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JOB DESCRIPTION AND PERSON SPECIFICATION  
Job Title: 

Deputy Head Teacher
Location: 

Acton, North West London
Hours: 

37.5 hours
Contract: 

Permanent

Responsible to: 
Executive Head Teacher 
The Overall Role

The Deputy Head Teacher is responsible to the Head of School and is responsible for operational leadership.  In all aspects of the life and work of the school, the Deputy Head Teacher will ensure that the “Every Child Matters” agenda, “Safeguarding” and “Child Protection” are paramount. 

The main purpose of this role is to:
· work with the Head of School on the day-to-day management and development of the school 
· lead on the development of specific areas within the school 
· Deputise for the Head of School 

· Take a lead on pupil progress, including being the school’s Examination Officer

There is a formal recorded process in place, in addition to weekly SLT, for the Head of School and Deputy Head Teacher to meet weekly to plan and review developments within the whole school. 
The Head of School and Deputy Head Teacher have joint responsibility for ensuring they work collaboratively and communicate effectively, to ensure the smooth running of the school and that any significant issues which arise in relation to pupils, staff or business issues are addressed in a timely manner.
School Management
· Take ownership, alongside the Head of School and the rest of SLT, for the development of the SEF and SDP, and their implementation on the site
· Be a member of the TCES Group School Leadership Team (together with the Head of School, Deputy Head – Teaching and Learning, Assistant Head, Inclusion Manager, Assistant Inclusion Manager and School Business Co-ordinator)
· Lead weekly staff meetings and training sessions on the site
· Deliver whole school curriculum, assessment policies and processes 
· Attend and prepare paperwork for ASRs and transition meetings as required.
· Be an outstanding model as a classroom practitioner and leader 
· Promote teamwork and trust throughout the school
· Comply with TCES Group Quality Assurance processes and procedures
· Undertake rigorous Quality Assurance processes and procedures with NWL school particularly relating to the key responsibility of Teaching and Learning

· Take a lead in ensuring the school timetable meets the TCES curriculum guarantee and incorporates the therapeutic and vocational curriculum

Teaching & Learning
· Provide cover for absent colleagues as and when required
· Support teaching staff in their day-to-day practice and professional development, role-modeling best practice in teaching including giving demonstration lessons
· Take a lead role in ensuring all pupils have an up-to-date and regularly reviewed IEP as per the TCES Group policy. 

· Provide support and direction to colleagues in delivering the TCES Group 5-Part Curriculum, its schemes of work, lesson plans, differentiated interventions for key skills and homework
· Provide support and direction to colleagues to ensure they meet the requirements of the Assessment Policy
· Ensure that assessment outcomes are acted upon, especially in the management of effective interventions for pupils not achieving at appropriate rates
· As Examinations Officer, ensure that pupils are entered for exams they wish to take and appropriate access arrangements are applied for
· Teach small groups requiring intensive support
· Undertake specific responsibility for the development of the post-16 curriculum, including set-up, monitoring and Quality Assurance
· Take responsibility for the management and co-ordination of external activities to meet timetable and curriculum requirements
· Monitor pupil progress across the school and provide regular written reports to the Head of School
· Undertake lesson observations and provide feedback as per the performance management system

· Ensure the maintenance of all recording and planning to the required standard
· Ensure all pupils have access to accreditation, not limited to but including GCSEs, ASDAN etc

· As Examinations Officer for the school, register the school as a centre with agreed boards

· Manage examinations arrangements including special requirements

· Evaluate and distribute examination results

· Manage the examination appeals process
Standards and quality assurance
· Support the aims and ethos of the school  

· Set a good example in terms of dress, punctuality and attendance 

· Attend and participate in open evenings, parents evening and review days. 

· Uphold the school's behaviour code and uniform regulations 

Behaviour Management
· With the SLT, ensure that staff understand and follow the TCES Group Behaviour Management policy and North West London procedures
· Model appropriate behaviour management techniques for staff
· Sign off incidents, carry out investigations, and ensure analysis is carried out
Staff Development
· Assist the Head of School in the implementation of the performance management system
· Contribute to the supervisory meetings of all teaching staff
· Support the Head of School in addressing poor professional practice through developing and delivering remedial action plans
· Attend, and on occasions lead, the morning briefing and afternoon debriefing sessions with staff.
· Monitor and assess staff performance against agreed standards and planning all staff development for the team and individuals

· Ensure that all staff have access to advice, support and training appropriate to their needs 

· Carry out staff inductions.

