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January 2023

Dear Candidate,

Re: Deputy Headteacher (L12-L16; £58,105 - £64,225)

Thank you for contacting us about this vacancy.

I have pleasure in sending you an application form, further information about the vacancy, and what it is like working for our school. 

Please read the important information overleaf before completing the application form.

We look forward to receiving your application.

Yours sincerely,

Jacqui Rice

School Business Manager
Downs Junior School

Rugby Road, Brighton
Sussex, BN1 6ED
Email: jacquirice@downsjun.brighton-hove.sch.uk
Tel: 01273 558422
IMPORTANT INFORMATION

Your application is important to us and we want to make our recruitment process as easy and fair as possible. Please take a few minutes to read the following notes and, if there is any other assistance we can provide, please do not hesitate to contact us.

· Shortlisting for interview will be based solely on the information you provide on the application form. Please include evidence of how you meet each of the criteria set out in the Person Specification.  Please do not include a CV as these will be disregarded.

· Should you need to use supplementary sheets, please make sure that these are clearly marked with both your name and the post for which you are applying. 

· The recruitment monitoring form, which is enclosed with the application form, is used for monitoring purposes only and is not part of the shortlisting process. 

· Please ensure that we receive your application by the Closing Date shown in the advert as any late applications will be disregarded.

· If you return your application by post please ensure that you use the correct postage rate. 

· All applicants shortlisted for Interview will be contacted as soon as possible. If you are not invited to Interview and would like feedback please contact us and we will arrange for the Recruiting Manager to ring you. 

· We take the issue of safeguarding children very seriously and all applications are processed accordingly. Please note that any appointments are made subject to Enhanced DBS clearance, identity checks, continuous employment/employment gaps checks and satisfactory written references.

We have enclosed further guidance with the application form. Please read this before completing the form.

Downs Junior School

Deputy Headteacher 

Job description
Post: Deputy (L12-L16)   Salary: £58,105 - £64,225)
Responsible to: Head teacher (0.2- 0.4 FTE teaching commitment)

Job purpose: to share in the leadership and the corporate responsibility of the school. The post holder has a key role to play in developing and managing the implementation of the school’s policies in relation to Safeguarding, Curriculum Development/Teaching and Learning and Continued Professional Development, including professional Tutor.  The role is to oversee the school’s provision in the above areas in relation to staff’s training needs, as well as promote approaches that raise the quality and achievements of education for all pupils. The post holder would be recognised as being a member of the Senior Leadership team.

Responsible for: Coordinating the strategic direction, development and provision of Safeguarding, the quality of teaching and learning and all aspects of CPD within the school.
Duties
The duties outlined in this job description are in addition to those covered by the latest School Teachers' Pay and Conditions Document. It may be modified by the head teacher, with your agreement, to reflect or anticipate changes in the job, commensurate with the salary and job title.

Main Duties

· Support and secure the commitment of others to the vision, ethos and policies of the school and promote high levels of achievement in the school

· Support the creation and implementation of the school strategic plan and to take responsibility for appropriately delegated aspects of it

· Support all staff in achieving the priorities and targets that the school sets and monitor the progress of staff towards them

· Support the evaluation of the effectiveness of the school’s policies and developments and analyse their impact of the school.

Teaching and Learning

· To be part of the Senior Leadership Team and positively support the aims and ethos of the school through teaching and learning

· To lead and inspire colleagues and provide professional management and direction

· Ensure high quality teaching and learning, aspirational target setting, effective use of assessment for learning, appropriate use of resources and high achievement for all pupils

· To monitor and evaluate teaching and learning, progress made in achieving targets, and use the information gathered to guide further improvements
· Improve developments in line with School Self Review and Evaluation
· Be responsible for the teaching of pupils as directed, developing a stimulating and challenging learning environment which secures effective learning and provides high standards of achievement, behaviour and discipline

· Support the headteacher in determining, organising and implementing priorities for policy development
· Support the headteacher in the monitoring of the quality of teaching and children’s achievements across the school.

Leading and Managing Staff (including CPD)
· Contribute to School Self-Evaluation and the strategic direction of the school as a member of the Senior Leadership Team

· Encourage all members of staff to recognise and fulfil their statutory responsibilities to pupils in regards to curriculum provision

· Provide training opportunities for colleagues and disseminate best practice in all aspects of teaching and learning

· Support the headteacher in developing positive working relationships with and between all pupils and staff in the school

· Lead groups of staff in development activities and evaluate outcomes

· Support the appraisal process as required and use the process to develop personal and professional effectiveness

· Provide support to newly qualified teachers, supply teachers, as well as teachers who may be new to the school

· To be the Professional Tutor, co-ordinating ITT students and their mentors as well any other visits or placements from students, including work experience 
· Ensure that the headteacher and governors are well informed about policies, plans and priorities, its success in meeting objectives and targets, and any future development needs.

