
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Edgar Wood Academy: Assistant 
Headteacher (Pastoral) 
Application pack



 

 

Altus Education Partnership Vision, Mission and Values 

 
Our Vision & Mission  
 
To create and successfully run a family of inclusive academies from early years to 18 that enables all students, 
regardless of background to progress to an aspirational career, a fulfilling life and make a positive contribution to 
their local community.  

 
Our Values 
 

• Unrelenting commitment to improve the quality of our provision and enhance the lives of our students.  

• Openness in the way we build trust and bring purpose to our work as a Multi Academy Trust. 

• Accountability through the rigorous, transparent and forensic analysis of all aspects of our performance.  

• Commitment to the principles of inclusion and equality.  

• Dedication to the borough of Rochdale and its surrounds.  

• Collective responsibility for one another and the results of all our students – “if one fails, we all fail”. 
 

 
Role Description 

 
 
 
 
 
 
 
 
 
 
Main Responsibilities 
 
The Assistant Headteacher will support the headteacher in: 
 

• Communicating our school vision compellingly and supporting the headteacher’s strategic leadership. 

• Providing a clear vision and direction for the development of pastoral systems and processes designed to 
support Inclusion throughout the school. 

• Leading on, and implementing, SEND and the pastoral curriculum (a full time SENCO will be employed in Year 
2 reporting to the assistant headteacher). 

• Monitoring the SEND policy and ensuring that SEND code of practice is implemented and embedded across 
the school. 

• Establishing high standards in relation to behaviour, attendance and punctuality across the school. 

• Lead the development of good practice and ensure consistency for Inclusion across the school. 

• The day-to-day management of the school. 

• Formulating the aims and objectives of the school and establishing policies for achieving these aims and 
objectives. 

• Managing staff and resources to that end. 

• Monitoring progress towards the achievement of the school’s aims and objectives. 
 

Job Title: Edgar Wood Academy: Assistant Headteacher (Pastoral) 

Reports to: Headteacher 

Staff Responsibility for: Pastoral Team 
 
Other staff as required 

Salary £ 59,875 – £64,461 

Additional: As assigned Term 
 
Start  
Date 

Permanent 
Full Time 
 
April 2021  



 

 

The assistant headteacher will also have a timetabled teaching commitment of 50%, complying with the Teachers’ 
Standards and modelling best practice for others. 
 
 

Operational role 
 

• Update annually the SEND register. 

• Assist staff in the development and implementation of targets for individual students on Education and 
Health Care Plans (EHCPs). 

• Set up systems for identifying, assessing, tracking and reviewing student needs. 

• To liaise with primary schools and further education institutions to aid transition of students with SEND. 

• Monitor actively and respond immediately to curriculum developments related to Inclusion. 

• Arrange, attend and prepare materials, where appropriate, for annual and/or termly review meetings. 

• Ensure that parents are consulted and informed about their child’s progress. 

• Liaise with pastoral team in the care and support of children who may require additional pastoral care at 
some time in their school life (e.g. bereavement, separation, mental health, sickness) identifying the right 
systems to support them. 

 

 
Safeguarding 
 
To be the Designated Safeguarding Lead: 
• Possess the skills and ability to identify abuse. 
• Know how to refer concerns to the appropriate investigating agencies. 
• Maintain detailed and accurate written records of child protection concerns. 
• Support, advise and share expertise with all members of the school staff. 
• Ensure staff members have access to and understand the school’s safeguarding policies and procedures, 

and any local procedures. 
• Ensure child protection training is part of the induction for all new staff and that relevant training is 

provided where necessary. 
• Annually review and update the school’s safeguarding policies and procedures in-light of any new 

guidance, and present them to the Trust Board for approval. 
• Provide a copy of the child protection policies and procedures to parents who request to see them. 
• Contribute towards local child protection policy and groups by actively attending and contributing to 

meetings. 
• Provide written reports to the Local Academy Council in a timely manner. 
• Ensure that the Local Academy Council and Trust board are updated on a regular basis regarding all child 

protection issues and investigations. 
• Ensure that relevant safeguarding files are copied and forwarded, in line with data protection law, when a 

student transfers to another school. 
• Lead a team reviewing and monitoring any causes of concern relating to students. 
 
 

Teaching, Learning and Assessment 
 
• Create and maintain a climate for learning and code of conduct in keeping with the values, aims and ethos 

of the school which promote and secure successful learning through effective teaching. 
• Sustain high standards of achievement and promote positive behaviour through an effective whole school 

behaviour management policy and associated procedures. 
• Operate and sustain monitoring and assessment procedures, acting upon any identified areas for 

development and improvement. 



