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  JOB DESCRIPTION

	Job Title:
	Deputy Headteacher 
	
	Service Area:
	Percy Hedley School


	Responsible To:
	Head Teacher 
	
	Salary:
	L10 - 14


	JOB PURPOSE



	To work under the reasonable direction of the Head of School to support with the day-to-day management of the school. May be required to teach throughout the school as required.

	MAIN DUTIES



	· Act as the Head of School in the absence of the Head of School.

· Act as a member of the school management team.

· Assist the Head of School in (implementing) the aims for the school.

· Assist the Head of School in developing, reviewing and implementing school policy.

· Share the responsibility for promoting effective teaching and learning throughout the school in collaboration with other members of the SLT and Lead Teachers/Clinicians.

· Have specific responsibility across the whole school for the dissemination of specialist teaching and learning strategies.  Act as a consultant, giving advice and assistance to staff to maintain and develop their skills.

· Through the performance management process assist the professional development of staff.                        

· Draft proposals for the School Development Plan.

· Assist the Head of School in monitoring and evaluating the work of staff colleagues to ensure that it supports the school policy, plans and targets.  Feedback this information to staff and carry out appropriate action as necessary.

· Monitor and evaluate standards across the school, providing support to colleagues and reports/recommendations for the SMT and Governors.

· Act as a special needs consultant, providing professional advice and assistance to staff and parents.

· Provide appropriate advice and disseminate information to staff, parents and within the local community.

· Assist the Head of School in the organisation and performance management of staff.  Agree targets with staff and ensure that these are carried out and achieved.

· Liaise with outside agencies, Health, Social Services, LAs and mainstream or special schools as necessary.

· Ensure that the school is working within government and school guidelines by maintaining regular contacts with other schools, advisory staff etc., to keep the school informed of new teaching developments/approaches being adopted elsewhere.  Co-ordinate the school's approach to teaching and learning with relevant colleagues from other departments. 

· Ensure that staff colleagues maintain effective record keeping systems and that they are kept up to date and under review.

· Maintain professionalism and high personal standards within the context of teaching and learning

General Duties

This post requires that you should take an appropriate share of the responsibilities attached to teachers generally within the school in connection with the teaching of pupils, the preparation and marking of their work and the promotion of their progress and welfare as set out in the Conditions of Service Document.  You will work under the reasonable direction of the Head of School whose responsibility it is to ensure that a reasonable balance in the workload of each teacher is maintained.

As a teacher you will be expected to:

· Demonstrate effective curriculum planning and preparation so that each pupil achieves the highest quality educational attainment possible.

· Develop learning and teaching strategies to meet the needs of individual pupils which enable them to achieve and develop.

· Demonstrate efficient classroom organisation and management so that effective teaching and learning can take place.

· Develop and maintain effective pupil assessment/recording schemes to meet the requirements of the curriculum.

· Establish effective working relationships with pupils, parents and the multi-professional staff.

· Take an active part in decision-making, planning and evaluation processes of the school.

Curriculum Co-ordination

You will act as a co-ordinator for an aspect of the curriculum to be agreed.  As a curriculum co-ordinator you will be expected to:

· In consultation with staff draft/review school policy for your area of responsibility.

· Develop a plan with staff to implement the school policy.

· Develop the curriculum with staff and contribute to whole school schemes of work where appropriate.

· Carry out and maintain an audit of the available resources for your area of the curriculum

· Take responsibility for the selection and ordering of resources within the budget allocated to your area of the curriculum.

· Draft proposals for the school development and improvement plans.

· Agree targets with staff and ensure that these are carried out and achieved.

· Devise with staff an effective record keeping system for your area of responsibility and ensure that they are kept up to date and under review.

· Act as a consultant, giving advice and assistance to staff on the processes/ content of your area of responsibility.

· Disseminate information to those who need it.

· Monitor and evaluate teacher planning for your area of responsibility.

· Monitor and evaluate teaching and learning for your area of responsibility, providing support to colleagues and detailed information to the Head of School and Governors.

· Evaluate the work being carried out in school within your area of responsibility to ensure that it supports the school policy, plans and targets.  Feedback this information to staff and carry out appropriate action if necessary.

· Advise the Head of School of difficulties, opportunities for development or resources needed to achieve the school policy.

Specific Targets 

· To carry out the day-to-day management of the school.

· To support parents and staff in managing standards of pupil behaviour.

· To co-ordinate the annual review process within the secondary department, sharing responsibility for leading professional discussions, chairing annual reviews as required. 

