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WELCOME TO OUR SCHOOL 
 
 
 
 
 
 

 

Welcome to Belmore Primary Academy. 
Thank you for taking the time to consider the role of Assistant Head Teacher. 
 
Having joined Belmore as the new Head in January 2024 I am looking to build my senior leadership 
team to create a truly exceptional school.  
 
We aspire to be a school: 
- That everyone wants to come to 
- That changes lives 
- That is an exciting place to be and learn in 
- That is an integral part of the Middlesex Learning Partnership – working and learning together, 

supporting each other. 
 
Our aim is for all staff: 
- To enjoy coming to work 
- To enjoy getting better at their role 
- To enjoy making a difference to our pupils and families 
- To have the tools to get through the hard days 
- To work collaboratively and positively with each other 
- To have a work balance which is right for each individual 
 
For our pupils, we want: 
- Belmore to be the right place for each individual child 
- Pupils to want to learn more and do better 
- Pupils to be proud of their school, it is their place 
- We have high standards and expectations for pupils, both academically and socially. We don’t 

apologise for this. 
 
We are looking for an Assistant Head who has the same aspirations and vision. Who is kind, works 
hard and wants to be part of this exciting next step for Belmore. 
 
Rose Taunt 
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MIDDLESEX LEARNING PARTNERSHIP 
 
 
 
 
 

 

We are a Trust with great ambitions for young people, ambitious for their futures, ambitious for 

their achievements and ambitious for their personal development. Students are at the heart of 

everything we do and our commitment to these values is unwavering. 
 

In line with the ethos of the best schools in the country, our academies are always pushing the 
boundaries of learning and encouraging both students and staff to strive to reach their full potential. 

 

Our mission is to ensure that students and pupils recognise the importance of learning and the 

transformative power that education has to level the playing field for all pupils and students. We 

want them to be equipped to flourish in a rapidly changing world and we want our staff to celebrate 

the priceless contributions they make to students’ lives. 

 

As a growing Trust we have harnessed the synergy that comes through schools with similar values 

working together. Through the work done in our Trust, our academies have all become more 

successful and able to offer a broader range of support, collaboration and services to all of our 

stakeholders. Our academies have the capacity to deliver more together, united behind our common 

goals, our partners and commitment to the future generations of Middlesex. 
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OUR VALUES AND ETHOS 
 
 
 

 

We have the highest expectations of ourselves and each other and we do not put a ceiling on success and 
achievement. 
 

We treat everyone fairly and equally and we embrace difference and diversity. 
 

Kindness and respect are at the heart of what we do. 
 

The rich and varied experiences and opportunities we offer mean that everyone will leave us better prepared for 
the next stage in their life journey. 
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ADVERT 
 
 
 

Assistant Head of School 
- Full time (part-time considered), permanent position 
- Start date of April or September 2024 

- Leadership Scale L7-11 depending on experience 
- The role will either be with a responsibility of Designated Safeguarding Lead OR Teaching and 

Learning 

 

We are looking to appoint someone who is kind; who is an excellent teacher and leader with vision, 
determination and the ability to work with the senior team, staff and governors to drive 
improvement and lead the school confidently into the future. 

 

Belmore is a happy and popular three-form entry primary academy serving a diverse community in 
West London. We have just retained our Good Ofsted rating (November 2023). We have the 
highest expectations and aspirations for our children both academically and personally which is 
tangible in and around the school. We do not put a ceiling on achievement and the warm and 
positive ethos across the school means that children can thrive. 

 

This is an incredibly exciting time to join our school as we continue to make significant progress on 

our school improvement journey. As part of the Middlesex Learning Partnership family, you will also 

have the opportunity to work collaboratively with our partner academies, William Byrd Academy 

and Barnhill Community High School. 

 

Collaboration and support are embedded in the culture of the school. Staff are the vital ingredient 

in our school and our commitment to the development of staff at all levels is a fundamental 

priority for us. 
 

