all these ages., ensuring that they always demonstrate the school’s 

vision, values at ethos. They will be supporting the Deputy Head in 

developing and implementing appropriate policies, strategies and 

procedures within the provision that directly relate to school’s 

development plan and to meet all aspects of pupils ECHP’s. This 

curriculum offer should be appropriately broad, balance, relevant and 

differentiated for our pupils. 

 

The Assistant Head Teacher post allows for an up to 50% reduction of 

teaching commitment.  

 

The role of Assistant Head Teacher forms part of the school’s extended 

leadership team and will contribute to all relevant aspects of the 

school’s development and growth. The role will, as required deputise 

for the Deputy Head, and undertake tasks as required by the Head 

Teacher, and they will play a key role in creating a positive culture and 

enhancing staff motivation. You will support line management of staff 

which may include holding regular informal meetings and supporting 

absence and welfare procedures. 

 

Teaching at Coombe House School will require the post holder to 

demonstrate the ability and commitment of working with pupils with a 

range of special educational needs. Planning and delivering outstanding 

and effective teaching to enable a high-quality learning experience for 

all pupils.   

 



 

 

Teachers at Coombe House school will need to demonstrate kindness, 

belonging and ambition in their approach. They must ensure that 

progression is central to all lessons, whilst giving our pupils the 

confidence to grow as they progress through our school.  

Key Responsibilities:  • This role carries a responsibility within the leadership team taking 

a significant leadership aspect of the school / curriculum that may 

include, but not restricted too: 

- Quality of Teaching and Learning 

- Curriculum, Assessment and Progress 

- Phase / SEND leadership 

• To aid in fostering, reflecting upon and role modelling an ethical 

culture built around the school’s values of kindness, belonging and 

ambition.  

• In liaison with the Deputy Head, support the quality of the 

curriculum, teaching, and learning within the provision, including 

methods of teaching and schemes of work.  

• Support the Deputy Head to ensure appropriate curriculum 

pathways and subjects are available and where this is not 

available source appropriate external provision / support to meet 

this need. 

• To act as a role model of good practice for other teacher’s and 

colleagues by modelling effective strategies.  

• To provide CPD for the staff team in the effective implementation 

of the curriculum. This may involve use of external trainers to 

ensure high quality first teaching (for example, the use of RWI 

training for Phonics). 

• To work with the Deputy Head to ensure that the curriculum offer 

provides affective and accurate assessment feedback for all 

stakeholders. 

• To work with the Deputy head to ensure that a collaborative 

approach to Quality of Education process is implemented during 

the HEX review process. 

• To work with the Head Teacher, Deputy Head and Office Manager 

regarding the admissions referral process to ensure that the 

school can meet the needs of the EHCP when reviewing 

consultations for placements within the school. 

• To support the Deputy Head in liaison with pupils’ parents / carers 

to develop and implement an appropriate and effective transition 

for all new pupils.  



 

 

• To work with the staff team and Deputy Head to ensure that all 

pupils IEP’s accurately reflect the need of the pupils EHCP and are 

reviewed and updated during the academic year. 

• On occasions in the absence of the Deputy Head to manage and 

lead meetings as and when required.  

• To establish constructive and collaborative working relationships 

among staff with whom you work, through team working relations 

and mutual respect and support, evaluating practice, and 

developing an acceptance of accountability.  

• To report to members of the SLT and the Board where appropriate 

on areas of responsibility.  

• To work in partnership with the Head and Deputy Head to support 

aspects of recruiting and inducting new staff within the provision.  

• As part of the schools extended leadership team, to take an active 

lead in INSET for staff.  

• To take part in activities such as parents’ evenings and other 

school events.  

• Supporting the professional development of ECTs through a 

robust and cohesive mentoring programme in line with the 

school’s chosen provider.  

• To build purposeful relationships with the wider Coombe House 

community such as parents and other stakeholders within the 

company.  

 

Responsibilities as a Teacher are to have high expectations of pupils 
to ensure they achieve their full educational potential whilst 
demonstrating the ability and commitment of working with 
pupils with special educational needs by: 
 

o Establishing a supportive relationships 

o Implementing individual support strategies 

o Building resilience and self confidence 

o To have an observant and responsive approach 

o Showing compassion and understanding 

 

• Apply a range of teaching strategies to deliver learning objectives and 

incorporate inclusive strategies that meet the needs of all learners 

across all areas of the Coombe House curriculum. 

• Create an inviting and stimulating environment both within the 

classroom and outdoors, including the celebration of pupils’ 

achievements and interests. 



