Prendergast School

DEPUTY HEADTEACHER 

JOB DESCRIPTION

Post title

Deputy Headteacher

Salary / Grade

Leadership Group Spine

Responsible for

Leading the development of the school in liaison with the Headship and Leadership Teams, and assisting the Headteacher with the overall leadership, management and sustained development of the school.

Responsible to

The Headteacher

Purpose of the job

· To ensure that outcomes and provision across all key stages in the school are outstanding

· To create Level 3 Post 16 provision that is first choice for young people in Lewisham
· To ensure that the school meets all statutory safeguarding requirements and departmental safeguarding guidance

· To lead on the Quality of Education across KS3, KS4 and KS5

· To work with the Headship & Leadership Team to  develop a broad and balanced curriculum that takes account of the needs of students 

· To raise attainment at Key Stage 5 and lead the sixth form provision ensuring high standards

· To ensure sustained improvement in recruitment and retention in the sixth form

· To ensure the maintenance of high standards of behaviour at KS5

· To lead the provision of academic monitoring, tutoring and support for all pupils to ensure high standards of learning and achievement for all pupils.

· To oversee the provision of careers information and guidance at the school and ensure that it has a positive impact on progression for all students
· To be responsible for the effective and efficient day to day running of the school and to deputise for the Headteacher in her absence.  

· To assist the Headteacher and Governors in ensuring the achievement of the highest possible educational standards, creating an atmosphere and structures in which pupils and parents / carers feel valued and staff have high expectations of them.

Liaising with

Headship Team, Leadership Team, Middle Leaders, Year Progress Leaders, Tutors, Pupil Support Services, the Governing Body, external agencies, LA representatives and parents.

Duties 

The Teachers’ Pay and Conditions Document specifies the general professional duties of staff on the Leadership Spine including Deputy Headteachers.  In addition, certain particular duties are reasonably required to be exercised and completed in a satisfactory manner.  Teachers’ Standards must be met.

The deputy headteacher will also be expected to fulfil the professional responsibilities of a headteacher, as set out in the School Teachers’ Pay and Conditions Document (STPCD).

Duties and responsibilities

Qualities and knowledge

Under the direction of the headteacher:

· Lead and support the day to day running of the school and ensure that it runs effectively and efficiently.  To hold all staff to account for acting in line with policies and procedures.

· Communicate the school’s vision compellingly and support strategic leadership. To share in the leadership and corporate responsibility of the school

· Lead by example, holding and articulating clear values and moral purpose, and focusing on providing outstanding education for all pupils

· Build positive relationships with all members of the school community, showing positive attitudes towards them

· Keep up to date with developments in education, and have a good knowledge of education systems 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

Pupils and staff

Under the direction of the headteacher:

· Ensure ambitious standards for all pupils, instilling a strong sense of accountability in staff for the impact of their work on pupil outcomes

· Ensure outstanding teaching in the school, including through training and development for staff

· Establish a culture of ‘open classrooms’ as a basis for sharing best practice

· Create an ethos within which all staff are motivated and supported to develop their skills and knowledge

· To assist the Headteacher, the Executive Headteacher and Governors in ensuring high quality education for all students, continuous school improvement and ongoing staff development with results that are outstanding across all key stages.

· Identify emerging talents, coaching current and aspiring leaders

· Hold all staff to account for their professional conduct and practice

· To oversee all aspects of the use of student voice and parental engagement
Systems and processes

Under the direction of the headteacher:

· Ensure that the school’s systems, organisation and processes are well considered, efficient and fit for purpose

· Monitor all pupil performance including attendance in the school through the effective use of data tracking systems, which identify underachievement and provide appropriate intervention for pupils which has sustained impact.  To ensure that the data tracking system is fit for purpose.

· Provide a safe, calm and well-ordered environment for all pupils and staff, focused on safeguarding pupils and developing exemplary behaviour

· To be the deputy designated safeguarding officer across all key stages at the school, ensuring that the school meets all statutory safeguarding requirements and departmental advice.  