We can offer: 
  

• A friendly, very supportive and innovative senior team who are passionate about our school 
 

• Wonderful children who are happy and eager to learn 

• A dedicated, hardworking and enthusiastic staff team 

• A supportive community who are invested in their school 
• Quality guidance and professional development opportunities 
• The opportunity to make a difference and bring lasting change to our school 

 
• Access to NPQSL/H and high quality leadership development from with the Trust and 

through Teach First  
• Opportunity to participate in Challenge Partners reviews  
• A fantastic opportunity to be part of an exciting and forward thinking trust, working 

in partnership with other schools   
 

Visits to the school are encouraged and we would be delighted to show you around. Please contact 
the Head’s PA, Charan Nagah, to arrange a visit: gnagah@belmore.school  

 

Belmore Primary Academy is committed to creating a diverse workforce. We’ll consider all qualified 
applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender 
reassignment, pregnancy, maternity, age, disability, marriage or civil partnership. 

 

The school is committed to safeguarding and promoting the welfare of children and young people and expects 
all staff and volunteers to share this commitment. The successful candidate will be subject to an enhanced 

DBS check, satisfactory references, a social media check and other pre-employment checks. 
Please see here link to MLP Safeguarding Policy (primary) 

 
Closing date: 9am Friday 22 March 2024 
Interview date:   Tuesday 26 March 2024 – early applications are encouraged, shortlisting and 
interviews may take place earlier than advertised 

mailto:gnagah@belmore.school
https://www.mlp.org.uk/page/?title=Policies+%26amp%3B+Statutory+Documents&pid=20
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Please note – there are 2 separate Job Descriptions, one for DSL – page 7, one for Teaching and 
Learning – page 13. The candidate will be expected to take the role of one, not both. You may 
apply specifically for one or this can be explored and negotiated at interview. 
 
Job Description – Designated Safeguarding Lead 
 
JOB DETAILS 

 

Main purpose 
 
The DSL will take lead responsibility for safeguarding and child protection across the school 
(including online safety). They will take part in strategy discussions and inter-agency meetings, and 
contribute to the assessment of children. 
 

They will advise and support other members of staff (including the Senior Leadership Team 
and Pastoral staff) on child welfare, safeguarding and child protection matters, and liaise with 
relevant agencies such as the local authority and police. 
 
Some safeguarding activities may be delegated to deputies, but the DSL will retain ultimate lead 
responsibility for safeguarding and child protection. 
 

Duties and responsibilities 
 

Managing referrals 
 

• Refer cases of suspected abuse and neglect to the local authority children’s social care 
 
• Support staff who make referrals to the local authority children’s social care 
 
• Refer cases to the Channel programme where there is a radicalisation concern 
 
• Support staff who make referrals to the Channel programme 
 
• As required, liaise with the case manager and the designated officer at the local authority for 

child protection concerns (all cases which concern a staff member) 
 
• Refer cases to the Disclosure and Barring Service where a person is dismissed or leaves due to 

risk or harm to a child 
 
• To liaise with the Head in respect of police investigations or investigations under section 47 

Children Act 1989 which involve the school. 
 
• To act as a source of support, advice and expertise to staff on matters of safety and 

safeguarding and when deciding whether to make a referral by liaising with the relevant 
agencies 

 
• Refer cases to the police where a crime may have been committed 
 
• Refer cases to Early Help Agencies e.g. Key Working Service. 

 

Policy, Procedures and Reporting 
 

 

• In liaison with the Head of School, support in the annual updating of the Child Protection and 
Safeguarding Policy to ensure that it is compliant with KCSIE guidance 

 
• Complete a Safeguarding Report for Governors on a termly basis 
 
• Complete Safeguarding Audit to report to the Local Borough of Hillingdon 
 
• Attend and complete reports required for Cross Trust Safeguarding Hub Meetings 
 
• Continually monitor and where required adjust procedures to ensure Safeguarding procedures 

are most effective within the school 
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• Liaise with the Head of School’s PA to access information regarding Safeguarding Training 

completed by staff 
 

 

Working with staff and other agencies 
 
• Act as a source of support, advice and expertise for all staff 
 
• Act as a point of contact with the safeguarding partners 
 
• Inform the head of school of safeguarding issues, especially ongoing enquiries under section 47 

of the Children Act 1989 and police investigations, and the requirement for pupils to have an 
appropriate adult 

