
 

 

 
 

PASSMORES COOPERATIVE LEARNING 
COMMUNITY 

 
Job Description 

Position: Deputy Headteacher 
 
Line Manager: Headteacher 
 
Location: Potter street Academy 
 
Performance Management Reviewer: Headteacher   

 
 

Core Purpose 
The deputy headteacher shall play a major role under the overall direction of the headteacher 
in; 
  

(a) formulating the aims and objectives of the school; 
(b) establishing the policies through which they shall be achieved; 
(c) managing staff and resources to that end; and 
(d) monitoring progress towards their achievement; 
  

The deputy headteacher shall undertake any professional duties of the headteacher reasonably 
delegated to him/her by the headteacher.  
 
The deputy headteacher shall undertake the professional duties of the headteacher in the event 
of his absence from the school 
 
  
Principle Accountabilities 
 
Leadership and Management 
 
Under the direction of the Headteacher: 

• Support the Headteacher in the day-to-day management of the school 

• Communicate the school’s vision compellingly and support the headteacher’s strategic 
leadership 

• Lead by example, focusing on providing excellent education for all pupils 

• Lead on particular whole-school strategies and policy areas 

• Build positive relationships with members of the school community 

• Keep up to date with developments in education 

• Seek training and continuing professional development to meet own needs 

• Demonstrate excellent performance against parts one and two of the teacher’s standards: 
teaching and personal and professional conduct 

• Implement strategies and initiatives to share best practice with others in the school, 
developing confidence and skills in others 



• Ensure that the school’s systems, organisation and processes are well considered, efficient 
and fit for purpose 

• Provide a safe, calm and well-ordered environment for all pupils and staff, focused on 
safeguarding pupils and developing exemplary behaviour 

• Implement systems for managing the performance of all staff, addressing any 
underperformance, supporting staff to improve and valuing excellent practice 

• Work with the trust and governing board as appropriate 

• Support strategic, curriculum-led financial planning to ensure effective use of budgets and 
resources 

• Support distribution of leadership throughout the school 
 
 
Safeguarding 
Fulfil personal responsibilities, and support the headteacher in securing compliance by those 
working in school, for safeguarding as set out in the Children’s Act, Statutory Guidance and by 
the Local Children’s Safeguarding Board.  These include: 
• Operating a culture of listening to children and taking account of their wishes and feelings, 

both in individual decisions and the development of services; 
• Operating clear whistleblowing procedures,  
• Sharing information, with other professionals 
• Operating safe recruitment practices   
• Ensuring appropriate supervision and support for staff, including undertaking Induction, 

safeguarding training and reviews of practice 
• Operating and monitoring clear policies for dealing with allegations against people who 

work with children.  
. 
 
Deputy Designated Safeguarding Lead Responsibilities: 

• To support the school’s Designated Safeguarding Lead for safeguarding and child 

protection within the school, assisting the Lead to act as a source of support, advice and 

expertise for staff within the school for child protection and safeguarding.  

• Be familiar with, understand and apply the school’s Child Protection Policy appropriately. 

• Refer cases (or support staff making referrals) 

o of suspected abuse to the local authority children’s social care  

o where there is a radicalisation concern to the Channel programme. 

• Refer cases to Disclosure and Barring Service or Police as required 

• Liaise with the Designated Safeguarding Lead/Headteacher, local authority officers and 

other relevant agencies/parties in relation to child protection and safeguarding issues 

and concerns.  

• Undergo and regularly update safeguarding training (at least every 2 years) to ensure 

the appropriate level of knowledge and skill is maintained. 

• Keep up to date with developments relevant to the role in line with Keeping Children safe 

in Education (Appendix B) as amended from time to time. 

• Assist the Designated Safeguarding Lead with raising awareness of child protection 

policies as appropriate in line with Keeping Children safe in Education (Appendix B) as 

amended from time to time. 

• Provide cover for the Designated Safeguarding Lead as required. 

Specific Duties 
 
Teaching 

• Plan and teach lessons to the classes they are assigned to teach within the context of the 
school’s plans, curriculum and schemes of work. 



• Assess, monitor, record and report on the learning needs, progress and achievements of 
assigned pupils. 

• Participate in arrangements for preparing pupils for external examinations. 

• Whole school organisation, strategy and development 

• Contribute to the development, implementation and evaluation of the school’s policies, 
practices and procedures in such a way as to support the school’s values and vision. 

• Work with others on curriculum and/or pupil development to secure co-ordinated outcomes. 

• supervise and so far as practicable teach any pupils where the person timetabled to take the 
class is not available to do so. 

 
Health, safety and discipline 

• Promote the safety and well-being of pupils. 

• Maintain good order and discipline among pupils. 
 
Management of staff and resources 

• Direct and supervise support staff assigned to them and, where appropriate, other teachers. 

• Contribute to the recruitment, selection, appointment and professional development of other 
teachers and support staff. 

• Deploy resources delegated to them. 
 
Professional development 

• Participate in arrangements for the appraisal and review of their own performance and, 
where appropriate, that of other teachers and support staff. 

• Participate in arrangements for their own further training and professional development and, 
where appropriate, that of other teachers and support staff including induction. 

 
Communication 

• Communicate with pupils, parents and carers. 

• Working with colleagues and other relevant professionals 

• Collaborate and work with colleagues and other relevant professionals within and beyond 
the school. 

  

Well Being and Mental Health 

As a member of staff at PCLC, we take responsibility for looking after our own mental health 
and wellbeing and that of other adults and children by: 

· Supporting and adopting evidence-based practice from credible organisations (eg Mind) which 
have been proven to improve and sustain positive mental health and wellbeing for children and 
adults 

· Developing a better knowledge and awareness of how children's mental health can impact on 
their wellbeing and development 

· Managing our own health and wellbeing, by adopting good health behaviours (for example in 
relation to diet, exercise, alcohol consumption and smoking) 

· Informing a line manager or mental health first aid team member if concerned about the mental 
health or wellbeing of ourselves or of others 

· Tackling and challenging any stigma regarding mental health and offer support, kindness and 
understanding to others in need 

 



 
In addition to the above areas, the postholder is responsible for the following actions: 
 
Liaising with:  Line Manager, other relevant support staff, Subject Staff, Pastoral staff, LA staff, 
parents/carers and outside agencies as and when required. 
 
Health and Safety 
 

1. To assist with the carrying out of risk assessments 
2. To ensure that Health and Safety policies and procedures are followed 

 
Pastoral System 

  
1. To liaise as appropriate with Pastoral Staff on Pastoral Related issues 
 

 
Other specific duties 
 

1. To play an active part in the life of the school community 
 
The job description is current at the date shown, but in consultation with you, may be 
changed by the Principal to reflect or anticipate changes in the job commensurate with 
the grade and the job title 
 
 
V Goddard  
CEO 
March 2024 
 
 

 
 
 
 
 
 
 
 


