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Deputy Headteacher 
Job Description

The Role

1. The Deputy Headteacher is a part time position.  This person will work alongside the Headteacher in the role of Deputy for 3 days a week.  

2. They will be expected to work closely with the Headteacher in devising, implementing and monitoring the strategic direction of the school.

3. The Deputy will be expected to be an outstanding practitioner, able to model lessons and good practice when required. They will be expected both to demonstrate excellent leadership skills with responsibility for specific activities and to work as part of a team.  These responsibilities and activities are outlined below. 

Main purpose of the job 

· To lead on developing, organising and co-ordinating the management of assessment and standards for learning across the school 

· To assist the head teacher in the organisation, management and development of the school, carrying out specific duties including responsibility for Assessment. 

· To carry out teaching duties as required 

· To assume responsibilities of the head teacher in the absence of the head teacher

· To be responsible for promoting and safeguarding the welfare of children and young people within the school and be designated Child Protection Officer.
· To carry out the duties of this post in line with the remit outlined in the School Teachers’ Pay and Conditions Document including the conditions of employment for Deputy Head teachers and the school’s own policy ‘Pay and Conditions of Service’. 

Shaping the future 

· Support the head teacher and governors in establishing a vision for the future of the school

· Support and extend the Christian ethos of the school and to lead collective worship 
· Establish effective measures for progress and achievement in light of Government changes 
· Play a leading role in the school improvement planning process, through agreed priorities 
· Contribute to the school’s self-evaluation process, including devising and monitoring action plans and other policy development 
· Lead by example especially when implementing change and improvements in standards 
· Promote a culture of inclusion within the school community where all views are valued and taken account of Leading teaching and learning 
· Be an excellent role model, exemplifying a high standard of teaching and promoting high expectations for all members of the school community 
· Work with the head teacher to raise standards through staff appraisal

· Help with the provision of training and support for all staff as required 
· Lead the development and review of all aspects of the curriculum including planning, recording and reporting, and assessment for learning 
· Support the development of the curriculum by reviewing the learning outcomes for all children 
· Be responsible with the head teacher, for the process involved in monitoring and evaluating the quality of teaching and learning taking place throughout the school, including lesson observations, statistical analysis and target setting 
· Be responsible with the head teacher for ensuring that all children requiring specific monitoring are appropriately managed to access the curriculum 
· Promote the active involvement of pupils in their learning 
Developing self and working with others 
· Promote and protect the health and safety welfare of pupils and staff 
· Be responsible for promoting and safeguarding the welfare of children and young people within the school 
· Contribute to the school’s ethos, values and vision 
· Support the development of collaborative approaches to learning within the school and beyond 
· Organise and support the induction of staff, students and volunteers new to the school and those being trained within.
· Participate in the selection and appointment of teaching and support staff, including overseeing the work of supply teachers, as required. 
· Be a good role model for both staff and pupils in terms of being reflective and demonstrating a desire to improve and learn 
· Work closely with the head teacher in ensuring an appropriate programme of professional development for all staff, in line with the school development plan and performance management outcomes 
· Mentor for NQT when necessary. 

Managing the organisation

· Contribute to regular reviews of the school’s systems to ensure statutory requirements are being met 
· Be an effective member of the senior leadership team 
· Contribute to the day-to-day effective organisation and running of the school 
Securing accountability 
· Support the staff and governing body in fulfilling their responsibilities with regard to assessment & standards 
· Contribute to the reporting of the school’s performance to the school’s community and partners 
Strengthening community 
· To maintain contact with all specialist support services

· To attend meetings with parents and carers as appropriate to ensure positive outcomes for all parties 
· Strengthen partnership and community working 
· Promote relationships and work with colleagues in other schools and external agencies
Specific tasks 
1. Assessment 

Have responsibility for the school’s Assessment policy; it’s development, maintenance and evaluation. 
This includes the following: 
· To have particular responsibility for providing guidance and support on all matters related to assessment 
· To draw up an Annual Action Plan that outlines the areas for development 
· To draw up an agreed annual timetable that outlines the timing of the main assessment activities through the year 
· To provide training for staff on all matters relating to assessment including Classroom Monitor and to ensure all staff have access to training on this system. 
· To ensure that all deadlines for the return of assessment data to the leadership team, Local Authority and the DfE are met 
· To co-ordinate the production and review of school policy and guidelines on assessment. 
· To contribute to the formulation, monitoring and review of the School Development Plan on assessment related priorities. 
· Ensure that assessment procedures are clear to all staff and class records are kept up to date. 
· Advise on the implementation of statutory assessment on entry and at end of Key Stages, including special arrangements 
· Provide information about training opportunities available on assessment 
· Ensure that classroom procedures are coherent, manageable, improve learning and inform teaching 
· Liaise with subject leaders, other schools, outside agencies and support services on assessment matters including transfer of information between years and other schools at points of transition 
· Act as a consultant to all staff on assessment issues 
· Monitor standards of attainment and progress in the Foundation Stage as well as within and at the end of Key Stage 1. 
· To teach intervention groups, team teach, cover teaching and class teaching as and when appropriate or necessary.