 

 

•  To have a strong skill, knowledge and understanding of a relational 

approach to behaviour management which is driven by a professional 

curiosity for interpreting and identifying the roots of the behaviour.  

o To then use this knowledge to create, review and update Pupil 

Profiles to ensure that the individual needs of all pupils are met.  

o Collect and gather evidence of pupil progress across all areas of 

the Coombe House curriculum.  

• Flexibility – it is important to be able to respond to the needs of the 

children and adapt or change plans accordingly. 

• To have good teamworking skills to liaise with other teachers and 

other professionals such as educational psychologists, speech and 

language therapists and social workers. 

• To promote a positive, energetic, and enthusiastic outlook whilst 

demonstrating patience, understanding and empathy with pupils and 

families. 

• To take responsibility for your own professional development by 

reviewing your own performance, acting upon advice/feedback, and 

keeping up to date with current developments in pedagogy and Special 

Educational Needs and Disability practice. 

• To undertake any other duties appropriate to the grade of the post. 

 

This job description is current at the date of publication 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. 

 

TEACHERS STANDARDS  

Coombe House School would expect all its teachers to be working in line and demonstrating best 

practice as outlined below:  

 PART ONE: TEACHING  

A teacher must:  

1. Set high expectations which inspire, motivate and challenge students  

• establish a safe and stimulating environment for students, rooted in mutual respect  

• set goals that stretch and challenge students of all backgrounds, abilities and dispositions  

• demonstrate consistently the positive attitudes, values and behaviour which are expected of 

students.  

2. Promote good progress and outcomes by students  

• be accountable for students’ attainment, progress and outcomes  

• analyse students’ data and exam performance to inform planning and intervention.  

• plan teaching to build on students' capabilities and prior knowledge  

• guide students to reflect on the progress they have made and their emerging needs  



 

 

• demonstrate knowledge and understanding of how students learn and how this impacts on 

teaching  

• encourage students to take a responsible and conscientious attitude to their own work and 

study.  

3. Demonstrate good subject and curriculum knowledge  

• have a secure knowledge of the relevant subject(s) and curriculum areas, foster and maintain 

students’ interest in the subject, and address misunderstandings  

• demonstrate a critical understanding of developments in the subject and curriculum areas, 

and promote the value of scholarship  

• demonstrate an understanding of and take responsibility for promoting high standards of 

literacy, articulacy and the correct use of standard English, whatever the teacher’s specialist 

subject  

• if teaching early reading, demonstrate a clear understanding of systematic synthetic phonics  

• if teaching early mathematics, demonstrate a clear understanding of appropriate teaching 

strategies.  

4. Plan and teach well-structured lessons  

• impart knowledge and develop understanding through effective use of lesson time  

• promote a love of learning and children’s intellectual curiosity  

• set homework according to the School timetable and plan other out-of-class activities to 

consolidate and extend the knowledge and understanding students have acquired  

• reflect systematically on the effectiveness of lessons and approaches to teaching  

• contribute to the design and provision of an engaging curriculum within the relevant subject 

area(s).  

5. Adapt teaching to respond to the strengths and needs of all students  

• know when and how to differentiate appropriately, using approaches which enable students 

to be taught effectively  

• have a secure understanding of how a range of factors can inhibit students’ ability to learn, 

and how best to overcome these  

• demonstrate an awareness of the physical, social and intellectual development of children, 

and know how to adapt teaching to support students’ education at different stages of 

development  

• have a clear understanding of the needs of all students, including those with special 

educational needs; those of high ability; those with English as an additional language; those 

with disabilities; and be able to use and evaluate distinctive teaching approaches to engage 

and support them.  

6. Make accurate and productive use of assessment  

• know and understand how to assess the relevant subject and curriculum areas, including 

statutory assessment requirements  

• make use of formative and summative assessment to secure students’ progress  

• use relevant data to monitor progress, set targets, and plan subsequent lessons  

• give students regular feedback, both orally and through accurate marking within the agreed 

time and encourage students to respond to the feedback.  



 

 

• follow the School’s assessments reporting policies.  

7. Manage behaviour effectively to ensure a good and safe learning environment  

• have clear rules and routines for behaviour in classrooms, and take responsibility for 

promoting good and courteous behaviour both in classrooms and around the School, in 

accordance with the School’s behaviour for learning policy  

• have high expectations of behaviour, and establish a framework for discipline with a range of 

strategies, using praise, sanctions and rewards consistently and fairly  

• manage classes effectively, using approaches which are appropriate to students’ needs in 

order to involve and motivate them  

• maintain good relationships with students, exercise appropriate authority, and act decisively 

when necessary.  