· To ensure that the support and guidance process has a positive impact on the quality of teaching and learning.

· To ensure that staff implement school policy and have a clear understanding of required standards and criteria which constitutes effective teaching and learning.

· In consultation with senior staff devise and implement a monitoring programme to ensure that teaching and learning is effective in all classes.

· To develop and deliver training to colleagues in response to the monitoring programme.

· To review and develop the schools improvement plan for raising achievement and progress.



	ORGANISATIONAL STANDARDS

	Professional duties

The Percy Hedley Foundation operates in a demanding and often changing environment. Members of staff must be flexible, adaptable, willing to face up to changing circumstances and new opportunities. The following list of duties and responsibilities must therefore be taken as a guide and is not to be comprehensive:
- Participate in the review of the Foundations Policies, Procedures and Processes; 
- Participate in arrangements for the performance development review process
- Participate in arrangements for further training and professional development
- Keep up to date with changes or developments within your professional area
- Fully participate in the induction and training programme provided by the Percy Hedley Foundation

- Contribute to the professional development of other staff, including the induction of new staff.

Discipline, Health and Safety:

- Adhere to and promote Percy Hedley Foundation Health, Safety and Welfare policy at all times

- Purchase equipment from a recognised source

- Report all incidents and accidents to Health and Safety Officer

- Maintain a high standard of record keeping in line with Percy Hedley Foundation policies and procedures.

 Equality and Diversity:

-Promote equality of access to education, training and employment opportunities for disabled people, and advocate a positive attitude
-Recognise that disabled people are individuals who have specific needs
-Employ support strategies that will empower disabled people
-Show awareness of knowledge and display non-discriminatory behaviours at all times in relation to culture, race, ethnicity, disability, gender, sexuality and age
-Recognise the importance of inclusion by using appropriate means of communication at all times
-Be flexible, trying to meet the changing needs of both disabled people and environment.

Safeguarding:

-Percy Hedley Foundation have adopted recruitment and selection procedures, and other Human Resource Management processes, that help deter, reject or identify people who might abuse vulnerable children/adults, or are otherwise unsuited to work with them.

-The Trustees/Governing Body are committed to promoting the welfare of children and young people/adults and staff are expected to ensure that the highest priority is given to following guidance and regulations to safeguard those in our care.

Confidentiality:

- Respect confidentiality. All personal information about people using the foundations services to which you have access should be treated as confidential. Information about the people’s needs, progress and assessment should only be shared with the team to aid support
-Remain objective and do not favour any gender, language or culture and comply with the Percy Hedley Foundation policy.




	SUMMARY OF KNOWLEDGE, SKILLS & EXPERIENCE



	Criteria

Essential

Desirable

Qualifications and Career Development 

· Qualified teacher status

· Qualification in special education

· Evidence of recent management development

· Evidence of recent continuing professional development

· Commitment to CPD associated with the role of Deputy Headteacher

Experience

· At least five years teaching experience including working with children with SEN

· Evidence of working with pupils within our specialism.

· Management experience

· An ability to communicate with pupils in a variety of ways

· Leadership and management experience, member of Schools SMT

Personal qualities

· Effective presentation and communication skills

· An ability to create, sustain and develop team working

· Commitment, enthusiasm and a drive to achieve

· Demonstrate an ability to lead and to manage change, showing empathy to the various stakeholders

· Ability to work under pressure

· Ability to delegate effectively

· Show a proven commitment to the development of all staff

· Demonstrate a flexible attitude in an innovative approach to managing complex issues

· Experience of managing budgets, i.e. subject co-ordination.

· Experience of managing change

· Experience of managing staff development

· Evidence of school improvement planning

Curriculum 

· Demonstrate a comprehensive knowledge of SEN

· Show proven ability in curriculum development

· Have the ability to work with all staff in developing and implementing policies and procedures

· Have the ability to monitor the curriculum and report on standards achieved

· Show a high expectation in all aspects of curriculum delivery

· Demonstrate understanding and experience of all aspects of the effective management of pupils

· Knowledge of current relevant legislation

· Knowledge of ICT provision within the curriculum

Partnerships 

· Show an understanding of inclusive practice and school community links

· Have the ability to promote the school

· A commitment to involving parents in the education of their children

· Demonstrate the ability to build and maintain effective partnerships working with external agencies

· Experience of working with local business

· Experience of partnership working with either/or health, social services and the voluntary sector

· Experience of outreach working
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