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Vice Principal - (QoE, Teaching, Learning and Assessment) Job Description

JOB PURPOSE SUMMARY: 

The Vice Principal is accountable directly to the Principal.

This strategic leadership post is designed to meet the academy’s evolving priorities in line with:
• DfE national policy, including the Schools White Paper Every Child Achieving and Thriving (23 February 2026) and its direction of travel on schools and SEND reform (including the development of National Inclusion Standards and an increasingly evidence-based, inclusive approach to meeting need)
• The Ofsted School Inspection Handbook
• The state-funded school inspection toolkit (Ofsted, from November 2025)
• The Trust’s School Improvement Plan (SIP)

Core Strategic Responsibilities
The Vice Principal must ensure compliance with the Academy Trust Handbook, including responsibilities around internal controls, curriculum financial planning, and ensuring curriculum-led budget allocations demonstrate value for money.
Lead the strategic vision for the Quality of Education across the academy, ensuring it is coherent, aligned to SIP (School Improvement Plan) priorities, and demonstrably impacts student outcomes.

Drive the delivery and continual review of the curriculum intent, implementation, and impact across pathways and key stages, embedding consistency across departments, including Inclusion and Personal Development. The Vice Principal has a strategic focus on curriculum excellence, inclusive pedagogy, and meaningful assessment, aligned to EHCP and PfA priorities.

Ensure that staff professional development is aligned to the needs identified through quality assurance (QA), triangulated with student progress, behaviour for learning, and personal development data.

Work proactively to build leadership capacity at all levels by coaching and mentoring leaders to monitor, evaluate and improve their own areas of responsibility based on robust evidence.

Embed a culture of frequent, supportive, and high-challenge quality assurance processes, ensuring that all monitoring activities (learning walks, work scrutiny, student voice, planning reviews, assessment snapshots) are directly linked to impact evaluation and feed into the (Self-Evaluation Form) SEF and SIP.

Monitor and evaluate the impact of leaders’ actions on:
· Students’ acquisition and application of knowledge and skills
· Effective curriculum adaptation to meet cognitive and emotional needs
· Students’ progress toward EHCP and Preparation for Adulthood (PfA) outcomes
· Students’ confidence, independence, emotional regulation and relationship management
Work collaboratively with the Senior Vice Principal to maintain a rigorous, evidence-based approach across all Quality Assurance activities:
· The Vice Principal will lead on substantiating evidence related to curriculum, teaching, learning, assessment, and the quality of education impact using platforms such as Earwig, StepLab, and subject-specific portfolios.
· The Senior Vice Principal will retain strategic responsibility for substantiating evidence related to behaviour and attitudes, student attendance, health and safety, and safeguarding systems, using platforms including the BehaviourWatch (BW), Behaviour for Learning (BfL)Tracker, Positive Behaviour Support (PBS) Logs, Provision Mapping, MyConcern, and Health and Safety (H&S) compliance logs.
· Collaborative alignment will ensure that findings across both domains (Quality of Education and Behaviour/Attitudes and Personal Development) are triangulated to support whole-school improvement planning and self-evaluation.
· Appraisal responsibilities are allocated by the Principal in line with CPA’s appraisal policy; the Vice Principal appraises colleagues within the Quality of Education portfolio whom they line-manage, and the Senior Vice Principal retains appraisal responsibility for roles allocated within the operational/whole-school portfolio, as delegated.
Required Leadership Behaviours at Charlton Park Academy Trust
As part of the leadership team, it is important that the Vice Principal: Quality of Education, Teaching, Learning and Assessment demonstrates very well the ability to both lead and manage.  Together they establish a climate for learning that successfully ensures a constantly improving school.  