Effective Deployment of Staff and Resources
· Support the headteacher in the appointment and management of staff in the school and support those staff in their duties

· Work with the headteacher in establishing priorities for expenditure for the school and in monitoring the effectiveness of spending and usage of resources

· To be responsible for communication throughout the school to include staff meetings, organisation rotas, timetables, school diary, cover for teachers’ absence

· Assist the headteacher in regards to responsibility for health and safety and school welfare in relation to staffing policies

· Responsibility for CPD policy.
General
· Take on specific tasks related to the day to day administration and organisation of the school as requested by the headteacher

· Create and maintain positive and supportive relationships with staff, parents and the PTA and governors

· To deputise for the headteacher in his absence as directed 

· Contribute to the development of a positive inclusive ethos

· Attend and participate in open evenings and pupil performances 

· Uphold the school's policies and procedures
· Lead assemblies

· Arrange supply cover for teachers
· Participate in staff training 

· Attend team and staff meetings

· Develop links with governors, the LA and partnership schools.
Deputy Headteacher - Person Specification

	SPECIFICATION
	ESSSENTIAL
	DESIRABLE

	QUALIFICATIONS
	Qualified Teacher Status
	

	EXPERIENCE
	Recent and relevant teaching experience (at least 5 years).

Experience of organising and delivering staff development training.
Experience of research based pedagogy.
Proven experience of effectively leading and managing a team.

Proven experience of teaching children at junior level.
Demonstrable success in working collaboratively with parents, colleagues, governors and the local community.

Proven experience in effective liaison with a range of outside agencies and extended services.
	Teaching experience in more than one organisation.



	KNOWLEDGE, SKILLS AND UNDERSTANDING
	Proven ability as an excellent class teacher.

Very good understanding and knowledge of the national curriculum. 

A clear understanding of what constitutes high quality teaching and learning.

Ability to communicate effectively both orally and in writing, including use of ICT.

Excellent interpersonal skills.

Excellent organisational skills. 

Demonstrable commitment to equality of opportunity and inclusive practices.
	Senior/middle leadership position in a school setting.

Good understanding of Safeguarding.

	PERSONAL QUALITIES
	The ability to motivate, manage and inspire children and staff to strive for excellence.

A commitment to the ethos of the school as a partnership of children, parents, staff and the community.

A positive and creative thinker who sees challenges as opportunities.
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SUMMARY STATEMENT ON USE OF DISCLOSURE

INFORMATION IN RECRUITMENT & SELECTION 

Introduction

Thank you for applying for a position within Brighton & Hove City Council.  You have applied for a post or voluntary work that falls under the definition of ‘regulated position’ under exemptions to the Rehabilitation of Offenders Act 1974. This means that a criminal conviction check (or disclosure) will be undertaken on any individual who is offered the post.  Where appropriate (where the post involves working with children or vulnerable adults) details will also be checked against the Department of Health and Department for Education & Skills lists. These checks are undertaken by the Disclosure & Barring Service (DBS) only when a conditional offer of employment has been made but you will be asked during the recruitment process to declare any relevant information.

It is the intention of Brighton & Hove City Council not to discriminate unfairly against individuals on the basis of their previous offending history.  Possession of a criminal record is not an automatic bar to obtaining employment or voluntary work.  

The purpose of this Statement is to provide assurance to applicants that the information released in Enhanced Disclosures is used fairly and that sensitive personal information is handled and stored appropriately and kept for only as long as necessary.

Handling of Disclosure Information

Recipients of Disclosure Information at Brighton & Hove City Council will only disclose this information to the recruiting manager and Human Resources Manager.  Unauthorised disclosure of any information provided by the DBS is an offence under Section 124 of the Police Act 1997. 

Disclosure Information will be securely stored and will be retained for a maximum period of six months unless, in exceptional circumstances, formal written agreement of the DBS is obtained to retain them for a longer period. Brighton & Hove City Council as a Registered Body must comply with the DBS Code of Practice. All matters relating to the use of Disclosure Information will be undertaken in accordance with the DBS Code of Practice and Brighton & Hove City Council’s Code of Practice on the Use of Disclosure Information.

Further Information

If you are successful in obtaining a conditional offer of employment (or have been accepted as a volunteer), you will be sent further information on the Disclosure process including guidance on completion of the Disclosure Application Form.  Disclosures for employment will be funded by the Council and Disclosures for Volunteers are free of charge.

Further information on the DBS and the Disclosure process including the DBS Code of Practice can be obtained by visiting the web site: www.homeoffice.gov.uk/dbs or by calling 0870 90 90 844.

Further information on the Council’s Policy on the Recruitment of Ex-Offenders and the Code of Practice on the Use of Disclosure Information can be obtained by contacting Human Resources on (01273) 292313.
