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A Message from the Headteacher 
Thank you for requesting an information pack for the post of 

Assistant Headteacher – Preparing for Adulthood 

 

A warm welcome to Brook Green Centre for Learning, we are an 11 – 16 special school for 

young people with Cognition and Learning Difficulties and associated SEMH. The school 

was built in 2008 and designed for 84 students we currently have 98 students on roll and 

an average class size of 10 with one teacher and a range of Teaching and Learning 

Assistants. In the academic year 2020/21, 74% of students were eligible for Pupil Premium. 

Our students come from across the city and from the surrounding areas. Our school 

provides our students with a sense of community. 

Our amazing young people are best described as having complex learning difficulties and 

disabilities (CLDD) with a condition for admission that all children have ‘Low’ cognitive 

ability (MLD) and are working well below age related expectations.  A Local Authority 

‘Single Multi Agency Panel’ refers children on these criteria, and all have Education Health 

and Care Plans.  Additionally, many of our students have SEMH needs but may also have 

ASD, Speech, Language and Communication Needs and / or other neuro-developmental or 

medical needs. There has been a significant increase in the number of students with an 

ASD diagnosis in the last 36 months. Students come from a range of schools on entry but 

the majority are from a special primary school with a minority joining from mainstream 

schools. Less than 10% of students are independent travellers to school. 

We include therapeutic support from speech and language therapists, an occupational 

therapist, CAMHS worker and counsellors in our provision to better meet the holistic needs 

of our young people and therefore impact upon student progress. We have a regular clinic 

on site with a Paediatrician to review student needs. We also work closely with the school 

nursing team and with our Educational Psychologist. 

We offer a range of in-house therapies, delivered by our Teaching and Learning Assistants 

including Playworx, ELSA, Let’s Talk Girls / Let’s Talk Boys, Construction Play, Music therapy 

and life skills.  

Our curriculum is based on the secondary school model to enable inclusion to and from 

mainstream. Our students take GCSE, BTEC, Foundation Level and Entry Level Pathway 
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qualifications and the Bronze Duke of Edinburgh award. At 16 our students either transfer 

to a College of Further Education, a specialist provider or to a mainstream sixth form with 

appropriate provision. The range of provisions which our students access Post -16 has 

become more diverse and bespoke in recent years. 

We have achieved outstanding in our last two Ofsted inspections the last being March 

2018. Our school community is rightly proud of this. 

Our school website provides a real insight into our school and will help you get a flavour 

of who we are – a visit will bring this to life for you. 

Brook Green Centre for Learning is a truly unique place to learn and to work and if you 

feel you would like to join our thriving and happy school community in this exciting new 

post, we really would like to hear from you. 

 

Best wishes 

Sara Jordan 
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ASSISTANT HEADTEACHER 

PREPARING FOR ADULTHOOD 
 

 

 

 
Job Purpose 

 

 Be a member of the Senior Leadership team and play a major role in the overall 
direction of the school 

 Lead, develop and monitor the quality of provision within all aspects of the 
school’s Careers and Enterprise provision 

 Ensure the fulfilment of all statutory aspects of IAG and Careers to include the 
Gatsby Benchmarks and Enterprise curriculum 

 Facilitate the smooth running of the school through the completion of 
appropriate duties, tasks and rolls required as a member of the senior 
leadership team of the school 

 Model the high standards of communication, interpersonal skills and peer 
relationships expected in every interaction with students, staff and families 
 

 
Leadership Role & 
Responsibilities 

 

 Line manage staff accountable to this post - duties will be determined after 
appointment 

 Develop effective lines of communication with the whole staff team and 
promote effective communication across the school 

 Ensure families receive regular information about Preparation for Adulthood 

 Contribute to recruiting, retaining and deploying staff appropriately 

 Establish, develop and review the effectiveness of the school through which 
this vision will be implemented 

 Ensure that school improvement plans are coordinated, monitored, evaluated 
and reviewed effectively 

 Ensure that the school and its resources are organised and managed to provide 
an efficient, effective and safe learning environment 

 Ensure that all staff abide by the school’s code of conduct and all school 
policies, including safeguarding.  Ensure the health, safety and wellbeing of 
students and staff by effective risk management 
 

Job Description 

Post title: Assistant headteacher – Preparing for adulthood 

Responsible to: Headteacher 

Salary: Leadership Scale 6 – 10 

Main purpose 

As Assistant Headteacher, under the direction of the Headteacher you will: 
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 Ensure Appraisal and Performance Management of staff is effective and 
focuses on successful student outcomes 

 Support the development of an ethos that enables everyone to work 
collaboratively, share knowledge and understanding, celebrate success and 
accept responsibility for outcomes 

 Assist the Headteacher, Deputy Headteacher and Senior Leaders in leading on 
the continuing professional development of school staff  

 Build a collaborative learning culture within the school 

 Provide information, objective advice and support to Governors to enable them 
to meet their responsibilities  

 Present an accurate account of the school’s performance to a range of 
audiences and all stakeholders.  Ensure all families are well informed about 
attainment, achievement, progress and areas for improvement 
 

 
General Duties 
Teaching and Learning 

 

 Promote and facilitate excellent progress and wellbeing of individual students 
in the teaching groups assigned to him/her and to contribute to an outstanding 
culture of community across the school 

 Teach students in accordance with the professional duties of a teacher. 

