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JOB DESCRIPTION

	TITLE:
	Deputy Headteacher

	
	

	SCHOOL:
	Woodlands Secondary School 

	
	

	RESPONSIBLE TO:
	Headteacher and Governing Body 

	
	

	GRADE:   
	Leadership Group – L25 - L29



PURPOSE OF POST:

The Deputy Head Teacher, under the direction of the Head Teacher, will take a major role in:
· Assisting the Headteacher to evaluate the effectiveness of the school, identify school improvement priorities
· Implementing plans and policies to address school improvement priorities ensuring compliance with statutory responsibilities. 
· Managing and developing staff and resources to meet the aims and priorities of the school including management of operational issues and the day to day running of the school.
· Monitoring progress and effectiveness of actions to address the school’s aims and priorities. 
· Monitoring and improving the quality of teaching and learning across the school 
· Strategic oversight and direction for one of the following key areas:
· Safeguarding and Attendance
· Inclusion and Personal Development
· Curriculum, Teaching and Assessment
· Behaviour and Outreach
· If the head teacher is absent, the Deputy Head Teacher will deputise, as directed by the governing body. The Deputy Head Teacher will also be expected to fulfil the professional responsibilities of a head teacher, as set out in the School Teachers’ Pay and Conditions Document (STPCD).

RESPONSIBLE TO: Headteacher and Governing Body

ORGANISATION CHART:        
Headteacher 






Assistant Headteacher 
Deputy Headteacher 
Deputy Headteacher 

Assistant Headteacher 

	Qualities

The Deputy Headteacher will:
Uphold public trust in school leadership and maintain high standards of ethics, behaviour and professional conduct. 
Build positive and respectful relationships across the school community
Serve in the best interests of the school’s students.

Duties and responsibilities
School culture and behaviour 
Under the direction of the headteacher, the deputy headteacher will:
Work alongside the senior leadership team (SLT) and other staff members to create a culture where pupils experience a positive and enriching school life
Uphold educational standards in order to prepare pupils from all backgrounds for their next phase of education and life
Ensure a culture of staff professionalism
Encourage high standards of behaviour from pupils, built on rules and routines that are understood by staff and pupils, and clearly demonstrated by all adults in school
Use consistent and fair approaches to managing behaviour, in line with the school’s behaviour policy
Teaching, curriculum and assessment
Under the direction of the headteacher, the deputy headteacher will:
Establish and sustain high-quality teaching across all subjects and phases, based on evidence
Ensure teaching is underpinned by subject expertise 
Effectively use formative assessment to inform strategy and decisions
Ensure the teaching of a broad, structured and coherent curriculum
Establish curriculum leadership, including subject leaders with relevant expertise and access to professional networks and communities
Use valid, reliable and proportionate approaches to assessing pupils’ knowledge and understanding of the curriculum 
Special educational needs (SEN) and disabilities
Under the direction of the headteacher, the deputy headteacher will:
Promote a culture and practices that enables all pupils to access the curriculum 
Have ambitious expectations for all pupils with SEN and disabilities
Make sure the school works effectively with parents, carers and professionals to identify additional needs and provide appropriate support in line with EHCP provision
Make sure the school fulfils statutory duties regarding the SEND code of practice.
Organisational management and school improvement
Under the direction of the headteacher, the deputy headteacher will:
Establish and sustain the school’s ethos and strategic direction together with the governing board and through consultation with the school community
Establish and oversee systems, processes and policies so the school can operate effectively 
Ensure staff and pupils’ safety and welfare through effective approaches to safeguarding, as part of duty of care
Manage staff with due attention to workload
Ensure rigorous approaches to identifying, managing and mitigating risk
Allocate financial resources appropriately, efficiently and effectively
Identify problems and barriers to school effectiveness, and develop strategies for school improvement that are realistic, timely and suited to the school’s context
Make sure these school improvement strategies are effectively implemented
Professional development
Under the direction of the headteacher, the deputy headteacher will:
Ensure staff have access to appropriate, high standard professional development opportunities
Keep up to date with developments in education
Seek training and continuing professional development to meet needs
Governance, accountability and working in partnership
Under the direction of the headteacher, the deputy headteacher will:
Understand and welcome the role of effective governance, including accepting responsibility
Ensure that staff understand their professional responsibilities and are held to account
Ensure the school effectively and efficiently operates within the required regulatory frameworks and meets all statutory duties
Work successfully with other schools and organisations 
Maintain working relationships with fellow professionals and colleagues to improve educational outcomes for all pupils
Other areas of responsibility
Strategic and operational leadership of one of the following area
· Safeguarding and Attendance
· Inclusion and Personal Development
· Curriculum, Teaching and Assessment
· Behaviour

	



DIMENSIONS
		
Supervisory Management:	Day to day running of school and staff supervision. 

