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Job Description Template 

	Role
	Deputy Headteacher 
	School/Department
	John Rankin School 

	Grade
	Leadership L11-15
	Reports to
	Headteacher

	Purpose 
	To lead and manage the school, assisting the Headteacher with the overall organisation and management of the school as part of the School Leadership Team (SLT), deputising for the Headteacher in their absence and taking delegated responsibility for major areas of the school.

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	Line management responsibility for SEND, Inclusion and Pastoral teams as agreed, and academic departments as agreed. Staff group: teaching and support staff.
	Budgetary responsibility as directed by the Headteacher.

	Key accountabilities

	The postholder is accountable for leading and managing allocated areas of school improvement and operational leadership; securing high standards of behaviour, attendance, punctuality, safeguarding and inclusion across the school; ensuring effective strategies and provision are in place for disadvantaged and vulnerable students; leading whole-school pastoral provision, child protection and safeguarding compliance; and ensuring statutory compliance relating to safeguarding, attendance, website content and pupil premium requirements.
The postholder is also accountable for supporting the effective deployment, development and performance management of staff; leading effective alternative provision and modified timetable arrangements; ensuring the effective implementation, monitoring and evaluation of PSHE and PSMSC programmes; maintaining effective relationships with students, families, colleagues, governors and external agencies; contributing to self-evaluation, improvement planning and strategic development; and deputising for the Headteacher as required  to support a safe, inclusive and high-performing school culture.
Disadvantaged and vulnerable students are supported through well-planned and evaluated strategies that address barriers to learning and improve attendance, behaviour and attainment, ensuring gaps between groups close and expectations remain consistently high.


	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	Teaching and Learning
· Lead delegated areas of the school improvement plan, ensuring priorities are implemented, monitored and evaluated effectively
· Lead the implementation, monitoring and evaluation of high-impact PSHE and PSMSC programmes across the school.
· Monitor standards of delivery and engagement with PSHE and PSMSC programmes and feed outcomes into self-evaluation and School Improvement Plan updates.
· Review action plans routinely and contribute findings to self-evaluation and School Improvement Plan updates.
· Ensure rigorous monitoring of the progress, attainment and achievement of disadvantaged and vulnerable students.
· Ensure interventions and provision are evaluated effectively to secure strong student outcomes, including narrowing attainment gaps in English and mathematics.
· Support staff through appropriate induction, guidance and professional development relating to PSHE, PSMSC, safeguarding and inclusion
· Be a consistently strong professional role model for all colleagues.
· Be flexible and prepared to cover lessons, in exceptional circumstances, to support the effective operation of the school.

Assessment
· Ensure the rigorous monitoring and evaluation of the progress, attainment, attendance, behaviour and punctuality of disadvantaged and vulnerable students
· Monitor standards of behaviour, attendance and punctuality, including by group, and feed this information into self-evaluation and school improvement plan updates.
· Monitor levels of bullying, including by group, and feed this information into the school’s self-evaluation and school improvement plan updates.
· Monitor standards of delivery and engagement with the PSHE and PSMSC programmes and use this information to inform self-evaluation and school improvement planning.
· Keep the Headteacher and governors informed of significant behaviour incidents and emerging concerns.
· Ensure website statutory compliance relating to all areas of responsibility.
· Ensure rates of punctuality show improvement, for all students and for disadvantaged and vulnerable students.
· Ensure rates of exclusion remain significantly below the national average, for all students and for disadvantaged and vulnerable students.
· Ensure student and parent surveys show very high and improving levels of satisfaction in the way the school prevents and deals with bullying of all types.
· Ensure the school has a clear position statement on rewards.
Behaviour Management and Student Wellbeing
· Lead the strategic development, implementation and evaluation of whole-school behaviour systems, ensuring expectations are clear, fair and consistently applied.
· Promote and support good order and discipline across the school through visible leadership, clear communication and strong professional expectations.
· Lead strategies to reduce suspension and exclusion rates while maintaining high standards of behaviour and accountability.
· Monitor patterns of behaviour, attendance, punctuality and bullying incidents, ensuring appropriate actions are taken to improve outcomes and student wellbeing.
· Provide professional development and guidance for staff on behaviour management approaches and consistent practice across the school.
· Maintain a visible leadership presence around the school at key times to reinforce expectations and support staff and students.
Pastoral and Inclusion
· Provide strategic leadership for the support of disadvantaged and vulnerable students, including those eligible for pupil premium, looked-after children, students with SEND, those with medical or behavioural needs and persistent absentees.
· Ensure the school maintains an effective and compliant pupil premium strategy that prioritises improved outcomes for disadvantaged students.
· Ensure effective support structures exist for students requiring alternative provision and that appropriate checks and service level agreements are in place.
· Lead the development of pastoral systems that support tutors, Heads of Year and inclusion staff in delivering effective and coordinated student support.
· Maintain oversight of safeguarding practice, ensuring policies, procedures and systems meet statutory and Trust requirements.
· Provide line management and professional support for the school’s Designated Safeguarding Lead.
· Ensure safeguarding training and leadership capacity remain robust, including maintaining qualified deputy DSLs.
Trust Culture
· Model consistently high professional standards and act as a visible and credible role model for staff and students.
· Promote a culture of high expectations, respect and professionalism that reflects the values and ethos of Maiden Erlegh Trust.
· Work collaboratively with colleagues, governors and Trust leaders to support school improvement and strategic priorities.
· Support the promotion of the school through engagement with parents, carers and the wider community.
Other
· Act as Child Protection Designated Lead and maintain the appropriate level of qualification.
· Ensure the school has at least one qualified deputy Designated Safeguarding Lead whose qualifications are up to date.
· Ensure the school’s effective and consistent implementation of Trust safeguarding and anti-bullying policies, including Physical Intervention, Whistleblowing, Equalities, E-safety, and the Anti-Radicalisation Audit and Action Plan.
· Ensure the safeguarding and child protection duties of the Designated Safeguarding Lead include online safety, with an understanding of the filtering and monitoring systems and processes in place in the Trust.
· Ensure that, where NetSupport DNA alerts are received because a student has used a URL, word or phrase pre-set as a potential cause for concern, action is taken in line with school processes.
· Ensure website compliance.
· Undertake any other duties as agreed.