All leaders are required to uphold and demonstrate the Seven Principles of Public Life at all times. Known as the Nolan principles, these form the basis of the ethical standards expected of public office holders:
· selflessness
· integrity
· objectivity
· accountability
· openness
· honesty
· leadership

Both within and outside school, leaders:
· build relationships rooted in mutual respect, and at all times observe proper boundaries appropriate to their professional position
· show tolerance of and respect for the rights of others, recognising differences and respecting cultural diversity within contemporary Britain
· uphold fundamental British value, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs
· ensure that personal beliefs are not expressed in ways which exploit their position, pupils’ vulnerability or might lead pupils to break the law
· serve in the best interests of the school’s pupils
· conduct themselves in a manner compatible with their influential position in society by behaving ethically, fulfilling their professional responsibilities and modelling the behaviour of a good citizen
· uphold their obligation to give account and accept responsibility
· know, understand, and act within the statutory frameworks which set out their professional duties and responsibilities
· take responsibility for their own continued professional development, engaging critically with educational research
· make a positive contribution to the wider education system

All school leaders, including UPS and TLR postholders are expected to meet the standards outlined within the 
· The Teaching Standards 
· School teachers’ pay and conditions document 2023 (publishing.service.gov.uk)
· National Standards -NPQ_Leading Teaching 
· Chartered-Teacher-Leadership-Principles. 

KEY RESPONSIBILITIES AND ACCOUNTABILITIES OF ALL STAFF IN LEADERSHIP ROLES
· Lead, develop, and evaluate the academy’s Quality of Education strategy, ensuring alignment with Ofsted criteria and DfE standards.
· Ensure that curriculum planning (intent, implementation, impact) is ambitious, coherent, and adaptive to the cognitive, communication, and emotional needs of all students.
· Embed high expectations across teaching, learning, and assessment practices at all levels.
· Champion effective assessment systems that inform teaching, track progress towards EHCP and PfA outcomes, and support responsive curriculum adaptation.
· Strengthen professional learning frameworks across the school, aligning CPD to SIP priorities, QA findings, and staff development needs.
·  Assist with the implementation of all policies and procedures relating to behaviour for learning, personal development, health and safety as well as safeguarding. 
· Promote equality as an integral part of the role and to treat everyone with fairness and dignity.
· Ensure that all those involved in the school are committed to its aims, motivated to achieve them and involved in meeting long, medium- and short-term objectives and targets which secure the educational success of the school.
· Perform other duties determined in discussion with the Principal.
Leadership is about
· Creating and ensuring commitment to a clear vision
· Managing change so as to improve the school
· Building a high performing school
· Inspiring motivating and influencing staff
· Leading by example and taking responsibility
· Using evidence-based research and best practice to inform strategic decision making and planning.
Management is about
· Monitoring and evaluating performance
· Strategic thinking and planning
· Managing people, including performance management, making the best use of the skills of staff 
· Managing financial and other resources
· Communicating
· Delivering results

1. Supporting the CPA Trust Schools and Academies Programme
1.1. Support the activities of the Trust.
1.2. Contribute to the development and delivery of the CPA Trust SCITT and other ITT related developments.
1.3. Contribute to the development and delivery of Department for Education (DfE) leadership and teaching programmes.
1.4. Support the leadership of other schools within your CPA Trust Partnership.
1.5. Share excellent practice and learn from, with and about other schools in the CPA Trust  family of Schools and Academies.
1.6. Liaise effectively with and support the work of the Trust Central Team to enable it to ensure the effectiveness of all CPA Trust  Schools and Academies.