Safety and wellbeing

· Act as the Designated Safeguarding Lead within the School as and when required
· Maintain awareness of and commitment to TCES Group Health and Safety policies and procedures

· Maintain a commitment to working with diversity and to undertake all work practice in an anti-oppressive and anti-discriminatory way
· Ensure that all staff understand the requirement for risk assessments and that the following risk assessments are carried out and reviewed as required or when changes arise

· Building Risk Assessments including room risk assessments, and fire risk assessments, to be carried out annually or as per any change in circumstances

· Pre service risk assessments as part of the referral and admission process

· Individual risk assessments, to be carried out on each pupil and reviewed termly or as per any change in circumstances

· Activities risk assessments – to be carried out for each type of activity in the school and external venue.  If at an external venue, it should link to a risk assessment on the venue.  To be carried out as per any new activity or venue

· Visits – to be carried out for every visit and include transport, venue and purpose of trip
Partnerships

· Promoting effective partnerships with parent/carers, Local Authorities, outside agencies and other educational establishments 

· Ensuring that there are regular opportunities for parents/carers to be given information about their children and any other matters in the school

Business Development 

· With the support of the Business Development Team ensure the active promotion and marketing of the school and associated company wide services to Local Authorities

· Act as the School’s representative at external forums such as presentations, and marketing fairs, and set up and promote the School’s own Local Authority network groups

· Network internally to increase interest and awareness of the School’s and Company’s other educational services amongst North West London Independent School staff

Reviewing and Reporting

· Regularly reviewing the work in the school in the areas you are responsible for against agreed aims and objectives

· Reporting the progress of the school to the Head of School on a half termly basis
· Collate all assessment and progress data across the school and produce reports on pupil progress in these areas as per the assessment calendar

Communication

· Regular attendance at briefing / debriefs, leading staff meetings, attendance at weekly SLT, attendance at MDG (Management Development Group)
· Ensure that all communication, both verbal and in writing, to staff, pupils, parents/carers and all other stakeholders is of high quality
· Ensure regular (at least weekly) written communication to the SEN case worker for each individual pupil in each borough
Supervision and Guidance
A monthly meeting will be held with the Head of School to provide support, guidance and professional supervision and to discuss and implement strategy.  Attendance at regular staff meetings is compulsory.
We expect you to maintain a commitment to attend these meetings regularly and to utilise the time to reflect on and strive to enhance your personal and professional development and effective working practice.  We also expect you to undertake any training as identified and agreed with the Head of School and the TCES Group management.
 Responsibilities for assets, materials, etc.
All staff will have responsibility for taking care of school’s equipment and resources when in use, both in and out of lessons. 
Person Specification
	CRITERIA
	ESSENTIAL
	DESIRABLE


	Education, Training, Professional Qualifications
	Qualified Teacher with a minimum of 5 years experience
Evidence of ongoing professional development in education 
	First Aider
 

	Skills and abilities

	Able to offer calm response to young people with SEMH
Able to plan and prioritise workload
IT literate – experience of using Word, Excel, PowerPoint and e-mail as well as using internet for research
Able to work collaboratively with other agencies and professionals
Able to offer creative solutions to problems
Able to be an effective communicator in a variety of media
Able to delegate effectively
Experience of managing and developing staff
Able to plan, assess and maintain oversight of children’s education plans and teaching and learning
Able to write and keep effective records and reports
Able to support pupils in forming and sustaining effective relationships
Able to promote best practice
Able to reflect upon own practice in order to learn new skills and develop as a teacher
Able to promote and celebrate diversity and equal opportunities
Able to use policies to support practice
	

	Knowledge and experience

	Recent experience of teaching 
Experience of managing young people with SEN
Knowledge of relevant legislation including Code of Practice for SEN
Working knowledge of National Curriculum and KS requirements
Knowledge of SEN spectrum and potential implications for communication, learning and behaviour patterns
Knowledge and awareness of Safeguarding & Child Protection Procedures
	Knowledge of specific courses and qualifications that will be of relevance for pupils


	Management

	Able to account for a range of resources including money and equipment.
Able to motivate and supervise colleagues
Able to manage time and planning effectively
	Experience of managing a budget
Evidence of managing others e.g. Teaching Assistants

	Other

	Able to work flexibly in line with the needs of the service
Able to work within TCES Group smoking policy – no smoking at work
Able to be away from home overnight occasionally
	


PAGE  
This job description is an outline, which reflects the present requirements of the post and is not intended to be an inflexible or finite list of duties and responsibilities. As these duties and responsibilities change and develop the job description will be amended from time to time in consultation with the post holder. 
Page 3 of 5