	Other requirements and responsibilities

	The duties of this role must be carried out in accordance with the School Teachers’ Pay and Conditions Document as adopted by the Trust and relevant education legislation. The postholder must comply with all Trust and school policies including safeguarding, child protection, behaviour, equality, health and safety, GDPR and acceptable use policies.
The Deputy Headteacher is required to safeguard and promote the welfare of children and young people and to follow all safeguarding procedures, reporting concerns promptly and acting in accordance with statutory guidance and Trust policy.
All staff must maintain high professional standards, participate in appraisal and professional development processes, and contribute positively to the wider life and continuous improvement of the school.
All employment checks must be completed satisfactorily, including references, an enhanced Disclosure and Barring Service check and a Section 128 check for leadership roles.















Person Specification 

	
Role 


	Deputy Headteacher 
	School/Department 
	Trust Schools

	Qualifications, training and education 
	· Honours degree.
· Qualified Teacher Status.
· Evidence of continuing professional development.
· Postgraduate qualification Further management and/or assessor related qualifications 

	Skills and abilities 
	Teaching and learning
• Proven track record of successful teaching in a school environment.
• Ability to identify needs and implement strategies to secure and enhance the quality of learning.
• High expectations of students and colleagues.
• Ability to evaluate standards of teaching and learning.
• Sound knowledge of education from EYFS to KS4.
• Understanding and experience of using Value Added approaches and data analysis to support student progress.
• Experience of planning, determining and organising major areas of curriculum, pastoral and academic provision.
• Understanding of strategies to support disadvantaged and vulnerable students, including attendance, punctuality, behaviour and achievement.
• Ability to support the implementation, monitoring and evaluation of PSHE and PSMSC provision.
• Understanding of safeguarding, child protection and behaviour management requirements within a school setting.
Communication
• Ability to communicate effectively orally and in writing.
• Ability to work collaboratively as part of a team.
• Ability to relate positively to people at all levels and influence others appropriately.
• Ability to develop and maintain effective relationships with students, families, colleagues, governors and external agencies.
• Ability to provide clear, timely and sensitive communication.
• Ability to contribute effectively to meetings, reports and stakeholder engagement activities.
Organisation and planning
• Record of taking ownership of major responsibilities and seeing them through to completion within budget and operational constraints.
• Ability to take a broad overview of school needs and priorities.
• High levels of organisational skill and attention to detail.
• Ability to monitor, review and evaluate school provision and improvement priorities.
• Ability to organise workload effectively and work under pressure.
• Ability to contribute to school improvement planning and self-evaluation processes.
• Ability to support the effective management, deployment and development of colleagues.
• Ability to support effective recruitment, cover and operational arrangements across allocated areas.
• Ability to support compliance with statutory and policy requirements, including safeguarding, attendance and website compliance.
Behaviour management
• Ability to promote and maintain high standards of behaviour, attendance and punctuality.
• Ability to support consistent implementation of behaviour systems and policies across the school.
• Ability to contribute to strategies that promote student safety, wellbeing and positive conduct.
• Understanding of approaches to behaviour support, inclusion and alternative provision.
Pastoral and inclusion
• Commitment to supporting disadvantaged and vulnerable students.
• Ability to support inclusive pastoral provision and student wellbeing.
• Understanding of the needs of students with SEND, medical, behavioural and attendance-related needs.
• Ability to contribute to safeguarding and child protection processes.
• Ability to support staff in meeting pastoral, safeguarding and inclusion expectations.
• Commitment to equality, inclusion and student welfare.
Technical skills
• IT capability and understanding of communication technology as a learning, management and data analysis tool.
• Ability to use data to monitor standards, evaluate impact and support improvement planning.
• Understanding of systems and processes used to record and monitor behaviour, attendance and safeguarding information.
Personal qualities
• Capacity to work effectively under pressure.
• Ability to motivate, lead and support colleagues, including senior leaders.
• Personal integrity, professionalism and commitment to education.
• Caring, considerate and committed approach to supporting students and colleagues.
• Evidence of good punctuality and attendance.
• Problem-solving ability.
• Enthusiastic and optimistic approach.
• Commitment to working with young people.
• Flexibility and adaptability.
• Ability to initiate and manage change with awareness of implications for future planning.
• Personal vision for education in the 21st century.
• Commitment to professional development and supporting the development of others.
• Willingness to work with governors and attend meetings, including evening meetings.
• Community links and interests outside school

	Requirements specific to the role 
	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.

To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required 




Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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