2. Overall Strategic Responsibilities
2.1. Provide and sustain strategic leadership and direction for the Quality of Education of the school.
2.2 Provide inspiring and purposeful leadership for the staff and students within a caring and secure SEND environment.
2.3. Work in partnership with the Principal, Senior Vice Principal, the Leadership Team, Local Governing Body, Trust Central Team, learners, staff, parents and other stakeholders to instil the ethos and values, which will underpin all activities within the school.
2.3. Assist in the creation and implementation of the overall aims and objectives for the school, which embody its ethos, vision and values.
2.4. Support the implementation of the strategic development plans underpinned by sound financial planning, which identify short, medium and long-term priorities and targets for achieving and sustaining excellence.
2.5. Provide outstanding strategic and operational leadership of assigned areas of responsibility.
2.6 Develop and implement an effective strategy for assigned areas of responsibility in collaboration with other members of the Senior Leadership Team.
2.7 Devise and implement a development plan for all areas of responsibility with clear annual targets agreed 
with all members of the Senior Leadership Team.
2.8 Performance manage assigned staff with respect to all areas of responsibility for pupils; through regular 
meetings, setting of appropriate targets for performance, providing support and challenge and undertaking regular reviews for feedback.
2.9 Maintain positive relationships with strategic partners at all levels, both within the Trust and in the wider community.

3. Quality Assurance and Evaluation of Quality of Education
3.1 Design and lead robust QA systems that triangulate evidence from:
· Student learning walks and observations
· Engagement tracking (Earwig, StepLab, other platforms related to students’ achievement and progress) including liaison with the Senior Vice Principal around BAA tracking (BW, BfL Tracker, attendance tacker)
· Work scrutiny and assessment data
· Student voice activities and family feedback
3.2 Ensure all QA activities lead to meaningful evaluations of impact and clearly identify next steps for development.
3.3 Ensure that every leader actively monitors, evaluates, and improves their area of responsibility in line with the SIP.

4. Leadership Development
4.1 Build leadership capacity across middle and senior leaders, equipping them with the skills and mindset to evidence and articulate impact.
4.2 Coach and mentor leaders to strengthen their accountability and drive improvements in their own areas, while fostering collective responsibility.
4.3 Promote collaborative, inclusive leadership culture aligned with the Nolan Principles and Trust values.

5. Curriculum and Teaching Impact
5.1 Develop and sustain effective planning and preparation across the school by:
a. Leading staff who are responsible for curriculum design to plan for the teaching of foundational knowledge, the removal of scaffolding as pupils achieve high degrees of success, and the practice of applying new knowledge and skills. 
b. Working with senior leaders and subject leads to make sure that staff have access to examples and support on how to break tasks down into constituent components when first setting up independent practice.
c. Ensuring curriculum plans (long-term; medium-term and short-term plans) include retrieval and spaced practice to build automatic recall of important knowledge and interleaving of concrete and abstract examples.
3.2 Determine, organise, implement and monitor the curriculum and its assessment and ensure that it:
a. Provides a cognitive age appropriate academic focus for all learners.
b. Enables all learners to be equipped for Preparation for Adulthood.
c. Is relevant to the needs of all students and takes account of the school’s SEND ethos.
d. Supports colleagues to design a carefully sequenced, broad and coherent curricula.
e. Leads to outstanding achievement by all learners, regardless of prior ability.
3.3 Ensure that standards in literacy, numeracy and the subjects within the Preparation for Adulthood are priority targets for all students.
· Championing a whole school approach to developing literacy, including by training staff to use a range of question types that improve the quality of class discussions; scaffolding pupil discussion to increase the focus and rigour of dialogue; and considering the factors that will support effective collaborative or paired work (e.g. familiarity with routines, whether pupils have the necessary prior knowledge and how pupils are grouped).
3.4 Create bespoke education programmes/pathways for each student, monitor student progress to ensure they are meeting their goals, devise strategies to help students achieve their educational targets and make recommendations to the Principal for student progression.
3.5 Lead strategic provision of high-quality feedback and ensure colleagues use assessment that is high-quality and as reliable as possible without creating unnecessary workload.
3.6 Lead strategic action planning based on rigorous analysis of student outcomes, lesson observations, QA data, and external review feedback. 
3.7 Develop effective links with the community, including voluntary organisations and enterprises, to extend the curriculum and enhance learning and teaching.
3.7 Promote extra-curricular activities across the curriculum.
3.8 Participate, to such an extent as may be appropriate having regard to the Principal’s other duties, in teaching students in the school.
3.9 Contribute to the improvement of teaching across the Trust’s regional partnership and national family of schools.
3.10 Contribute to the improvement of teaching through DfE programmes.

