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DEPUTY HEADTEACHER
JOB DESCRIPTION



MAIN PURPOSE OF THE JOB
1. To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

2. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

3. To carry out the duties in accordance with the School Teachers’ Pay and Conditions Document.
4. To deputise for the Headteacher as necessary. 

5. To implement the School’s Mission Statement, aims, policies and values.

6. To ensure that all those involved in the school are committed to its aims, motivated to achieve them and involved in meeting objectives and targets to secure success.

7. To work with Governors and Leadership Group to create and implement the School Development Plan, underpinned by sound financial planning, which identifies priorities and targets for school improvement.

8. To carry out the operational management of the school on a daily basis.
9. To carry out associated duties which are reasonably assigned by the Headteacher.

MANAGEMENT

1. To ensure that the designated member of staff is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.

2. To support other members of the Leadership Group to plan and deliver INSET or other organisational events.

3. To oversee the induction of teaching staff 

4. To participate, where appropriate, in the selection and appointment of teaching and support/administrative staff.

5. To undertake performance management, line management and further professional development of staff as required. 

6. To chair some Annual Reviews and EHCP transitions in light of school policy.
7. To oversee the management of monitoring and evaluation systems.

8. To manage Learning Observation Walks and support teaching staff graded as “Development Advised” to improve their performance.

9. To ensure that curriculum needs are met for all students through regular review.
10. To   oversee target setting, progress reviews and Personal Growth Targets throughout the school.
11. To compile rotas for break time and lunchtime duties and supervision.

12. To oversee work scrutiny, including use of the Marking and Assessment Policy.

13. To oversee and further develop the school’s website.

14. To attend Curriculum and Full Governors meetings termly.
15. To oversee daily cover arrangements liaising with cover coordinator.

16. To have oversight of school transport and travel buddies.

CURRICULUM

1. To oversee the administration and monitoring of students’ Personal Growth Targets (PGTs).
2. To teach subject(s) throughout the school as required.

3. To oversee and manage visits, trips and journeys.

4. To compile the school timetable and keep it under review (termly).

5. To oversee ICT throughout the school. 

ETHOS
1. To take assemblies as necessary.

2. To lead staff in developing and maintaining high expectations in work, behaviour and social awareness.

3. To share with the Leadership Group responsibility for breaks and lunchtime supervision.

4. To assist the Headteacher in maintaining high standards of teaching, learning and discipline throughout the school.

5. To demonstrate a commitment to Equal Opportunities.

ACCOUNTABILITY
1. To work with the Governors and the Headteacher, in consultation with other interested parties to formulate the aims of the school and to establish policies for their implementation.

2. To provide information, objective advice and support to the governing body to enable it to meet its responsibilities for securing effective teaching and learning, high standards of student achievement, including whole school targets, and good value for money.

3. To present the school’s aims, performances and goals in a manner appropriate to a range of audiences including governors, students, parents, the LA, the local community and OfSTED to enable them to play their part collaboratively and effectively.

4. To evaluate and keep under review the progress made on the following external accreditations:

· Investors in People (IIP) - GOLD
· Basic Skills Quality Mark (10 year award)
· ICT Mark

· 3rd Millennium Learning Award

· Mental health and wellbeing accreditation
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