· To ensure that CPOMS is used effectively by all staff and that all staff adhere to the school’s safeguarding policy and procedures. 

· Implement systems for supporting the performance of all staff, supporting staff to improve and valuing excellent practice

· Work with the governing board as appropriate

· Support strategic, curriculum-led financial planning to ensure effective use of budgets and resources

· To lead and manage all aspects of on-site school events 

· To lead and manage the provision of information and guidance to Key Stage 4 and 5 pupils when they are considering their transition choices

· To ensure that all KS5 pastoral managers carefully monitor the progress of students in their year group, celebrate achievement and quickly identify underachievement, providing appropriate intervention which has sustained impact.

· To investigate and report on all formal complaints received by the school in a timely manner resolving the issues raised

· To be a lead investigating officer in the school 

· To be responsible for quality assurance systems and procedures, managing the school's reputation and public relations.  Taking the lead on all extra-curricular and public events

· To manage and support the work of specified Middle Leaders to ensure that the relevant curricular teams are well managed and effectively led 

· To prepare for the Headteacher’s termly report to issue to the Governing Board, on all issues of responsibility 

· To be a presence around the school at transition points, at breaks, and before and after school

The self-improving school system

Under the direction of the headteacher:

· Create an outward-facing school which works with other schools and organisations to secure excellent outcomes for all pupils.  To lead on the management of the school’s relationships with key stakeholders such as parents, partner primary schools and the wider community
· Develop effective relationships with fellow professionals
· Model entrepreneurial and innovative approaches to school improvement and leadership which have a clear positive impact
· Inspire and influence others to believe in the fundamental importance of education in young people’s lives and to promote the value of education
· The deputy headteacher will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.

· The deputy headteacher will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.

· To lead on the management of the reputation of the school through marketing, public relations and the handling of complaints.
· To ensure the school is prepared for Ofsted inspections and other benchmarking visits

To undertake any other tasks as reasonably required by the Headteacher

Conditions of employment

The above responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the Contract of Employment).

The postholder is required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body. 

S/he shall be subject to all relevant statutory requirements as detailed in the most recent School Teachers Pay and Conditions Document.

The postholder may be required to perform any other reasonable tasks after consultation.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.

This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the postholder.

All staff participate in the school’s performance management scheme.

Person specification – Deputy Headteacher

	Criteria
	Qualities

	· Qualifications
	· Qualified teacher status 

· Degree

· Professional development in preparation for a leadership role

	· Experience
	· Successful leadership and management experience in a school

· Evidence of raising attainment for significant cohorts of pupils

· Teaching experience – delivery of outstanding lessons

· Involvement in school self-evaluation and development planning

· Successful Line management and Performance Management experience 

· Experience of contributing to staff development

· Experience and evidence of impact of developing teaching, learning and assessment in school.

· Experience of developing a curriculum

· Experience of leading on whole school initiatives

· Experience of A level teaching and gaining strong outcomes

· Experience of leading or supporting a department or faculty and ensuring strong progress and attainment outcomes

· Experience of delivering successful CPD

· Experience of communicating with a wide range of audiences

	· Skills and knowledge
	· Data analysis skills, and the ability to use data to set targets and identify weaknesses

· Understanding of outstanding 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

· Effective presentation skills for a range of audiences

· Ability to communicate a vision and inspire others

· Ability to build effective working relationships and to ensure positive working relationships with students, staff and stakeholders.

· Knowledge of how to develop an effective curriculum

	· Personal qualities 
	· A commitment to getting the best outcomes for all pupils and promoting the ethos and values of the school

· Ability to work under pressure and prioritise effectively

· Ability to be a reflective practioner

· Commitment to maintaining confidentiality at all times

· Commitment to safeguarding and equality

· Commitment to a  positive and solution focused approach

· Commitment to being a role model for staff and students
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