Job Description for
Deputy Headteacher (including Deputy Designated Safeguarding Lead and Inclusion Manager)
Full-time, Permanent | Leadership Scale: Outer London L9 to L13
Responsible to: Headteacher
Responsible for: Years 4 to 6 phase leader, subject leaders, Years 4 to 6 class teachers and teaching assistants, and inclusion support staff
Job Purpose
· The Deputy Headteacher works alongside the headteacher to lead and manage the school, with particular responsibility for teaching and learning, curriculum and professional development. They line manage the Years 4 to 6 phase and take full responsibility for the school when the headteacher is absent.
· They are the school's Inclusion Manager, carrying out the statutory role of the special educational needs co-ordinator (SENCO), and they lead the Pupil Premium strategy.
· As one of two Deputy Designated Safeguarding Leads (Deputy DSLs), they support the headteacher (DSL) to keep children safe.
· The postholder carries out the professional duties of a teacher as set out in the current School Teachers' Pay and Conditions Document, including any duties assigned by the headteacher.
Duties and responsibilities
Leadership and Management
· Work with the headteacher to shape the vision and direction of the school, setting very high expectations with a clear focus on pupil achievement
· Play a significant role in writing the School Development Plan with the headteacher, governors and senior staff, and lead and monitor the priorities agreed with the headteacher
· Deputise for the headteacher when they are absent or unavailable, taking full responsibility for the school in line with school policy
· Inspire, motivate and influence staff and pupils, leading by example and modelling the school's policies, practices and values
· Line manage the Years 4 to 6 phase leader and subject leaders, giving guidance and support to improve the quality of teaching and learning
· Support the headteacher with school self-evaluation and with planning and managing resources to secure improvement
· Support the headteacher with the day-to-day organisation of the school, taking responsibility for agreed areas such as timetables and duty rotas
· Take part in recruitment and selection, undertaking safer recruitment training and supporting the school to follow best practice
· Take a leading role in involving parents, carers and the wider community in the life of the school
· As a member of the senior leadership team, attend all leadership team meetings and report to governors where appropriate
Teaching, Learning and Curriculum
· Lead the planning and delivery of the curriculum across the school, including schemes of work and medium-term plans
· Keep an informed view of standards and the quality of teaching across the school by monitoring pupils' learning, planning and teaching
· Support subject and phase leaders to develop their roles, particularly in raising standards
· Carry out teaching duties as agreed with the headteacher, providing a model of excellence for colleagues. This may include teaching a class, covering for colleagues who are absent or on professional development, teaching demonstration lessons, and teaching catch-up groups
Professional Development
· Lead the school's professional development programme, including planning and delivering INSET and working with individuals and teams
· Act as induction tutor for early career teachers (ECTs), and support less experienced staff and supply teachers
· Coordinate initial teacher training placements (PCM role)
· Support teams and individuals with short-term planning
· Support staff in class through demonstration lessons, team teaching, observation and feedback
Inclusion (Inclusion Manager)
· Act as the school's Inclusion Manager, carrying out the statutory responsibilities of the SENCO set out in the SEND Code of Practice
· Lead the strategic development of inclusion so that pupils with SEND, pupils learning English as an additional language and disadvantaged pupils achieve well
· Oversee the day-to-day operation of the school's SEND policy, and make sure the school meets its duties under the SEND Code of Practice, the Children and Families Act 2014 and the Equality Act 2010
· Coordinate provision for pupils with SEND, keeping the SEND register, provision maps and pupil records up to date
· Advise and support staff on the graduated approach (assess, plan, do, review) and adaptive teaching
· Manage requests for Education, Health and Care needs assessments, oversee EHCP learning plans and lead annual reviews
· Work with the local authority and external professionals, such as educational psychologists, speech and language therapists, occupational therapists, CAMHS, health and social care
· Work with early years settings, other schools and next providers so that transitions for pupils with SEND are well planned
· Work with the Assistant Headteacher on early identification of needs in EYFS
· Work with the headteacher and governors on reasonable adjustments and access arrangements, including for statutory assessments
· Line manage inclusion support staff, and advise on how support staff are deployed to meet pupils' needs
· Work in partnership with parents and carers of pupils with SEND, making sure they are involved in decisions about their child