4. Leading and Managing Staff 
4.1 The Vice Principal 
· holds direct line management responsibility for all Subject Leads, Pathway Leads, and curriculum-related roles (including literacy, numeracy, PfA, phonics, and curriculum champions). This includes leaders contributing to curriculum design, sequencing, and assessment.
· provides the strategic framework and QA oversight to ensure that Post-16 provision is both ambitious and inclusive, while the Assistant Headteacher leads its practical implementation and continuous improvement. The Assistant Headteacher is formally accountable to the Vice Principal for ensuring that the entirety of Post-16 curriculum planning—including PfA—meets the standards required for inspection, stakeholder assurance, and learner success.
· leads and quality assure the academy’s appraisal (performance management) arrangements for these leaders and, where delegated by the Principal, for teachers within the Quality of Education portfolio. This includes setting clear annual appraisal objectives aligned to the SIP and Quality of Education priorities (with agreed success measures and evidence sources), conducting mid-year and end-of-year reviews, providing coaching and targeted professional support, and taking timely, fair action to address underperformance where improvement is not secured, in line with CPA’s appraisal policy and procedures.

4.2. Create and sustain a culture of learning within the school through instructional coaching - modelling the best practice and establishing systems to support teachers in meeting these high expectations.  
4.3 Use clear, compassionate, but uncompromising communication to hold colleagues accountable to high standards without fostering resentment.
4.4 Build professional confidence across the leadership team through:
· Use of Ofsted Handbook/Toolkit as daily references for school leadership actions.
· Regular leadership coaching using real examples to deepen understanding of effective practice.
· Structured action-planning following QA reviews with SMART improvement targets.
4.5 Identify and escalate areas where strategic leadership from others is falling short, ensuring systemic barriers to improvement are addressed promptly.
4.6. Participate in the recruitment and selection of teaching and non-teaching staff as requested by the Principal
4.7. Plan, allocate, support and evaluate work undertaken by groups, teams and individuals, ensuring clear delegation of tasks and devolution of responsibilities in a manner consistent with conditions of employment.
4.8 Contribute to effective systems, processes and policies for managing admissions, exclusions and appeals
4.9. Develop good working relationships with governors, staff, students, parents/carers, the community and other stakeholders within and beyond the Trust.
4.10. Build a collaborative learning culture within the school and actively engage with other schools to build effective learning communities.

5. Efficient and Effective Deployment of Staff and Resources
5.1 The Vice Principal: Quality of Education, Teaching, Learning and Assessment  will take lead responsibility for managing the timetable, and ensuring the timetable meets the needs of pupils and ensures staff delivering are suitably prepared and resourced. They also are responsible for ensuring a support timetable of intervention, classroom support and personalised programmes are in place to engender a high-quality culture of learning across the school. 
5.2 Support the development, review, and implementation of school-level policies and procedures that underpin curriculum, teaching, learning, assessment, and Quality of Education standards, ensuring alignment with Trust, DfE, and Ofsted expectations, for submission to the Trust Central Team for approval.
5.3 Contribute to the strategic prioritisation, effective allocation, and sustainable management of resources (financial, human, educational) to secure high-quality provision, value for money, and improved student outcomes.
5.4 Work collaboratively with the Senior Vice Principal, Operations teams and staff at all levels to support the effective supervision, safeguarding, and security of the school site, resources, and learning environments to ensure they promote excellent teaching, learning, and personal development.
5.5 Lead the quality assurance of resource deployment across teaching and intervention, ensuring that the Inclusion Lead maintains a coherent, needs-led support timetable across the school. This must include targeted interventions, personalised programmes, and classroom support, designed to foster an ambitious, inclusive, and high-quality learning culture for all students.
5.6 Prepare for and respond strategically to internal and external changes (including curriculum reforms, inspection frameworks, and sector developments); manage, monitor, and evaluate the range, quality, and deployment of all available resources to continuously improve the quality of education, drive achievement, and maintain operational efficiency.
5.7 Lead positive engagement with parents, carers, community partners, and external organisations, including schools, Trusts, local authorities, and professional associations, to promote the school's work, build effective partnerships, and enhance opportunities for all students.

