[image: image2.emf]St Edward's Church of England Academy

London Road, Romford, Essex RM7 9NX

Tel. 01708 730462     

Email. info@steds.org.uk 

www.stedwardsacademy.co.uk

Headteacher: Jodie Hassan                                                 

DEPUTY HEADTEACHER ADVICE AND GUIDANCE

JOB DESCRIPTION/PERSON SPECIFICATION
POST HELD

Deputy Headteacher – Advice and Guidance (L 25-28)
REPORTING TO:
Headteacher
PURPOSE OF THE JOB

· To assist the Headteacher and Governors in ensuring the achievement of the highest possible educational standards, creating an atmosphere and structures in which students feel valued and staff have high expectations of them.

· To ensure that  students at St Edward’s CofE Academy receive support, advice and guidance personalised to their individual learning needs
· To lead the development of a high quality, high achieving sixth form

· To ensure high standards of learning, achievement, attainment and behaviour  across the School 
· To ensure that all students make progress in their learning and narrow attainment gaps between different groups of students in the school.

· To ensure high levels of student attendance for all year groups 7 to 13
· To lead, manage, monitor and review high quality Tutoring of all learners at the School
· To ensure that all statutory guidelines relating to the provision for those students with Special Educational Needs are met.

· To lead the development of the social, moral spiritual and cultural development of the students at St Edward’s CofE Academy.

· To ensure that students’ feel that they have a voice at St Edward’s CofE Academy and that their views and opinions are listened to.

· To ensure that relationships with external support agencies provide optimum support to learners at St Edward’s CofE Academy
· To ensure that the statutory provision for Personal, Health and Social Education are met.

· To ensure that the learning environment is stimulating and engages learners.
· Ensure that students at St Edward’s CofE Academy get impartial careers advice and guidance as part of the raising the participation age agenda.

DUTIES

The Teachers’ Pay and Conditions Document specifies the general professional duties of a Deputy Headteacher.  In addition, certain particular duties are reasonably required to be exercised and completed in a satisfactory manner. 

KEY FUNCTIONS

· To deputise for the Headteacher as required.

· To lead specific interventions to support groups of students who are making progress at rates below national averages

· To oversee the deployment of Pupil Premium funding

· To lead, manage, monitor and support the work of Heads of House, Academic Tutors, Learning Mentors and Student Support Staff. 

· To oversee the use of the Student Services Area

· Contribute to specific School self-evaluation activities as determined by the Self-evaluation Calendar.
· To provide a programme of training and Support for Academic Tutors in accordance with the school calendar
· To implement systems to ensure that students attendance at the School meet targeted levels including the sixth form
· To ensure that the School ‘Expectations for Learning Policy’ is implemented. 

· To oversee a Student Rewards System to motivate and support learning.

SPECIFIC RESPONSIBILITIES

The main responsibilities of the post are to:

· Take responsibility for the day-to-day running of the School in the absence of the Headteacher.

· To deploy Student Support Staff as appropriate with the Senior and Middle leaders including SENCO
· Manage, monitor and support the work of morning Tutor sessions
· To support the Lead of the Student Voice Group
· To have an overview of the quality of display around the school.

· To oversee the Academic Review System, including the organisation of three Academic Review Days through the calendar year

· To lead the implementation of a varied and effective Training Programme for Academic Tutors 

· To ensure that Academic Tutoring sessions take place during ‘Period 27’ and monitor their quality

· To appoint staff to the Student Support Team in liaison with the Headteacher

· To oversee the Performance Management of all Student Support Team ensuring  high quality rigorous Appraisal of members of the team.

· Oversee the Professional Development of the Student Support Team including Senior and Middle leaders 
· To ensure that high quality Assemblies and spirituality are a key components of school life

· To lead the development of the Student Support Team Improvement Plan in accordance with the School planning cycle. 

· To lead effective meetings of the Student Support Team which have an impact on the support, advice and guidance provided to the students.

· To teach lessons as specified in the School timetable.

· To manage, monitor and review the Student Support budget within the confines of the Team’s budget allocation.

· To attend Governing Body meetings as directed by the Headteacher including Committee meetings

· To produce a termly report for Governors Scrutiny Group outlining developments in the support, advice and guidance systems of the School.
· To liaise with external agencies and the community in order to secure high quality support, advice and guidance is maintained.

· To work with the Attendance Officer to ensure high levels of attendance are maintained.

· To ensure that all necessary paperwork relating to student discipline including, Fixed Term and Permanent Exclusions, is completed as required by the Headteacher.
· To implement a programme of readmission interviews when students face fixed term exclusions.
· To Lead the Performance Management System for the Learning Support Team 

· To produce a termly report for Governors on Learning Support, 
· Attend meetings of the Senior Leadership Team.

· To support the Headteacher in the day to day running of the School.

· Provide staff and student reference information as requested by the Headteacher.

· Contribute to the school on-call rota

· Undertake duties during the students’ lunchtime 

· Undertake other tasks as reasonably required by the Headteacher.
PERSON SPECIFICATION

	DEPUTY HEADTEACHER 
	ESSENTIAL 
	DESIRABLE 

	Education & Qualifications 
	Education to degree or equivalent level + QTS
	Evidence of further professional study including NPQH 

	Specialist Knowledge & Skills 
	Excellent teacher with experience of teaching Year 7-13

Up to date knowledge of curriculum and assessment developments 
Ability to use data and strategic information to raise student attainment in all learning phases
ICT competency 

In depth knowledge and understanding of safeguarding protocols

Clear understanding of school leadership and teaching and learning in 21st century
	Detailed understanding of HE provision and systems

Ability to work with SiMS and other management systems

	Leadership & Management 
	Have a passionate vision for the future of education and learning

Innovative and self-reflective 

The ability to plan and prioritise; to complete tasks efficiently on time; to work with detail 
The ability to motivate and enthuse colleagues 
Excellent communication and interpersonal skills
Ability to chair meetings effectively and delegate
Good negotiating skills and the ability to diffuse situations 

Excellent presentation skills 

Ability to lead staff training

Resilient when faced with complex situations
	Experience of a senior leadership role during a successful Ofsted inspection

	Relevant Experience 
	Experience in a comprehensive school with proven success in whole school role   

Experience of being a member of a senior leadership team
	Successful experience of leading a significant ‘new initiative’

Experience of  partnership working

Experience of timetabling 

	Additional Requirements 
	Commitment to continuous improvement 

Commitment to meeting the needs of all students

Sense of humour

Flexible approach 

Able to work independently and as part of a team 
Approachable and sensitive to the needs of others 
Openness and willingness to address and discuss relevant issues 
Presence, drive and passion 

Excellent organisation and the ability to work under pressure 
	Willingness to take part in extra-curricula activities, including trips and visits, and to make a significant contribution to the wider life of the school 
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