 
• Liaise with the case manager and the local authority designated officer(s) (LADO) for child 

protection concerns in cases which concern a staff member 
 
• Liaise with staff on matters of safety, safeguarding and welfare (including online and digital 

safety), and when deciding whether to make a referral by liaising with relevant agencies so that 
children’s needs are considered holistically 

 
• Liaise with the senior mental health lead and, where available, the mental health support team, 

where safeguarding concerns are linked to mental health 
 
• Promote supportive engagement with parents and/or carers in safeguarding and promoting 

the welfare of children, including where families may be facing challenging circumstances 
 
• Work with the head of school and relevant strategic leads, taking lead responsibility for 

promoting educational outcomes by: 
 

o Knowing the welfare, safeguarding and child protection issues that children in need 
are experiencing, or have experienced 

 
o Identifying the impact that these issues might be having on children’s 

attendance, engagement and achievement at school 
 

• The above includes: 
 

o Ensuring the school knows which children have or have had a social worker, 
understanding their academic progress and attainment, and maintaining a culture of high 
aspirations for this cohort 

 
o Supporting teaching staff to provide additional academic support or 

reasonable adjustments to help these children reach their potential 
 

 

Managing the child protection file 
 

• Ensure child protection files are kept up to date 
 
• Keep information confidential and store it securely 
 
• Make sure records include: 
 
• A clear and comprehensive summary of the concern 
 
• Details of how the concern was followed up and resolved 
 
• A note of any action taken, decisions reached and the outcome 
 
• Ensure files are only accessed by those who need to see them, and that where a file or content 

within it is shared, this happens in line with information sharing advice as set out in Keeping 
Children Safe in Education (KCSIE) 

 
• Where children leave the school (including in year transfers): 
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o Ensure their child protection file is securely transferred to the new school as soon as 

possible, separately from the main pupil file, with a receipt of confirmation, and within the 
specified time set out in KCSIE 

 
o Consider whether it would be appropriate to share any additional information with 

the new school before the child leaves, to help them put appropriate support in place 
 

 

Raising awareness 
 

• Develop and deliver regular Safeguarding Training to the whole staff, or arrange for 
appropriate facilitators to come in to deliver training. Ensure that the training level meets the 
needs of staff being trained. 

 
• Ensure each member of staff has access to, and understands, the school’s child protection 

policy and procedures, especially new and part-time staff 
 
• Work with the governing board to ensure the child protection policy is reviewed annually (as a 

minimum) and the procedures and implementation are updated and reviewed regularly 
 
• Ensure the child protection policy is available publicly and parents are aware that referrals 

about suspected abuse or neglect may be made and the role of the school in this 
 
• Ensure that parents are aware that referrals about suspected abuse or neglect may be made to 

children’s social care and the school’s role in this 
 
• Ensure the School’s child protection policy, and the implementation of it, is reviewed at least 

annually and is up to date and liaise with the Governors about this 
 
• Link with the safeguarding partner arrangements to make sure staff are aware of any training 

opportunities and the latest local policies on local safeguarding arrangements 
 
• Help promote educational outcomes by sharing information with teachers and school 

leadership staff about the welfare, safeguarding and child protection issues that children 
who have or have had a social worker are experiencing 

 
• Liaise with Head of School’s P.A to ensure that new staff are appropriately inducted in regards 

to Safeguarding policies and procedures and email details to set up Safeguarding Training. 
 
• Where children leave the school ensure their child protection file is transferred to the new 

school or college as soon as possible. This should be transferred separately from the main pupil 
file. The DSL is responsible for ensuring that reasonable steps are taken to effect secure transit 
and for obtaining confirmation of receipt from the new school. 

 

 

Training 
 

• Undergo training (at least every 2 years) to gain the knowledge and skills required to carry out 
the role and meet the expectations set out in KCSIE, including those outlined in the ‘Training, 
knowledge and skills’ section of annex C 

 
• Undertake Prevent awareness training 
 
• Refresh knowledge and skills at regular intervals and at least annually 
 
• Attend or send a representative to attend Hillingdon Borough DSL Cluster Meetings to be 

informed about key safeguarding issues within the local borough context, and also learn about 
support available within the borough to support staff and children involved with safeguarding 
concerns. 