· Prepare the SEN Information Report and report on inclusion to governors, working with the SEND governor
Pupil Premium, Looked-after Children and Medical Needs
· Lead the Pupil Premium strategy, including the annual published statement, and monitor its impact
· Act as designated teacher for looked-after and previously looked-after children
· Lead the school's arrangements for supporting pupils with medical conditions, working with the School Business Manager on first aid
Safeguarding: Managing Referrals
· Refer cases of suspected abuse to local authority children's social care, and support staff who make referrals
· Refer cases to the Channel programme where there is a radicalisation concern, and support staff who make referrals
· Refer cases to the Disclosure and Barring Service where a person is dismissed or leaves because of risk or harm to a child
· Refer cases where a crime may have been committed to the police
· Keep detailed, accurate and secure written records of concerns and referrals
Safeguarding: Working with Staff and Other Agencies
· Make sure staff, especially new and part-time staff, can access and understand the school's child protection and safeguarding policy and procedures
· Inform the headteacher (DSL) of safeguarding issues, especially ongoing enquiries into whether a child is at risk of harm, and police investigations
· Liaise with the case manager and the local authority designated officer (LADO) in all cases involving a member of school staff
· Act as a source of support, advice and expertise for staff on safety and safeguarding, including when they are deciding whether to make a referral
· Understand the early help assessment process
· Attend and contribute effectively to child protection case conferences and review conferences when required
Safeguarding: Training, Awareness and Records
· Complete DSL training and keep it up to date, refreshing knowledge and skills at least annually
· Complete Prevent training and be able to support the school to meet the Prevent duty, advising staff on protecting children from the risk of radicalisation
· Complete training on female genital mutilation (FGM) and be able to advise staff on identifying and protecting children at risk, reporting known cases to the police and helping others to do so
· Support the DSL on online safety, including filtering and monitoring
· Make sure the school's child protection policies are known, understood and used appropriately
· Work with the governing board to make sure the child protection policy is reviewed at least annually and that procedures are updated regularly
· Work with local safeguarding partners so staff know about training opportunities and the latest local safeguarding policies
· Be alert to the specific needs of children in need, children with SEND and young carers
· Encourage a culture of listening to children among all staff, so children's feelings are heard when the school puts measures in place to protect them
· When children leave the school, transfer their child protection file securely to the new school as soon as possible, separately from the main pupil file
· Model best practice and uphold confidentiality and data protection at all times
Health & Safety
· Deal with and report health and safety issues as they arise in school
· Raise awareness of health and safety among all members of the school community
Meetings, Assemblies and Reporting
· Attend daily and weekly meetings and lead them as required
· Lead whole-school assemblies and support other staff with assemblies
· Prepare and present reports to governors, local authority officers, parents and outside agencies as required
· Attend occasional meetings in the evening, at weekends or in school holidays, as required
Other duties and responsibilities
In addition, all school employees are expected to:
· Be alert to issues of child protection, ensuring that the welfare and safety of children attending the School is promoted and safeguarded and to report any child protection concerns to the Headteacher using safeguarding policies procedures and practice.
· Prevent, identify and minimise risk of interpersonal abuse or violence, safeguarding children and other vulnerable people, initiating the management of cases involving actual or potential abuse or violence where needed
· Be aware of and update colleagues, as appropriate to comply with current legislation and policies affecting practice, e.g. Children's Act, National Service Frameworks, Child Protection Procedures, Health and Safety and Data Protection.
· Have a full commitment to the Council's Equal Opportunities Policy and acceptance of personal responsibility for its practical application. All employees are required to comply with and promote the policy and to ensure that discrimination is eliminated in the service of the Authority.
· Uphold and comply with the statutory provisions of the Health and Safety at Work Act 1974 and any other associated legislation or Council Policies and procedures.
· To undertake appropriate training in relation to all of the above.
· To assist in the personal development of colleagues through feeding back from training and providing documentation.
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