
	Role
	Deputy Principal 

	Responsible To
	Principal 



Role Overview
The Deputy Principal, under the direction of the Principal, will:
· Formulate the strategic aims and objectives of the school.
· Oversee day-to-day operations of the school.
· Oversee curriculum strategies for the whole school.
· Ensure all curriculum and assessment policies are implemented and reviewed.
· Establish policies for reading across the school.
· Provide line management for the teaching team to ensure curriculum focus.
· Monitor and analyse assessment data for all subjects, ensuring at least good progress is made across the curriculum.
· Produce timely reports on academic progress.
· Oversee training sessions for staff.
· Support the examination process for KS4.
· Support creation of yearly timetables for staff and learners.
· Lead coaching sessions with identified colleagues.
· Lead and manage across all key stages (KS3/4) on both school sites.
· Deputise for the Principal when absent, as directed by the Schools Director.
· Carry out informal supervisions and ensure mandatory updates are given during meetings or debriefs.
· Always promote the safety and welfare of children and young people.

Qualities and Knowledge
Under the direction of the Principal:
· Support the day-to-day management of the school, including behaviour management and curriculum.
· Communicate the school’s vision and ethos compellingly and support strategic leadership.
· Lead by example, holding and articulating clear values and moral purpose, focusing on excellent education for all learners.
· Build positive relationships with all members of the school community.
· Keep up to date with developments in education locally, nationally, and globally.
· Work with political and financial astuteness, translating policy into the school’s context.
· Seek training and continuing professional development to meet own needs.

Supervision and Management of People and Learners
Under the direction of the Principal:
· Demand ambitious standards for all learners, instilling a strong sense of staff accountability for learner outcomes.
· Ensure excellent teaching, including delivering and supporting training and development for staff.
· Establish a culture of ‘open classrooms’ to support sharing of best practice.
· Create an ethos in which staff are motivated and supported to develop professionally.
· Identify emerging talent, coaching current and aspiring leaders.
· Hold all staff to account for their professional conduct and practice.

Special Educational Needs (SEN) and Disabilities
Under the direction of the Principal:
· Promote a culture that enables all learners to access the curriculum.
· Maintain ambitious expectations for all learners.
· Ensure the school works effectively with parents, carers, and professionals to identify additional needs and provide appropriate support and adaptations.

Systems and Processes
Under the direction of the Principal:
· Ensure that the school’s systems, organisation, and processes are efficient, well considered, and fit for purpose.
· Provide a safe, calm, and well-ordered environment for learners and staff, with a strong focus on safeguarding and behaviour.
· Implement systems for managing staff performance, addressing underperformance, supporting improvement, and recognising excellence.
· Work positively with all stakeholders within Melrose Education.
· Support strategic, curriculum-led financial planning to ensure the effective use of budgets and resources.
· Support distributed leadership throughout the school.

The Self-Improving School System
Under the direction of the Principal:
· Develop effective relationships with fellow professionals.
· Model entrepreneurial and innovative approaches to school improvement and leadership.
· Inspire others to believe in the fundamental importance of education and its impact on young people’s lives.


Professional Development
· Take opportunities to build the relevant skills, qualifications, and experience needed for the role, with the support of the school.
· Participate in the school’s appraisal procedures.
· Attend all training days.

Health and Safety
· Always work safely and hygienically within health and safety guidelines and policies.
· Ensure all health and safety concerns are reported to the Property Director and Principal.
· Keep health and safety records up to date.
· Oversee fire safety checks at both sites.
· Ensure the school is kept clean and tidy at all times.
· Undertake a food hygiene certificate and implement all relevant food hygiene legislation.
· Dress in accordance with the school dress code.

Partnership Working
· Sustain and develop positive working relationships across the school.
· Implement, monitor, and contribute to joint initiatives as required.
· Celebrate and share success with students, colleagues, and parents/carers.

Equality and Diversity
· Promote equality in the workplace regardless of race, age, disability, gender, sexual orientation, or religious belief.
· Support individuals to express their individuality and uniqueness in all areas of life.

General
· Act as an ambassador for the school, positively representing it at events and meetings.
· Undertake ongoing professional development.
· Uphold the values and ethos of the school.
· Undertake additional duties consistent with the role, as required by management.
· Follow all policies and procedures, with particular attention to safeguarding, confidentiality, and health and safety.
· Attend all staff meetings as directed by the Line Manager.
· Attend regular supervision sessions with the Line Manager.
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Person specification

	CRITERIA
	QUALITIES

	Qualifications 
and training
	Qualified teacher status 
Degree
Professional development in preparation for a leadership role

	Experience
	Successful leadership and management experience in a school for 2 years 
Teaching experience in KS3 and KS4 
Involvement in school self-evaluation and development planning
Line management experience.
Experience of contributing to staff development
Experience of proven interventions both academic and behavioural.
DSL training and experience 

	Skills and knowledge
	Data analysis skills, and the ability to use data to set targets and identify weaknesses.
Understanding of high-quality teaching, and the ability to model this for others and support others to improve.
Understanding of school finances and financial management
Effective communication and interpersonal skills
Ability to communicate a vision and inspire others.
Ability to build effective working relationships.
Understanding of curriculum and assessment
Understanding of the SEND code of practice 

	Personal qualities
	A commitment to getting the best outcomes for all learners and promoting the ethos and values of the school.
Ability to work under pressure and prioritise effectively.
Commitment to always maintaining confidentiality.
Commitment to safeguarding and equality



Note:
This Job Description sets out the duties of the post at the time when it was drawn up. Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot of themselves justify reconsideration of the salary for the post.
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