 
• Ensure all staff receive ongoing Safeguarding Training and complete online training 
 
• Oversee and collate that staff have read all required guidance, polices and completed online 

training. 
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Providing support to staff 
 

• Support and advise staff and help them feel confident on welfare, safeguarding and child 
protection matters 

 
• Support staff during the referrals process 
 
• Support staff to consider how safeguarding, welfare and educational outcomes are linked, 

including to inform the provision of academic and pastoral support 
 
• Lead the pastoral team and the whole school wellbeing strategy 
 

 

Understanding the views of children 
 

• Encourage a culture of listening to children and taking account of their wishes and feelings, 
among all staff, and in any measures the school may put in place to protect them 

 
• Understand the difficulties that children may have in approaching staff about their 

circumstances and consider how to build trusted relationships which facilitate communication 
 
• Ensure that children with a social worker are aware of staff that are aware of their situation and 

who they can go to for help. 
 
• Children’s views are gathered (as appropriate) for meetings regarding the children – i.e. Child 

Protection Case Conferences, Core Group Meetings, Child In Need Meetings, Team Around the 
Family Meetings. 

 
• Oversee/Complete pupil surveys to collect views and also where appropriate follow up with 

students where concerns are highlighted 
 

 

Holding and sharing information 
 

• Understand the importance of information sharing, both within the school, with other schools 
and colleges on transfer, and with the safeguarding partners, other agencies, organisations and 
practitioners 

 
• Understand relevant data protection legislation and regulations, especially the Data Protection 

Act 2018 and the UK General Data Protection Regulation (UK GDPR) 
 
• Keep detailed, accurate, secure written records of concerns and referrals 
 

 

The DSL will be required to safeguard and promote the welfare of children and young people, and 
follow school policies and the staff code of conduct. 
 

During term time, the DSL should always be available during school hours for staff in the school to 
discuss any safeguarding concerns. Ideally this will be in person, but can also be via phone or video 
call in exceptional circumstances. 
 

 

Assistant Head of School the other areas of responsibility 
 

 

School culture and behaviour 
 

Under the direction of the Head of School or deputy head of school, the assistant head will: 
 

• Create a culture where pupils experience a positive and enriching school life 
 
• Uphold educational standards in order to prepare pupils from all backgrounds for their next 

phase of education and life 
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• Ensure a culture of staff professionalism 
 
• Encourage high standards of behaviour from pupils, built on rules and routines that are 

understood by staff and pupils and clearly demonstrated by all adults in school 
 
• Use consistent and fair approaches to managing behaviour, in line with the school’s behaviour 

policy 
 

 

Teaching, curriculum and assessment 
 

Under the direction of the head of school or deputy head of school, the assistant head will: 
 

• Establish and sustain high-quality teaching across subjects and phases, based on evidence 
 
• Ensure the teaching of a broad, structured and coherent curriculum 
 
• Establish curriculum leadership, including subject leaders with relevant expertise and access to 

professional networks and communities 
 
• Use valid, reliable and proportionate approaches to assessing pupils’ knowledge and 

understanding of the curriculum 
 
• Ensure the use of evidence-informed approaches to reading so that all pupils are taught to read 
 

 

Additional and special educational needs and disabilities 
 

Under the direction of the head of school or deputy head of school, the assistant head will: 
 

• Promote a culture and practices that enables all pupils to access the curriculum 
 
• Have ambitious expectations for all pupils with SEN and disabilities 
 
• Make sure the school works effectively with parents, carers and professionals to identify 

additional needs and provide support and adaptation where appropriate 
 
• Make sure the school fulfils statutory duties regarding the SEND Code of Practice. 
 