6. Accountability
6.1 Hold curriculum leaders to account through performance management.
6.2 Triangulate Quality Assurance (QA) evidence with impact reports on teaching quality, curriculum adaptation, and student progress (academic and PfA).
6.3 Foster a professional culture in which all staff clearly understand and embrace their individual and collective accountability for the success of the school, the achievement of students, and the delivery of the School Improvement Plan priorities.
6.4 Present coherent, accurate, and evaluative accounts of the quality of education across the school — including teaching, learning, curriculum delivery, assessment systems, and student outcomes — in formats appropriate for a range of audiences, including staff, governors, the Trust Central Team, the local community, and external regulators such as Ofsted.
6.5 Ensure that parents and carers are well-informed about the curriculum, students’ attainment, progress, and wider personal development; provide opportunities for parents and carers to understand how they can actively support their child’s learning journey and the school's shared improvement goals.
6.6 Maintain and oversee records and quality assurance documentation necessary to communicate the school’s development, improvements, and achievements accurately, consistently, and transparently to internal and external stakeholders.
6.7 Provide accurate, objective, and evidence-based information, advice, and strategic support to the Local Governing Body and Trust Central Team to enable them to fulfil their statutory responsibilities for quality assurance, effective teaching and learning, standards of achievement, leadership capacity, and ensuring efficiency and value for money.
6.8 Proactively escalate concerns to the Principal where leadership behaviours, cultural dynamics, or operational decisions by any senior or middle leader are impeding progress towards school improvement priorities or undermining the effectiveness of teaching and learning.
6.9 Undertake any other reasonable duties as directed by the Principal, Local Governing Body, or Trust Central Team that support the strategic leadership and continuous improvement of the academy.

7. Working with parents/carers and external agencies 
7.1 Act as the lead point of contact for parents/carers in relation to the whole school quality of education.
7.2 Communicate with parents/carers to discuss the effectiveness of the support in place for their child related to their learning.  
7.3 Maintain regular contact with parents/carers to discuss their child’s progress, approaches used to support their child.
7.4 Build positive relations with parents/carers to encourage family involvement in their child’s progress. 
7.5 Liaise with external support agencies and professionals as required, to cater for sensory students’ individual needs. 
7.6 Build and refresh knowledge on the range of external support available that could support students’ individual needs. 
7.7 Provide training for parents on good autism practice to support them in the home and the community as required.
7.8 Attend Annual Reviews and other external meetings, as required.




8. Other Responsibilities
Ensure the job role adheres to responsibilities and duties under KCSIE, Equality Act 2010, and Working Together to Safeguard Children as they relate to curriculum access, transitions, and QA reporting.
8.1. Promote the Trust’s mission of ‘ providing every student with the life skills they need to become independent and confident through each stage of their life’s journey.’.
8.2. Champion the Trust’s values of ‘Communicate, Persevere, Achieve’.
8.3. Contribute to the wider life of the Trust, its schools and its community through out-of-hours and partnership work.
8.4. Carry out any such duties as may be reasonably required by the Trust.
8.5. Be aware of research and evaluations relating to learning and progress related to pupils with complex needs.