 

 

• Monitoring and evaluate the quality of teaching, student progress and the standards of students' learning 
outcomes, including narrowing and ultimately elimination of achievement gaps which may be present in 
student-level data including for boys and girls. 

• Ensure high standards of SMSC education for all students. 
• Promote positive practices for to promote and celebrate British values throughout the curriculum and 

community.  
• Oversee a culture of equality ensuring this permeates through all areas of the school.  
• Ensure the effective use of comparative data, including at whole-school, Key Stage, subject, sub-group and 

student levels, in order to establish appropriate benchmarks and agree challenging targets for 
improvement.  

• Monitor, evaluate and review the effects of policies, priorities and targets and take action as necessary to 
achieve and sustain outstanding performance levels for attendance and behaviour. 

• Monitor and evaluate the quality of teaching and student progress to ensure high student outcomes for 
SEND students. 

 
 

Student Achievement 
 
• Make explicit to students, parents, teachers and the wider community, the school’s high expectations for 

all children. 
• Ensure that resourcing and staffing are dedicated to achieving the maximum progress and highest 

standards for all students. 
• Ensure that effective mentoring and tutorial systems are in place to support student achievement, 

personal development and well-being. 
• Liaise with Heads of Department to ensure that pastoral issues do not provide a barrier to high student 

outcomes. 
 
 

Relations with Stakeholders and the Wider Community 
 
• Maintain working relationships with fellow professionals and relevant external agencies to improve 

educational outcomes for all students. 
• Create and maintain a successful partnership with parents and the wider community to support and 

improve students’ achievement and personal development and to foster the good name of the school. 
• Maintain liaison with other secondary schools, primary schools, FE and HE. 
• Present a coherent and accurate account of the school’s performance in order to inform a range of 

audiences, including Governors, the Trust board, the DfE, the local community and Ofsted. 
• Ensure that parents and students are well-informed about the expectations related to behaviour and 

attendance, and about their shared responsibilities as members of the school’s learning community. 
 
 

Managing Own Performance and Development 
 
• Think creatively and imaginatively to anticipate and solve problems and identify opportunities. 
• Participate in arrangements for Performance Management and take responsibility for own professional 

development. 
• Prioritise and manage own time effectively. 
• Work under pressure and to deadlines. 
• Sustain their own motivation and high-performance level. 
 
 
 



 

 

Managing and Developing Staff 
 
• Line manage the pastoral team and other Heads of Department as required from time to time. 
• Implement and sustain effective performance management systems, delegating performance reviews 

where appropriate. 
• Support and co-ordinate high quality professional development, in relation to SEND provision, behaviour 

and attendance, to enable staff to fulfil their roles to the best of their abilities. 
• Maximise the contribution of staff to improve the quality of education provided and standards achieved 

and ensure that constructive working relationships are sustained between staff and students. 
• Lead professional development of pastoral staff. 
 
 

Managing Resources 
 
• Work with governors and the headteacher to recruit staff of the highest quality to all posts within the 

school. 
• Deploy and manage pastoral staff effectively in order to improve and sustain the high quality of education 

provided. 
• Set appropriate priorities for expenditure, allocate funds and ensure effective administrative control over 

the pastoral budget. 
• Manage and organise SEND accommodation efficiently and appropriately to ensure that the needs of the 

curriculum and health and safety regulations are met. 
 
 

Strategic Leadership 
 
• Provide direction to secure the highest level of achievement for each student; sustain the growth of their 

spiritual, moral, cultural, mental and physical development and prepare them for the opportunities, 
responsibilities and experiences of future life including higher education and employment. 

• Present a coherent and accurate account of capacity to improve the school's performance in a form 
appropriate to a range of audiences, including trustees, governors, the DfE, ESFA, the office of the RSC, the 
local community and Ofsted. 

• Lead by example, provide inspiration and motivation, and embody for the students, staff, governors, 
trustees and parents the reality of the school’s vision and aims. 

• Ensure that all those involved in the school are committed to its aims and are accountable in meeting long, 
medium and short-term objectives to sustain school improvement. 

• Ensure that the management, organisation and administration of the school support its vision and aims 
• Manage relationships within the local family of schools in relation to the managed moves and exclusions 

protocols. 
 
 

Pre-opening Phase 
 

• Participate in consultation and marketing activities involving prospective parents and carers, students, 
community members and all stakeholders. 