 

Organisational management and school improvement 
 

Under the direction of the head of school or deputy head of school, the assistant head will: 
 

• Establish and oversee systems, processes and policies so the school can operate effectively 
 
• Ensure staff and pupils’ safety and welfare through effective approaches to safeguarding, as 

part of duty of care 
 
• Ensure rigorous approaches to identifying, managing and mitigating risk 
 
• Ensure effective use of budgets and resources 
 
• Identify problems and barriers to school effectiveness, and develop strategies for school 

improvement that are realistic, timely and suited to the school’s context 
 
• Make sure these school improvement strategies are effectively implemented 
 

 

Please note that this list of duties is illustrative of the general nature and level of responsibility of the 
role. It is not a comprehensive list of all tasks that the Assistant Head/DSL will carry out. The 
postholder may be required to do other duties appropriate to the level of the role. 

https://www.gov.uk/government/publications/send-code-of-practice-0-to-25
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Person specification 
 

 
 

CRITERIA 
  

QUALITIES 
 

    
      

Qualifications  • QTS 

and training  • GCSE (or equivalent) in English and maths 

    • Degree 
   

Experience  • Successful leadership and management experience in a school or other 

    relevant organisation 

    • Experience of managing safeguarding in a school or other relevant 

    organisation, including: 

    o Building relationships with children and their parents, particularly the 

    most vulnerable 

    o Working and communicating effectively with relevant agencies 

    o Implementing and encouraging good safeguarding practice 

    throughout a large team of people 

    • Demonstrable evidence of developing and implementing strategies to help 

    children and their families 

    • Experience of handling large amounts of sensitive data and upholding the 

    principles of confidentiality 
   

Skills and  • Expert knowledge of legislation and guidance on safeguarding and working 

knowledge  with young people, including knowledge of the responsibilities of schools 

    and other agencies 

    • Ability to work with a range of people with the aim of ensuring the safety 

    and welfare of children 

    • Awareness of local and national agencies that provide support for children 

    and their families 

    • Excellent record keeping skills and attention to detail, in order to produce 

    reports, take minutes of meetings, and document safeguarding concerns 

    • Good IT skills, including previous use of School information management 

    systems. 

    • Effective communication and interpersonal skills 

    • Ability to communicate a vision and inspire others 

    • Ability to build effective working relationships with staff and other 

    stakeholders 
   

Personal  • Commitment to ensuring the safety and welfare of children 

qualities  • Commitment to upholding and promoting the ethos and values of the school 

    • Integrity, honesty and fairness 

    • Ability to work under pressure and prioritise effectively 

    • Commitment to maintaining confidentiality at all times 

    • Commitment to equality 
       

Notes:  
This job description may be amended at any time in consultation with the postholder. 
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Job Description for Assistant Head Teacher with responsibility for Teaching and Learning 

 
Purpose of the role 

• To improve the quality of education across the school through developing teaching and learning and 
the curriculum 

• To support the further development of reading across the school 

• Set high standards, acting as a role model for colleagues 

• Show a commitment to maximising outcomes for all learners 

• Develop pupils’ character and learning skills 

• Lead and manage staff in a way that promotes their skills, confidence and expertise 

• Build and promote a positive ethos which reflects a commitment to high achievement, an exceptional 
learning environment, good relationships and equality of opportunity for all stakeholders 

• Carry out the professional duties of a teacher, including teaching an agreed timetable 

• Take responsibility for child protection issues as appropriate 

• Take responsibility for promoting and safeguarding the welfare of children and young people within 
the school  

 

 
Duties and responsibilities  
 

Shaping the future  

• In partnership with the senior leadership team and governors, establish and implement an 
ambitious vision and ethos for the future of the school 

• Play a leading role in the school improvement and school self-evaluation process 

• In partnership with the Head of School, manage school resources 

• Devise, implement and monitor action plans and other policy developments 
• Lead by example to motivate and work with others 

• In partnership with the Head of School, lead by example when implementing and managing change 
initiatives 

• Promote a culture of inclusion within the school community where all views are valued and taken in 
to account  
 

Developing the Quality of Education 

• Be an excellent role model, exemplifying a high standard of teaching and promoting high expectations 
for all members of the school community 

• Lead a middle leadership team to develop curriculum and curriculum planning in foundation subjects 
across the school and develop subject and pedagogical content knowledge 

•  and support for staff  

• Work in partnership with the senior leadership team in managing the school through strategic 
planning and the formulation of policy and delivery of strategy, ensuring management decisions are 
implemented 

• With the senior leadership team, lead the processes involved in monitoring, evaluating and 
challenging the quality of teaching and learning taking place throughout the school, including lesson 
visits, to ensure consistency and quality 

