   

Deputy Headteacher
       Job Description 


At Southern Education Trust, we are driven by a shared mission of Making Lives Better. We’re a     community of schools built on our values: Kind, Creative and Collaborative, working together                              to help every child - and every colleague – thrive.








	Job Title
	Deputy Headteacher

	School
	Wyvern Academy

	Grade
	Leadership Pay Scale, Points 14-20

	Contract
	Permanent, Full time

	Reporting to
	Headteacher

	Responsible for
	Middle Leadership



Purpose of the job

The purpose of this role is to support the Headteacher in the day‑to‑day leadership of the school by taking on delegated responsibilities and confidently stepping in during their absence. You’ll play a key part in shaping the school’s aims and values, helping to develop the policies that bring them to life, guiding staff and resources effectively, and keeping a close eye on progress so the school continues to thrive. Alongside this, you’ll take particular responsibility for daily operations, staff deployment and wellbeing, assessment, and ensuring every pupil can access the provision they need - including support with medical needs and overall accessibility.

Key areas of responsibility 

Leadership and Management

· Support and deputise for the Headteacher, contributing to the leadership, organisation and smooth day‑to‑day running of the school.
· Work with the Headteacher and Senior Leadership Team to shape school aims, develop and evaluate policies, monitor teaching and learning, and analyse data to inform whole‑school targets and improvement planning.
· Oversee daily staffing, including deployment, wellbeing, performance management, CPD coordination, and induction of new staff and NQTs.
· Manage systems, procedures and resources, including organisation, ordering, funding, non‑contact cover, and responses to Transitional Reviews.
· Provide pastoral and professional support to colleagues and contribute to whole‑school Inset planning.

Teaching Responsibilities

· Maintain a teaching commitment and model high‑quality classroom practice, including planning, assessment, behaviour management and positive relationships with pupils. 
· Ensure effective schemes of work and teaching strategies that meet the needs of pupils across the ability range. 
· Monitor, assess, record and report pupil progress; set appropriate and challenging targets. 
· Communicate with parents and professionals through reviews, consultations, reports and meetings. 
· Direct and support teaching assistants in classroom practice, record‑keeping and creating purposeful learning environments.

Whole‑School Contribution

· Contribute to the ongoing development of the School Development Plan and participate in staff meetings, workshops and professional development. 
· Follow statutory responsibilities, including accurate registration, safeguarding, behaviour expectations and health and safety procedures. 
· Work collaboratively with parents, carers, external agencies and mainstream partners, supporting inclusion and outreach where appropriate. 
· Uphold high standards of behaviour, wellbeing and pastoral support for pupils on‑site and off‑site. 
· Build positive relationships with families and promote a positive image of the school within the community. 
· Support break‑time and lunchtime supervision as required, and contribute to the wider life and ethos of the school. 
· Undertake any other reasonable duties as directed by the Headteacher.

Other

· Follow all school policies, safeguarding procedures and the Trust Code of Conduct, reporting any concerns about the safety or wellbeing of pupils, staff, or visitors.
· Work responsibly and respectfully, promoting inclusion, maintaining confidentiality, and caring for the wellbeing of yourself and others.
· Stay committed to learning and improvement, taking part in training and contributing positively to school and Trust development, as well as attending team meetings. 
· Use resources thoughtfully, showing care for school property and the wider environment.
· This job description is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks the postholder may be required to undertake other duties appropriate to the level of the role, as directed. 


Person Specification

	[bookmark: _Hlk218766489]Criteria
	Essential
	Desirable

	Qualifications & Experience 

	· QTS.
· Strong track record of senior leadership in an educational setting.
· Extensive and current knowledge of special education, including SLD, PMLD, ASC and the SEN Code of Practice.
· Significant recent professional development.
· Experience leading teaching teams and managing classroom support staff.
· Experience promoting inclusive practice and working with mainstream partners

	· NPQH.
· Experience as (or working closely with) a Designated Safeguarding Lead.





	Skills & Knowledge

	· Ability to lead, motivate and develop staff, ensuring consistent approaches to teaching, learning and behaviour.
· Ability to build positive, professional relationships with pupils, colleagues, parents and external agencies.
· Strong understanding of the National Curriculum, effective teaching strategies, assessment principles and record‑keeping.
· In‑depth knowledge of safeguarding and child protection requirements.
· Strong organisational and time‑management skills.
· Good ICT skills, including using technology to support learning.
· Strong understanding of child development and behaviour management.

	








	Personal Qualities 

	· Kind, compassionate and child-centred, creating environments where everyone feels valued and always acting in pupils’ best interests.
· Calm, steady and positive, offering a reassuring presence and helping others to feel confident and supported, even when things are busy or challenging.
· Collaborative and respectful, building trusting relationships while maintaining professionalism, discretion and confidentiality.
· Flexible, adaptable and proactive, responding to changing needs with good humour, taking initiative and seeing things through.
· Reflective, inclusive and open-minded, with a genuine commitment to learning, celebrating diversity and fostering a strong sense of belonging for all.
· Inspiring and motivating, developing strong and respectful classroom relationships and engaging learners with clarity and confidence.
· Creative, adaptable and emotionally aware, shaping learning around individual needs and responding thoughtfully to pupils’ wellbeing.
· Organised, forward-thinking and constructive, planning and assessing effectively and offering feedback that is supportive and meaningful.

	






	Other Factors
	
· Satisfactory Safer Recruitment Checks
· Clean driving licence and the use of a vehicle with business insurance
· To attend and contribute to school staff meetings and in-service training within contracted hours or outside normal hours by agreement.
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