• Contribute to school documentation including policies and education planning e.g. the initial 3-year SDP. 

• Assist fully with preparation for, and participation in the Pre-opening Ofsted visit. 
 

This job description is a representative document. No job description can account fully for all tasks needing to 
be performed by the Headteacher, and as such the contents of this document should not be seen as 
exhaustive. The Headteacher will be required to carry out any and all duties reasonably required by the Trust 
Board in the conscientious execution of their duties as Headteacher at Edgar Wood Academy.  



 

 

Person Specification 
 

Category Essential Desirable 

1. Qualifications • Honours degree from a recognised 
university 

• Qualified teacher status  

• Professional development in 
preparation for a leadership role  

• SEND qualification 

• Free school or new school set up 
experience  

2. Experience • Experience of Middle/Senior 
Leadership in a secondary school  

• Successful experience of managing 
organisational change in a school 
leadership role 

• Experience of providing high 
standards of pastoral care 

• Teaching and/or school 
leadership experience across 
the maintained sector  
 

3. Professional 
Development  

• Evidence of continuing professional 
development relating to school 
leadership and management, and 
pastoral care/safeguarding/SEND  

• Experience of working with 
other agencies 

• Experience of leading/ 
co-ordinating professional 
development opportunities 

• Ability to identify own 
learning needs and to support 
others in identifying their 
learning needs 

4. Strategic 
Leadership 

• Ability to articulate and develop the 
school’s vision  

• Ability to inspire and motivate staff, 
students, parents and governors to 
achieve aims of the school  

• Evidence of successful strategies for 
implementing whole school plans 

• Ability to analyse data, develop 
strategic plans, set targets and 
monitor/evaluate progress towards 
challenging targets 

• Knowledge of what constitutes 
quality educational provision, the 
characteristics of effective schools 
and strategies for raising standards 
and the achievement of all students 

• Understanding of and commitment 
to promoting safeguarding of 
students 

• Evidence of having 
successfully translated a 
vision into reality at whole-
school level 
 

5. Teaching and 
Learning 

• Knowledge and experience of 
successful teaching and learning 
strategies in order to meet the needs 
of all students in Edgar Wood 
Academy 

• A secure understanding of 
assessment strategies 

• Experience as a provider of 
professional development to 
other teachers  



 

 

• Experience of effective monitoring / 
evaluation of, and intervention in, 
teaching and learning 

• Understanding of the characteristics 
of an effective learning environment 
and the key elements of successful 
behaviour management 

6. Leading and  
Managing 
Staff 

• Experience of working in and leading 
pastoral teams 

• Ability to delegate work and support 
colleagues in undertaking 
responsibilities 

• Experience of performance 
management as reviewer and 
reviewee and supporting CPD needs 
of colleagues arising 

• Understanding of effective budget 
planning and resource deployment 
as enablers in terms of achieving 
educational priorities 

• Successful involvement in 
staff recruitment, 
appointment /induction 

• Experience of working with 
governors/trustees to enable 
them to fulfil their 
responsibilities 

7.  Accountability • Ability to communicate on school 
performance effectively, orally and in 
writing to a range of audiences 

• Experience of whole-school self-
evaluation and improvement 
strategies 

• Ability to provide clear information 
and advice to staff and 
governors/trustees 

• Awareness of performance measures 
applicable to the school 

• Experience of offering 
challenge and support to 
improve performance  

 

8. Skills, Qualities 
& Abilities: 
professional 
and personal 
attributes 

• High quality teaching skills 

• Ability to diagnose and intervene 
wisely when solving problems 

• Strong commitment to the vision and 
ethos of Edgar Wood Academy   

• Commitment to their own 
professional development  

• Commitment to developing the 
pastoral and SEND team at Edgar 
Wood Academy   

• Ability to build and maintain good 
relationships with a range of 
stakeholders 

• Ability to remain positive and 
enthusiastic when working under 
pressure 

• Ability to organise work, prioritise 
tasks, make decisions and manage 
time effectively including in relation 
to the work of others 
 

 



 

 

• Ability to delegate appropriately 

• Empathy with children  

• Excellent communication and 
negotiation skills 

• Excellent presentational skills 

• Excellent problem-solving skills 

• Stamina and resilience 

• Self-confidence 

10. References • Positive recommendation(s) in 
professional references 

• DBS clearance  

• Satisfactory outcomes from due 
diligence 

 

 
 
 

 