• Develop and review systems to ensure robust evaluation of school performance, progress data and 
actions to secure improvements comparable to, or exceeding, national standards   

• Ensure through leading by example the active involvement of pupils and staff in their own learning 
 

Developing self and others 
• Support the development of collaborative approaches to learning  

• Be an excellent role model for both staff and pupils in terms of being reflective and demonstrating a 
desire to improve and learn 

• Take responsibility and accountability for identified areas of leadership 

• Support with the annual appraisal process for all identified support and teaching staff  
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Managing the organisation 

• Ensure the effective dissemination of information, the maintenance of and ongoing improvements to 
agreed systems for internal communication 

• Support the senior leadership team to ensure a consistent approach to standards of behaviour, 
attendance and punctuality are implemented across the school 

• Be a proactive and effective associate member of the senior leadership team 

• Ensure the day-to-day effective organisation and running of the school, including the deployment of 
staff if appropriate 

• To undertake any other professional duties, reasonably delegated by the Head of School 
 

Securing accountability 
• Promote and protect the health and safety welfare of pupils and staff 

• Take responsibility for promoting and safeguarding the welfare of children and young people within 
the school 
 

Strengthening community 
• Promote the positive involvement of parents/carers in school life 

• Organise and conduct meetings where appropriate with parents and carers to ensure positive 
outcomes for all parties 

• Strengthen partnership and community working 

• Promote positive relationships and work with colleagues in other schools and external agencies 
 

This job description is not your contract of employment, or any part of it. It has been prepared only for the 
purpose of school organisation and may change either as your contract changes or as the organisation of the 
school is changed. Nothing will be changed without consultation. This document must not be altered once it 
has been signed but it will be reviewed annually as part of the appraisal process or as appropriate. 
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Job Specification 

 

Qualifications and experience  

• Qualified teacher status 

• Experience of leadership and management in a primary school or other educational setting 

• Evidence of continuing professional development, research and training  

• Holds, or is willing to work towards, NPQSL 
 

Skills  

• Ability to develop and maintain good personal relationships with pupils, staff, 
parents/carers, Governors and the wider community  

• Ability to demonstrate leadership qualities  

• Ability to work effectively with staff in the monitoring of learning and teaching  

• Ability to work with, lead and motivate individuals and teams of staff  

• Ability to communicate effectively  

• Ability to raise achievement by use of assessment data analysis and target setting  

• Ability to work under pressure and meet professional deadlines  

• Ability to manage and resolve conflict  

• Ability to use ICT for school management purposes 

• Ability to demonstrate outstanding classroom practice.  
 

Strategic development 

• Ability to communicate a strong clear vision for high quality primary education which 
maximises the potential of the school  

• Ability to articulate ways of building, communicating and implementing a shared vision  

• Experience of school self-evaluation, and ability to formulate effective processes for 
undertaking this  

 

Knowledge  

• Thorough understanding of and commitment to inclusive education  

• Thorough understanding of the factors that impact on raising the achievement of children in 
the Primary sector  

• Awareness of current educational developments, initiatives and research relating to primary 
education  

• Thorough understanding of managing planning, assessment and record keeping, and how 
these affect optimal pupil progress  

• Thorough understanding of how children learn  
 

Personal Qualities  

• Commitment to raising standards of attainment and equal opportunities across the school  

• Commitment to maintaining strict confidentiality  

• Passion for excellence and ability to lead by example and encouragement  

• Commitment to develop own knowledge, understanding and skills  

• Enthusiasm, flexibility and sense of perspective  
 
 
 
Quality of Education 

• An outstanding classroom practitioner with a track record of good and outstanding teaching  

• Ability to plan, teach and assess effectively and to a high standard  

• Excellent understanding of assessment and how to use it to maximise pupil progress  
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• Effective behaviour management skills  

• Experience of improving the quality of teaching of others  

• Experience of supporting the leadership team to monitor, evaluate and improve teaching 
and learning across a school  

• Experience of using and selecting ICT to enhance teaching and learning  

• Experience of using research evidence to inform teaching and learning  

• Successful, recent teaching experience across the Primary Phase CORE/NON_CORE 
development/improvement 

 
 

 


