Cuffley School
Job Description
Deputy Headteacher
L9 – L15

Responsible to
· The Headteacher
· The Governing Body
Main Functions of the Role

This job description sets out the duties to be undertaken and performed by the post holder in the role of Deputy Headteacher. The duties set out below are in addition to any teaching requirement. 
· The main function of the role is to assist the Headteacher in the leadership and management of the school and in all aspects of school improvement and self-evaluation, including taking full responsibility for the school in the absence of the Headteacher.

· The current School Teachers’ Pay and Conditions document describes the duties, which are required to be undertaken by teachers in the course of their employment.  It is the contractual duty of the post holder to ensure that his/her professional duties are discharged effectively. 

Areas of Responsibility for Deputy Headteacher at Cuffley School

· Take an influential role in school leadership and school improvement contributing to both strategic planning, day-to-day managment and monitoring.
· Be an exemplary teacher, providing a model for other staff in teaching, learning and assessment. 

· Promote quality first teaching and learning throughout the school.

· Monitor, manage and take responsibility for the development of teaching and learning across the breadth of the school and include other colleagues in this process.

· Keep abreast of both local and national developments in relation to teaching and learning and the primary curriculum.

· Lead CPD, primarily in the areas of safeguarding, teaching and learning, and assessment.
· Ensure that the school’s curriculum is relevant, purposeful and inspiring through effective planning, implementation and monitoring that lead to the highest possible outcomes.

· Manage whole school assessment and monitoring procedures including data analysis and produce reports for relevant stakeholders or support colleagues in producing reports where necessary. 
· Deploy staff in order to boost achievement and close gaps in learning.
· Be proactive in evaluating school effectiveness (self-evaluation) in partnership with all relevant stakeholders and lead on identified areas of school improvement. 
· Undertake performance manage identified staff.
· Promote a positive approach to whole school behaviour.
· Participate fully in the life of the school including participation in out of school hours’ activities, e.g. to attend governing body meetings or PTA events.
Strategic Direction and Development of the School

(Alongside and under the direction of the Headteacher)
· Support the vision, aims, ethos and policies of the school and promote high levels of achievement.

· Support the creation and implementation of the school improvement plan within the national and local context, and to take sole responsibility for appropriately delegated aspects of it.

· Support all staff in achieving the priorities and targets that the school sets and provide them with support and guidance in implementing those priorities.

· Ensure the evaluation of the effectiveness and implementation of school policies.

· Support the Headteacher with the everyday, operational, running of the school including timetabling and managing staff absence.

· Ensure that parents are well informed about the school and build positive and effective partnerships with them to ensure high outcomes for pupils.
Teaching and Learning

· Develop teaching practice and classroom environments that secures effective learning across the breadth of the National Curriculum and provides a professional model
· Lead on and promote high standards of behaviour. 

· Identify and develop appropriate programmes of CPD that impact on first quality of teaching. 
· Support the Headteacher and other senior leaders in the monitoring of the quality of teaching and children's achievements including the analysis of specific performance data.

Leading and Managing Staff 

· Support the Headteacher in developing positive working relationships with and between all staff school.
· Mentor and coach staff in agreement with the Headteacher.

· Lead staff in developmental activities, delegate appropriately and evaluate impact on whole school achievement and the curriculum.

· Support the Headteacher in the implementation of the school's performance management process in relation to identified members of staff.
Effective Deployment of Staff and Resources

· Support the Headteacher in the appointment and development of staff to make the most effective use of their skills, expertise and experience and ensure that staff have a clear understanding of their roles and responsibilities.

· Support the Headteacher in the management and organisation of relevant groupings of children to ensure effective teaching and learning takes place and that children's personal development needs are met.

· Manage the school effectively in the absence of the Headteacher.

· Work with the Headteacher and Governing Body in establishing priorities for expenditure and monitoring the effectiveness of spending and usage of resources with a view to achieving value for money.

Safeguarding

· Act as a Designated Senior Leader and take a central role in the leadership and management of safeguarding practice across the school.

· Be aware of and comply with policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, sharing all concerns with the Headteacher.

· Ensure child protection procedures and processes are followed and support a safeguarding culture.
General

· Provide effective professional support and challenge to the Headteacher.
· Provide information and advice to the Headteacher/Governing Body related to specific areas of the school.

· Attend meetings, in accordance with school policy and lead meetings as required.

· Take whole school assemblies and support other staff with assemblies. 

· Prepare and present reports, as required, e.g. to governors, the school improvement partner, other professionals, outside agencies and parents.

· Take on any additional responsibilities that might from time to time be determined by the Headteacher.
The appointment is subject to the current conditions of employment contained in the School Teachers' Pay and Conditions Document and the required standards for Qualified Teacher Status and other current legislation. 
This job description may be amended at any time following discussion between the Headteacher and member of staff and will be reviewed annually.
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