· Monitor standards for pupil groups including those in receipt of Pupil Premium Funding. 
· Monitor the effectiveness of record-keeping including curriculum planning, pupil records and reports on pupil achievement 
· Inform the Senior Leadership Team and the Governing Body of standards and of developments in assessment 
· Undertake appropriate analysis of data and provide a termly report to the Governing Body • Monitor and review assessment policy and practice including feedback to pupils 
· Co-ordinate the collation and analysis of attainment data and advise on its use for pupil and school level target setting, school and subject self-review 
· Evaluate the quality and appropriateness of existing resources 
· Manage the purchase and deployment of assessment resources 
· Organise and lead school-based inset activities on aspects of assessment including working with subject leaders and alongside class teachers and teaching assistants.

· Keep up-to-date with national and local developments on assessment 
· Attend appropriate Inset and disseminate information to staff

2. Premises

· Responsible for the implementation of all the Health and Safety Policies including all risk assessments required within the school and relating to educational visits.

· Ensures school business manager coordinates external inspections linked to health and safety e.g. fire inspections.

3. Pastoral
· Responsible for the implementation of school policy in relation to pupil welfare and attendance.
· Take shared responsibility for looked after children (children in public care).
· Support the SENDCO to ensure effective and appropriate provision for children with SEN.
· Promote effective relationships with and between all members of staff, both teaching and non teaching.
· Assist the Headteacher in promoting good staff morale in order to achieve the aims of the school.
· Ensure the promotion of equal opportunities in all aspects of school life. 

Person Specification – Deputy Head teacher 

This person specification is related to the job description and short listing is carried out on the basis of how well you meet the requirements of the person specification. Please refer to these requirements when completing your application. 
	Description 
	Shortlisting 

	Professional Qualifications
	

	1. Qualified Teacher Status
	E

	2. First Degree or Equivalent
	E

	3. Evidence of further professional development
	E

	
	

	Knowledge & Understanding
	

	4. Successful primary teaching experience 
	E

	5. Experience of whole-school curriculum management leading to school improvement
	E

	6. Excellent classroom practitioner
	E

	7. A strong commitment to inclusion and equal opportunities with high expectations for all learners
	E

	8. Highly successful experience of leading and managing whole school developments in a number of areas regarding teaching & learning and raising standards of attainment and achievement across the school
	E

	9. Able to talk about characteristics of effective primary teaching and learning strategies used to raise pupil attainment and achievement
	E

	10. Good understanding and use of assessment, including target setting and tracking
	E

	11. Understanding of effective techniques and policies for behaviour management
	E

	12. Knowledge and experience of up to date developments in IT and E-Learning for teaching and management purposes
	E

	13. A good understanding of the requirements of transition between key stages
	D

	
	

	Leadership and Management
	

	14. Senior leadership and management experience
	E

	15. A good understanding of whole school issues
	E

	16. Experience of planning for change, development and improvement
	E

	17. The ability to set high and clear expectations, to hold others accountable for performance and the contributions they make to the school community
	E

	18. Ability to set & meet challenging targets, for pupils and the school, and to enable others to do this
	E

	19. Ability to analyse, prioritise and meet deadlines
	E

	20. Experience of conducting staff induction, mentoring and appraisal
	E

	21. Experience of whole school self-review and evaluation
	E

	22. Knowledge of the role of Governors
	D

	23. Able to demonstrate leadership qualities and people management skills
	E

	24. Able to motivate, promote good relationships and effectively communicate with all stakeholders
	E

	25. Experience of having led whole school initiatives
	E

	26. Commitment to supporting community/external agencies involvement in school
	E

	27. Commitment to safeguarding and promoting the welfare of children
	E

	
	

	Personal Qualities and competencies 
	

	28. Creative, enthusiastic and proactive, keen to embrace new ideas and challenges
	E

	29. Demonstrates strategic and analytical thinking
	E

	30. Approachable, caring and empathetic
	E

	31. Works well as part of a team and builds strong relationships 
	E

	32. Flexible, listens and is prepared to seek advice and support
	E

	33. Demonstrates a concern for the pastoral & spiritual welfare of all in the school
	E

	34. Committed to continuing professional development for self and others
	E

	35. Committed to active parental involvement and excellent communication 
	E

	36. Able to deal sensitively with people and resolve conflict
	E

	37. Commitment to making learning fun
	E
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