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	JOB DESCRIPTION


	Post Title:


	DEPUTE HEAD TEACHER

	Service:


	EDUCATION & COMMUNITIES

	Responsible to:


	HEAD TEACHER

	Overall Purpose of the Job:



	The role of the Depute Head Teacher is to assist, and where necessary, to deputise for the Head Teacher in the conduct of the school’s affairs.

The Depute Head Teacher is accountable to the Head Teacher and, in turn, through him / her to the Head of Education.
The following four key responsibility areas for promoted posts established by the Scottish Negotiating Committee for Teachers, apply to this position:
· Responsibility for the effective leadership, good management and strategic direction of colleagues.
· Responsibility for curriculum development, self-evaluation and quality assurance
· Responsibility for whole school policy and implementation.
· Responsibility for working with partners


	Main Duties and Responsibilities 



	1.
	Deputise for the Head Teacher as required 

	2.
	Assist with the management of the day to day running of the school 

	3.
	Have management responsibility for staff which may include probationer and student teachers and be involved in implementing the council’s disciplinary and grievance procedures

	4.
	Accountable for allocated budgets and the effective deployment of resources in accordance with the Council’s policies and procedures

	5.
	Manage the development, implementation and review of school policy including: learning and teaching; pupil assessment and attainment; pastoral care; pupil welfare and support; behaviour management 

	6.
	Contribute to the management of the process of school improvement planning, raising achievement and attainment

	7.
	Co-ordinate the development, implementation and review of curricular policy 

	8.
	Working with, or as directed by, the Head Teacher, review the CPD needs, career development, welfare and performance of colleagues within the Professional Review and Development process

	9.
	Implement delegated aspects of whole school quality procedures, including monitoring the work within designated areas 

	10.
	Disseminate examples of good practice 

	11.
	Ensure the effective management of health & safety within the school by assisting colleagues implement, and adhere to, The Education Safety Standards set by the council. For example, ensuring that all staff are familiar with the standards and supporting them in their role in assessing and reducing risk.

	12.

	Manage the school’s strategy for communicating with parents/carers by working in partnership with colleagues, parents, and staff in other schools as appropriate.

	13.
	Any other duties and responsibilities as directed by the Head Teacher. Duties will be capable of being carried out within contractual time and will have regard to teacher workload.


Note: Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other Council Policies, Procedures, operating arrangements, and other statutory responsibilities of Officers.
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	PERSON SPECIFICATION



	The Person Specification clearly describes the skills/abilities/personal qualities needed to successfully undertake the duties of the post.  It is agreed by the Panel prior to advertising and is used as the sole means of selecting candidates for interview.  In developing job descriptions & person specifications, the Council will have due regard to its commitment to equality & diversity by ensuring that job criteria are relevant to the successful undertaking of the job and do not indirectly or disproportionately disadvantage any individual on the grounds of sex, age, disability, race/ethnic origin, religion or belief, sexual orientation, gender reassignment, marriage and civil partnership, pregnancy and maternity and caring responsibilities, unless it can be justified on objective grounds

	POST TITLE:  DEPUTE HEAD TEACHER


	ATTRIBUTES
	ESSENTIAL: 

The minimum acceptable level for safe and effective job performance
	DESIRABLE: 

The attributes of the ideal candidate

	Qualifications
	As required by the General Teaching Council for Scotland (GTCS)

Approved by Roman Catholic Church
	Additional qualifications, particularly education management qualifications. 
Catholic Teacher's Certificate in Religious Education (CTC)
Previous experience in aspects of school leadership and management.

	Previous Experience
	Excellent teaching and organisational skills. 
	Good ICT skills. Competent in use of ICT to support whole school management tasks Evidence of success in present post. Experience in a promoted post. Willingness to learn and develop. 
Considerable experience in a promoted post

	Professional Development
	Evidence of recent involvement in professional development activities relevant to a senior management post
	Breadth of involvement in key issues. Experience in leading development activities for other colleagues.

	Working with and Leading Others
	Ability to lead an effective team and support colleagues through clear strategic direction
	Experience of leading and working with others to achieve successful outcomes. Evidence of having led aspects of school development work.

	Management Skills
	Potential to undertake senior management requirements of DHT post. Commitment to consultative and participative management. Able to assist colleagues set appropriate professional development goals. 
	Ability to work with others. Highly effective resource organisation, including ability to manage delegated budgets effectively. Ability to assume responsibility for specific tasks and deliver successful outcomes

	Communication Skills
	Highly skilled in communication and able to communicate clearly in a range of formats and situations. Willingness and ability to contribute to school based in service. 
	Evidence of use of ICT to enhance communication.

Highly developed communication and presentation skills. Articulate. Experienced in presenting to staff and other groups.

	Implementing Change
	Considerable experience in leading a wide range of current developments. Ability to contribute knowledgeably to discussion of same. Commitment to improving effectiveness and raising attainment.
	Ability to help lead stage developments. Experience of carrying through a development to a successful conclusion.
Knowledge of authority improvement objectives, initiatives and National Priorities.

Previous experience of successful management of change. High level of self-motivation. Involvement in previous successful collaborative activities.

Clear understanding of the principles and practices associated with successful implementation of aspects of CfE

	Interpersonal Skills
	Consultative, good listener, courteous, tactful. Shows empathy towards young people, staff and parents. Enthusiastic, reflective, courteous, loyal, committed, positive attitude, able to stimulate and motivate, approachable, ability to be assertive when necessary.
	Experience of motivating and supporting colleagues, young people and, where applicable, parents. Confidence in own abilities. Good negotiator. Strategic thinker, problem solver. Evidence of having engaged in self-evaluation of own practice.

	Curriculum and Policy Development
	Good knowledge of current curricular issues. Commitment to the process of self-evaluation and school development planning.
Ability to foster a positive ethos. Demonstrates a high level of commitment to all aspects of school life. Ability to lead development of values, education and citizenship strategies throughout school. Evidence of successful implementation of positive behaviour strategies.
	Successful involvement in implementing some major curricular initiatives
Success in promoting the school image locally and / or nationally. Evidence of innovative and creative approaches to values and citizenship education. Enthusiasms for the challenges of the post of depute head teacher and full awareness of the commitment required.

	Involvement in the wider school
	Evidence of establishing positive relationships with parents/carers and the community as partners in school life. 
	A willingness to contribute to the wider life of the school and its learning community.


	DISABLED APPLICANTS AND GUARANTEED INTERVIEWS

	Under the Disability Confident Scheme, an applicant who indicates they have a disability and who meet the essential requirements for the vacancy will be offered a guaranteed interview. 
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