 In each case, having regard to the curriculum for the school and with a view to 
promoting the development of the abilities and aptitudes of the students in any 
class or group assigned to him/her 

 Planning and preparing courses and lessons 

 Teaching according to their education needs, the students assigned to him/her, 
including the setting and marking of work to be carried out by the student in 
the school and elsewhere 

 Manage student learning through effective teaching in accordance with the 
Schemes of Work and Policies 

 Ensure continuity, progression and cohesiveness in all teaching 

 Use a variety of methods and approached (including differentiation) to match 
curricular objectives and the range of student needs and ensure equal 
opportunity for all students 

 Set high expectations for all students to deepen their knowledge and 
understanding and to maximise their achievement 

 Develop and use positive relationships in an environment of mutual respect 
which allows students to feel safe and secure and promotes their self-esteem 

 Provide guidance and advice to students on their Post 16 options and future 
careers including information about sources or more expert advice on specific 
questions; making relevant records and reports 

 Advise, co-operate and lead, in conjunction with the wider team, in the 
preparation and development of courses of study, teaching materials, teaching 
programmes, methods of teaching and assessment and pastoral arrangements 
 

 
General Duties 
Monitoring, 
Assessment, 
Recording, Reporting 
and Accountability 

 

 Assess, record and report on the development, progress and attainment of 
students 

 Contribute towards the implementation of EHCP outcomes, particularly the 
planning of appropriate actions and outcomes related to set targets 

 Assess students’ work systematically and use the results to inform future 
planning, teaching and curricular development 

 Be knowledgeable and remain up to date with statutory assessment and 
reporting procedures and prepare and present information, helpful and 
accurate reports to parents/carers 
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 Provide or contribute to oral and written assessments, reports and references 
relating to individual students and groups of students 

 Participate in arrangements for preparing students for public examinations, in 
assessing student for the purposes of such examinations and recording and 
reporting such assessments and participating in arrangements for students 
presentation for and supervision during such examinations 

 

 
General Duties 
Subject knowledge 
and understanding 

 

 Have a thorough and up to date knowledge and understanding of the National 
Curriculum programmes of study, level descriptors and specifications for 
examination courses 

 Keep up to date with research and developments in pedagogy, school 
designation and relevant subject areas 
 

 
Professional Standard 
and Development 

 

 Be an excellent role model to students through personal presentation and 
professional conduct 

 Support all the school’s policies e.g. those on Health and Safety, Literacy, 
Numeracy and ICT 

 Establish excellent and effective working relationships with professional duties 
as set out in the current Schools Teachers’ Pay and Conditions document and 
teachers legal liabilities and responsibilities relating to all current legislation 
including the role of the education service in safeguarding 

 Liaise effectively with parents/carers and with other agencies with 
responsibility for student’s education and welfare 

 Be aware of the role of the Governors and support it in performing its duties 

 Consider the needs of all students within lessons (and implement specialist 
advice) 

 Communicate and co-operate with persons or bodies outside the school 

 Participate in meetings which relate to the curriculum for the school or the 
administration or organisation of the school including pastoral arrangements 
 

Healthy & Safety  

 Understand and comply with Health and Safety Regulations and Requirements. 

 Be aware of the responsibility for personal Health, Safety and Welfare and that 
of others who may be affected by your actions or inactions 
 

 
Continuing 
Professional 
Development  
 
 
 

 

 Take responsibility for personal professional development, keeping up to date 
with research and developments in teaching pedagogy and changes in the 
curriculum 

 Undertake any necessary professional development as identified, taking full 
advantage of any relevant training and development available e.g. including 
appropriate national training schemes 

 Maintain a professional portfolio of evidence to support the appraisal process. 

 Effectively manage own time when dealing with the wide range of day to day 
and long term demands of the post 

 Consider the expectations and needs of other members of staff  
 

 
Principal 
Accountabilities 

 

 Demonstrate effectiveness in each of the QTS or Threshold standards as 
appropriate 

 Ensure that students feel safe and valued in all interactions and subjects related 
to activities 
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Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a 

comprehensive list of all tasks the Assistant Head will carry out.   