9. Records Management
Support evidence collation for Ofsted readiness through triangulated QA, PfA reporting, and SIP milestone tracking.
All staff who create, receive, and use records in the course of their job are responsible for ensuring that records are managed appropriately. It is therefore likely that this post-holder will have responsibility for record-keeping as part of the role. Employees are required to be conversant with the Trust’s policies and procedures on records management.
9.1 Operation of whole school QoE:
· Oversee and maintain accurate quality assurance, school improvement plan and school self-evaluation records related to the QoE
· Analyse data and provide impact reports for whole school.
· Work with Senior Vice Principal, Pathway Leads, Subject Leads, Assistant Headteacher, Inclusion Lead and support teachers with best practice 
· Report on Safeguarding and Health and Safety protocols and practice
· Provide performance management evaluative and impact records
· Provide records of line management meetings
· Work with the Principal to develop new bids and plans for the new schools.

This appointment is with CPA Trust Academies. The job description forms part of the contract of employment of the person appointed to this post. It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. The appointment is subject to the terms and conditions outlined in the ‘CPA Trust Academies Contract’.

Last review date: 
Next review date:
Principal/ line manager’s signature: _______________________________________
Date: _______________________________________

Acknowledgment and Acceptance
I have read and fully understood the responsibilities, expectations, and duties outlined in this job description. I acknowledge my commitment to fulfilling these duties with the highest level of professionalism and dedication, in alignment with the values, mission, and vision of the organisation. By signing below, I confirm my acceptance of this job description and agree to adhere to the standards and requirements stated herein.
Postholder’s Name: _____________________________

Postholder’s Signature: _____________________________

Date: _____________________________
Please sign and return this document, to HR Manager, Nina Randall-Webb, no later than day/ month 2025x to confirm your acknowledgment and acceptance.


Vice Principal – Person Specification

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications
Qualified Teacher Status
	✔
	

	Degree-level qualification or equivalent
	✔
	

	Master’s in education inc SEND and inclusion or equivalent
	
	✔

	NASENCO, NPQML, NPQSL, NPQH qualifications
	✔
	

	Certificate in Coaching Leadership inc Instructional Coaching
	
	✔

	Chartered College Leadership Status
	
	✔

	Recent and relevant CPD, especially related to SEND inc Autism specific qualifications such as TEACCH Practitioner and Therapy training, Sensory Integration, curriculum leadership or school improvement
	✔
	

	Leadership Experience
Senior leadership experience (AHT/DHT level) within a specialist or inclusive setting as well as within residential setting
	✔
	

	Proven impact on teaching, learning and curriculum implementation across phases
	✔
	

	Experience of leading whole-school Quality Assurance and school improvement priorities
	✔
	

	Successful line management and performance development of middle leaders
	✔
	

	Knowledge and Understanding
Strong working knowledge of the Ofsted Education Inspection Framework and new 2025 Toolkit
	✔
	

	Understanding of curriculum design and sequencing for pupils with SEND
	✔
	

	Knowledge of PfA, EHCP processes, and inclusive education legislation
	✔
	

	Awareness of the Academy Trust Handbook and trust-level accountability frameworks
	✔
	

	Skills and Abilities
Ability to lead curriculum vision and implement robust QA systems
	✔
	

	Strong communication, coaching and interpersonal skills
	✔
	

	Ability to manage competing priorities while maintaining a strategic view
	✔
	

	Confidence in analysing, interpreting and using assessment data for strategic planning
	✔
	

	Residential, Holistic Curriculum and All-Age School Development
Experience of or demonstrable interest in working within a Residential Specialist School provider
	✔
	

	Willingness to lead and develop a holistic curriculum for an extended school day
	✔
	

	Understanding and application of Residential Care Standards in both residential and day settings
	✔
	

	Experience or commitment to develop and QA a personalised curriculum to support all-age provision
	✔
	

	Ability to ensure high-quality, developmentally appropriate teaching and learning across all phases
	✔
	

	Personal Qualities
High expectations for all learners, particularly those with complex needs
	✔
	

	Commitment to inclusion and holistic approaches to learning
	✔
	

	Resilience, emotional intelligence and a solution-focused mindset
	✔
	

	Integrity, transparency and professional conduct in line with the Nolan Principles
	✔
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