8. Fulfil wider professional responsibilities  

• make a positive contribution to the wider life and ethos of the School including extra curricular  

• develop effective professional relationships with colleagues, knowing how and when to draw 

on advice and specialist support  

• deploy support staff effectively  

• take responsibility for improving teaching through appropriate professional development, 

responding to advice and feedback from colleagues  

• communicate effectively with parents with regard to students’ achievements and well-being.  

 

 

PART TWO: PERSONAL AND PROFESSIONAL CONDUCT  

 

A teacher is expected to demonstrate consistently high standards of personal and professional 

conduct. The following statements define the behaviour and attitudes which set the required standard 

for conduct throughout a teacher’s career.  

 

Teachers uphold public trust in the profession and maintain high standards of ethics and behaviour, 

within and outside School, by:  

• treating students with dignity, building relationships rooted in mutual respect, and at all times 

observing proper boundaries appropriate to a teacher’s professional position  

• having regard for the need to safeguard students’ well-being, in accordance with statutory 

provisions  

• showing tolerance of and respect for the rights of others  

• not undermining fundamental British values, including democracy, the rule of law, individual 

liberty and mutual respect, and tolerance of those with different faiths and beliefs  

• ensuring that personal beliefs are not expressed in ways which exploit students’ vulnerability 

or might lead them to break the law.  

 

Teachers must have proper and professional regard for the ethos, policies and practices of the School 

in which they teach and maintain high standards in their own attendance and punctuality.  

Teachers must have an understanding of, and always act within, the statutory frameworks which set 

out their professional duties and responsibilities. 



 

 

 

Health, Safety and Welfare 

• Responsible for the Health and Safety, security and welfare of self and colleagues in accordance 

with policy and procedure, reporting all concerns to an appropriate person. 

• To be aware of Child Protection issues, knowing how to identify potential abuse/neglect and 

reporting concerns as they arise.  
• Responsible for working in accordance with policy relating to the promotion of Equality, 

Diversity and Inclusivity 
• Ensure good order and discipline amongst pupils and staff  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

PERSON SPECIFICATION – Assistant Head Teacher 

Criteria  Qualities Essential/Desirable  

 
 

Qualifications 
& Experience 

1. Qualified teacher status or level 4/5 teaching 
qualifications 

2. Proven teaching experience within a SEND school 
3. Successful experience of teaching pupils with a range of 

SEMH and/or ASC and complex needs  
4. Evidence of ongoing personal professional development 
5. Evidence of research-based learning in practice 
6. Leadership within the sector 

E 
 

D 
E 
 

E 
E 
E 
 

 
 
 
 
 
 
 
 

Skills & 
Knowledge 

7. Knowledge of curriculum needs from EYFS through to 
KS5 

8. Knowledge of the SEND Code of Practice 
9. Knowledge of effective teaching and learning 

strategies including planning, assessing, monitoring 
and evaluation to ensure pupils make progress that is 
at least good from their starting points 

10. Knowledge of inclusive practice and proven ability in 
using it 

11. The ability to think strategically 
12. Astute understanding of how children learn 
13. Ability to adapt teaching to meet pupils’ needs 
14. Ability to build effective working relationships with 

pupils and staff based upon mutual respect and trust 
15. Knowledge of guidance and requirements around 

safeguarding children 
16. Knowledge of effective behaviour management 

strategies and proven experience of their success 
17. Excellent ICT skills, particularly using ICT to support 

learning 
18. Up-to-date knowledge of current teaching and wider 

curriculum developments 
19. Proven ability to communicate effectively orally and in 

writing when working with children, and when 
communicating with parents, other staff and Board 
Directors where appropriate 

E 
                 

E 
E 
 
 
 

E 
 

E 
E 
E 
E 
 

E 
 

E 
 

E 
 

E 
 

E 
 

 
 

 
 
 
 
 
 
 

Personal 
Attributes 

20. Ability to reflect upon skills, knowledge and practice to 
develop them 

21. Resourceful, patient, organised and approachable 
22. Flexibility: it is important to be able to respond to the 

needs of the children and adapt or change plans 
accordingly 

23. Ability to inspire confidence and trust in others 
24. Ability to influence others’ practice positively 
25. Interest in research-based learning and development 

E 
 

E 
E 
 
 

E 
E 
E 
 



 

 

26. A commitment to securing the best possible outcomes 
for all pupils and promoting the ethos and values of the 
school to all stakeholders 

27. Ability to work under pressure, prioritise effectively and 
meet deadlines consistently 

28. Commitment to maintaining confidentiality  
29. Commitment to safeguarding and equality 
30. Pro-active, enthusiastic, resilient, and positive with an 

open mind to change 
31. Able to work effectively as a member of a team 

E 
 
 

E 
 

E 
E 
E 
 

E 

 