 

The post holder may be required to do other duties appropriate to the level of the role, as directed by the 

Headteacher. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Additional Information 

 

 As a teacher you will carry out the professional duties required as proved under 
the relevant section of the Service Teachers Pay and Conditions Document 

 Should circumstances arise which require this job description to be reviewed 
and amended any changes will be discusses with you in the first instance 

 In addition to the duties specified within the section ‘Particular Responsibilities’ 
you may be asked to undertake any other duties which may be regarded as 
within the nature of the duties and responsibilities/grade of the post 
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Person Specification 

We will use this person specification as the selection criteria for the post, gained from 

application, references and interviews 

 

 

Qualities 
 

 
Qualifications 
and training 
 

 

 Qualified Teacher status 

 Honours degree or equivalent 

 Professional development in preparation for a leadership role 

 Other professional qualifications in SEND 
 

 
Leadership and 
Management 

 

 Established track record of excellent leadership and impact within a 
whole school role 

 Be a strong and positive role model to students, staff, parents and 
other members of the community 

 Be prepared to go ‘the extra mile’ to do what it takes to continually 
improve Brook Green Centre for Learning 

 Understand the importance of having a good work/life balance. 

 Be able to meet deadlines and to expect this of other people 

 Be able to work under regular and sustained pressure whilst 
demonstrating high quality work and decision making 

 Remain open to suggestions and be open minded in your general 
approach  

 Be prepared to develop both personally and professionally 

 Show genuine leadership skills including at critical moments 

 Developing a strong network of partners in other schools, locally and 
nationally 

 Be forward thinking, be capable of forward planning and be capable of 
identifying and mitigating pressure points 

 Be able to prepare ideas and initiatives thoroughly, present them 
articulately. 

 Understand the importance of both imitating and completing tasks 
whilst understanding how to consult appropriately 

 Understand and model emotionally intelligent leadership 

 Be motivated, curious and have a passion to facilitate excellent 
education, interactions, experiences and relationships with students 
who can challenge 
 

 
Experience and 
Job knowledge 

 

 Experience of teaching students with additional needs 

 Experience of working with disengaged students 

 Experience of teaching up to GCSE and alternative accreditation 

 Knowledge of how to inspire students to raise their own self 
expectation and performance 
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 Experience of using ICT to support the learning within the classroom 

 Experience of using a diverse range of effective Teaching and Learning 
strategies 

 Experience of producing maintaining accurate records and produce 
clear and accurate reports 

 Experience of working under pressure and meeting deadlines. 

 Evidence of Continual Professional Development 
 

 
Job Related 
Abilities 

 

 Good communication skills 

 Good attendance record 

 Willingness to organise and participate in enrichment activities 

 Understanding of how progress and attainment can be analysed in an 
individual and group basis  

 Ability to work closely within a team 

 Ability to maintain confidentiality  

 Ability to work within school policies. 
 

 

 

SAFEGUARDING  

The safer recruitment of staff in schools is the first step to safeguarding and promoting the welfare 
of children in education.  

Brook Green Centre for Learning is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this commitment. It is recognised that 
this can only be achieved through sound procedures, good inter- agency co-operation and the 
recruitment and of competent, motivated employees who are suited to and fulfilled in the roles they 
undertake.  

We implement robust recruitment procedures and checks for appointing staff and volunteers to ensure 
that reasonable steps are taken not to appoint a person who is unsuitable to work with children, or who 
is disqualified from working with children, or does not have the suitable skills and experience for the 
intended role. 
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Living and working in Plymouth 

 

Plymouth: Britains Ocean City 

The city vision is to be one of Europe’s most vibrant waterfront cities, where an outstanding quality of life is 

enjoyed by everyone.  

Nestling between the sea, rivers and the dramatic expanse of Dartmoor, Plymouth offers the perfect work life 

balance. As recently cited by The Guardian, “Plymouth is now officially the optimum place to buy a property in 

Britain, with the best balance of schools, housing, culture and scenery.” 

Plymouth is a spectacular waterfront city which has seen many exciting changes over the last few years. These 

include the growth of Plymouth University, the redevelopment of sites such as the Royal William Yard and 

Plymouth Life Centre - one of the best sports and leisure facilities in the country - a growing events programme 

and a burgeoning reputation as a foodie heaven. 

This is an ambitious city and there are many exciting major changes ahead. Our reputation as a centre of excellence 

for marine sciences and engineering will expand as the City Deal programme provides a launchpad for small 

companies and increases the space available for marine-related industries. Our universities continue to attract 

attention around the world and our schools, increasingly work with industry to nurture future talent. 

Plymouth has a huge amount to offer, including an unrivalled lifestyle with its amazing green spaces, stunning 

waterfront and close proximity to some of the best beaches and landscapes in the UK, as well as all the advantages 

of a vibrant urban culture of a big city.  

 

 

 

 

 

 