Financial Resources: Budget management of specific areas 

Work Environment:  All staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan.  They are required to support and follow all relevant school policies including those for behaviour and child protection. This will mean focussing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.
The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service. 
Disclosures are handled in accordance with the DBS Code of Practice which can be accessed via www.disclosure.gov.uk

It is an offence to apply for a role working in regulated activity if you are barred from working with children. 

Because of the nature of this job, it will be necessary for the appropriate level of criminal record disclosure to be undertaken. Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986. Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose such convictions will result in dismissal or disciplinary action by the Authority. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment. 
A CV alone will not provide adequate information and will not be accepted for any posts based in schools.   Candidates are required to explain how they meet the essential criteria in full by completion of the application form. 
We will consider any reasonable adjustments under the terms of the Equality Act (2010) to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.
The Job-holder will ensure that Luton Borough Council’s policies are reflected in all aspects of his/her work, 
in particular those relating to:
(i)   Equal Opportunities
(ii)  Health and Safety
(iii) Data Protection Act (2018)
 
In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

· Motivation to work with children and young people
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people
· Emotional resilience in working with challenging behaviours; and attitudes to use of authority and maintaining discipline
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				This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.
__________________________________________________________________________
Essential (E): without which candidate would be rejected
Desirable (D): useful for choosing between two good candidates.

	
Please make sure, when completing your application form, you give clear examples of how you meet the essential and desirable criteria.


	Attributes
	Essential
	How measured
	Desirable
	How measured

	Qualifications
	
	1. Qualified teacher status
2. Degree /PGCE 
	1,4

	3. NPQSL/NPQH qualification
4. Team Teach or Therapeutic Thinking Trainer
	1,4



	
Experience

	5. Successful senior leadership  experience in a school setting.

6. Demonstrable experience of line management, including successful performance management  staff development and HR processes

7. Significant involvement in school self-evaluation and planning for school improvement 

8. Evidence of successful leadership of a key aspect of school improvement.

	1,2


1,2



1,2



1,2

	9. Experience of working with students with Severe and Profound learning disabilities and additional needs, including physical disabilities, severs communication difficulties.

10. Experience of working in a multi-cultural school environment where English is not the first language of students and/or parents


	









	
Skills/Abilities

	11. Demonstrable ability to improve the quality of teaching and learning across the school 

12. Demonstrable ability to analyse and interpret data as part of Assess, Plan, Do. Review cycles to improve outcomes

13. The ability to communicate effectively and build positive working relationships with a range of stakeholders including students, staff, parents, governors and other professionals.  

14. Excellent organisational and communications skills;  the ability to prioritise,  manage own workload and meet deadlines

15. The ability to address challenging issues and work towards resolution, alongside other agencies where relevant. 

16. Confident user of ICT to support leadership role

	1,2,5 


1,2,3



1,2






1,2




1,2





1,2
	17. Successful experience of implementing coaching and mentoring skills.  



	 1,2

	Competencies
	18 Commitment and experience of  effective safeguarding practice at leadership level

19. Ability to keep students and staff safe. This includes demonstrating the following:

· appropriate motivation to work with young people

· ability to form appropriate
relationships with young people

· emotional resilience in working 
with challenging behaviours 

· appropriate attitudes to use of 
authority and maintaining  
discipline. 
	1,2




1,2,5
	
	

	Equality Issues


	20. An understanding and commitment to recognise and act, in order to protect people from direct or indirect discrimination and unconscious bias.

21.Able to understand and address the core equality issues for students with SEN in Luton 

	1,2




1,2
	
	

	Specialist Knowledge


	22. A depth of understanding of the priorities for supporting children with severe, complex and profound learning difficulties and for improving outcomes.
	1,2





	
	



(1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise) 
We will consider any reasonable adjustments under the terms of the Equality Act (2010) to enable an 
applicant with a disability (as defined under the Act) to meet the requirements of the post.

The Job-holder will ensure that the schools policies are reflected in all aspects of his/her work, in particular those relating to:
(i)  Equal Opportunities
(ii)  Health and Safety
(iii)  Data Protection Act (2018) 

In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:

· Motivation to work with children and young people; 
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people; 
· Emotional resilience in working with challenging behaviours; and, attitudes to use of authority and maintaining discipline. 

The school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service.
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