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ST. JOHN’S CATHOLIC PRIMARY SCHOOL

Part of the Diocese of Westminster Academy Trust

Providence Way

Baldock

Hertfordshire

SG7 6TT

Head Teacher: Ms A. Hanou

www.stjohns4.herts.sch.uk
	Tel: 01462 892478  Fax: 01462 892683
	E-mail:admin@stjohns4.herts.sch.uk


JOB DESCRIPTION

DEPUTY HEADTEACHER

You are responsible to the Headteacher and the Governing Body. 
· You are required to carry out the duties of a Deputy Headteacher as set out in the current School Teachers’ Pay and Conditions document (2015).

· You are required to carry out the duties of a school teacher as set out in the current School Teachers’ Pay and Conditions document (2015) and the Teachers Standards document (2012).

 Main Responsibilities:

1.  Leadership Team Member – committeed to supporting the Headteacher and Governors in communicating and implementing the shared Vision. 
2. Leader of at least two curriculum areas, at least one of which will be core.

3. Whole school curriculum development.

· Ensure our Catholic identity is reflected in every aspect of school life.

· Help formulate School Improvement priorities – is committed to raising standards for all in the pursuit of excellence. 
· Initiate and lead whole school developments.
· Support colleagues in developing ‘outstanding’ teaching and learning practise.
· Support colleagues in their curriculum leadership roles. 

· Lead Inset as appropriate.
· Line manage groups of colleagues as required – i.e. Teaching Support Staff  / Lunchtime staff.  

4. NQT and ITT Mentor. If required – 
5. In her absence - deputise for the Headteacher in all aspects of the leadership, management and control of the school. To take the lead in the safeguarding and welfare of the children and behaviour management.

6. Management.
· Work with the Headteacher in playing a leading role in maintaining the ethos of the school as a supportive, positive and achieving learning environment.
· Assisting the Headteacher to ensure that curriculum promotes Health & Safety and well-being of every pupil – the Deputy Headteacher will assume the Safeguarding role of Deputy Senior Designated Person. 

· Maintain and further develop good standards of discipline and behaviour throughout the school.
· Interface with Parents and Families – being the first point of contact for formal complaints (in accordance with policy).
· Ensure that the school’s policies are consistently put into practice. 

· Assist the Headteacher in managing school self evaluation and improvement.

· Monitor standards across the school.

· Provide guidance and support to all staff.

· Play an active role in staff recruitment, deployment and retention.

· Maintaining and fostering high staff morale.

· Further own professional development in school management through Inset, private study or further qualifications.
· Work closely with the Governing Body. 
7. Leadership.

· Play a leading role in the Senior Leadership Team contributing to the strategic development of the school.

· Lead a team of support staff.

· Ensure that the learning environment is attractive and stimulating through effective displays of children’s work and other materials.

· Promote good relationships with children and staff, and good relationships and partnerships with parents and Governors.

· Assist the Headteacher and Governors as a Performance Management Team Leader. 

· Arrange timetables, rotas and duties for teaching and support staff. 

· Formulate and review policy documentation in consultation with Headteacher and Governors.

· Be instrumental in the formulation, and subsequent evaluation, of the School Improvement Plan.  

8. Teaching & Curriculum Organisation and Development.
· Take a (part time) teaching responsibility within a key stage team.
· Provide leadership in developing innovation and creativity across the curriculum – taking a lead in enriching the curriculum. 

· Promote teaching and learning styles which reflect current research and best practice.
· Set a high standard in the quality of preparation, organisation and delivery of lessons in line with the educational aims and policies of the school, in a manner that will serve as an excellent example to colleagues.  Exemplify good practice in order to raise standards.  Provide demonstration lessons for colleagues, Governors and parents as appropriate. 
· Support teaching colleagues in the development of schemes of work and support the Headteacher in both ensuring that the curriculum map is creative and in monitoring it’s impact and effectiveness. 
· Monitor and evaluate the quality of teaching and learning throughout the school.

· Take an active role in organising special curriculum events as agreed with the Headteacher. 

· To work with the Governing Body, keeping them informed about the development of the curriculum through meeting, reports etc., as required.

· Stay abreast of developments in education. 

9. Relationships.

To work along side the Headteacher, moving the school towards achieving the Vision. 

· Develop effective and positive links with the Parents Association & attend Parents Association meetings.

· Appreciate and respond to the pastoral needs of each child.

· Maintain and further develop links with the Parish and with other schools in the area.

· Support the effective implementation of all the school’s Equal Opportunities Policies. 

· Liaise with the Governing Body and attend Governing Body meetings in an ex-officio capacity. 
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