
East Park Academy 
Job Description:  Deputy Head Teacher  
Manor Multi Academy Trust (MMAT) 

 

Duties & Responsibilities of Deputy Head Teacher  
Range L15-19 

 

“East Park Academy is a School where pupils flourish and make 
exceptional progress”. (OFSTED 2019)  
 
During our last inspection in June 2019 we were judged as outstanding 
after a rapid journey from special measures in February 2016. The journey 
hasn’t stopped there as we now embark upon our next phase as part of the 
recently designated Manor MAT teaching hub. 
 
The Deputy Headteacher will work alongside The Headteacher, deputy 
headteacher and two Senior Assistant Headteachers to create the Strategic 
leadership team for East Park Academy. Growing hearts and minds is 
integral to all that we do. In addition, they will act with honesty; have 
strong subject knowledge; keep their knowledge and skills as a leader up-
to-date and are self-critical; forge positive professional relationships; and 
work with parents in the best interests of their pupils  
 
Core Purpose 
To play a major role under the direction of the Headteacher in formulating 
the aims and objectives of the school, establishing the policies through 
which they shall be achieved, managing staff and resources to achieve the 
aims and objectives of the school and monitor progress towards their 
achievement.  
 
The Deputy Headteacher will have delegated responsibilities which are 
both school- wide and of considerable weight. This will be in addition to 
carrying out the professional duties of a teacher other than a Headteacher.  
 
 
 
 

 



 
Core Objectives 
To fulfil all the requirements and duties as set out in the School Teachers’ 
Pay and Conditions Document relating to the Conditions of Employment of 
Headteacher.  

To meet the National Standards of excellence for Headteachers as 
published by the DfE (2015)  

To achieve any performance criteria, objectives or targets agreed with or 
set by the School’s Governing Body in accordance with the requirements 
set out in the School Teachers’ Pay and Conditions Document.  

To promote and safeguard the welfare of all children and young people 
within the School, by ensuring that the School’s policies and procedures 
relating to safeguarding children and child protection are fully implemented 
and followed by all staff; resources are allocated to allow staff to discharge 
their responsibilities; and that staff, pupils, parents and others feel able to 
raise concerns and that these are addressed sensitively and effectively.  

Key Responsibilities  
1. Core Purpose and Accountability  
1.1. To play a major role under the direction of the Headteacher in 
formulating the aims and objectives of the school, establishing the policies 
through which they shall be achieved, managing staff and resources to 
achieve the aims and objectives of the school and monitor progress 
towards their achievement.  

1.2. Undertake the professional duties of the Deputy Headteacher 
reasonably delegated to you by the Headteacher  

1.3. Undertake the professional duties of the Headteacher, in the event of 
his absence from the school.  

1.4. In partnership with the Headteacher and the Senior Leadership Team, 
provide professional leadership and management of Teaching and Learning 
throughout the school.  

1.5. To provide professional leadership and management of School 
Development Plan priorities  
 
 



 
2. Generic/Teachers  
2.1. You are to carry out the duties of a school teacher as set out in the Pay 
and Conditions Document and subject to any amendments due to 
Government legislation. This includes any duties as may be reasonably 
directed by the Headteacher and the accountabilities expected of class 
teachers across Manor Multi Academy Trust 

2.2. To facilitate and encourage learning which enables students to achieve 
the highest of standards, to share and support the corporate responsibility 
for the well-being, education and discipline of all children.  

2.3. All staff are expected to uphold the school’s principles and policies 
which underpin good practice and the raising of standards, and are 
expected to uphold and promote the school’s aims and values.  

2.4. All staff will be involved in working together, as part of a team, to 
develop areas of provision that impact positively on learning and teaching 
across the school.  

2.5. All staff will take an active role in the School Self Evaluation process. As 
Deputy Headteacher you will be expected to lead a team through the 
School Self Evaluation process.  

2.6. All staff are expected to actively undertake professional development 
through keeping abreast of the latest developments and thinking, coaching 
and mentoring, and self-evaluation and peer review.  
 
 
3. Performance Management  
3.1. To undertake annual Performance Management, setting and agreeing 
targets linked to school development plan priorities with the Headteacher.  
 
4. Key Areas  
4.1. Impact on educational progress beyond your own assigned pupils:  
 
Strategic direction/Shaping the future  
a. Support the Headteacher in:  

 Ensuring the vision for the school is clearly articulated, shared, 
understood and acted upon effectively by all  

 Demonstrating the vision and values of the school in everyday work 
and practice  



 Motivating and working with others to create a shared culture and 
positive climate  

b. Assist the Headteacher in the ongoing and annual review of standards of 
leadership, teaching and learning in specific areas of responsibility and 
across all areas of school provision, consistent with the procedures in the 
school self evaluation policy  

c. Create costed subject development plans which contribute positively to 
the achievement of the School Development Plan and which actively 
involves all staff in its design and execution.  

d. Develop and implement policies and practices for the subject/area(s) 
which reflects the school’s commitment to high achievement and is 
consistent with national and local strategies and policies  

e. Promote high expectations for attainment  

f. Establish short, medium and long term plans for the development and 
resourcing for the specific areas of responsibility  

g. Monitor the progress made in achieving subject/area plans and targets, 
and evaluate the effect on teaching and learning  

h. Work with outside agencies and stakeholders to inform future action  
 
4.2. Leading Learning and Teaching, developing and enhancing the 
teaching practice of others:  
a. Lead across a phase of the school Teaching and Learning to ensure all 
teachers have the support to be the best teacher they can be so that all 
pupils make the best possible progress setting high expectations and 
monitoring and evaluating effectiveness of learning outcomes  

b. Provide regular feedback for colleagues in a way which recognises good 
practice and supports their progress against professional and performance 
management objectives resulting in a tangible impact on students learning  

c. Develop whole staff, phase teams and individuals to enhance 
performance  

 Undertake coaching and mentoring  

 Plan, organise and deliver staff meetings, where necessary bringing 
in outside speakers  

 Keep abreast of the latest developments in the area and disseminate 
effectively to other members of staff  

d. Plan, delegate and evaluate work carried out by team(s) and individuals  



e. Create, maintain and enhance effective relationships  

f. Recruit and select teaching and support staff  
 

Qualities and knowledge 
1. Hold and articulate clear values and moral purpose, focused on 

providing a world-class education.  
2. Demonstrate optimistic personal behaviour, positive relationships 

and attitudes towards pupils and staff, and towards parents, 
directors and members of the local community.  

3. Lead by example – with integrity, creativity, resilience, and clarity – 
drawing on their own scholarship, expertise and skills, and that of 
those around them.  

4. Sustain wide, current knowledge and understanding of education and 
school systems locally, nationally and globally, and pursue 
continuous professional development.  

5. Work with political and financial astuteness, within a clear set of 
principles centered on the school’s vision, ably translating local and 
national policy into the school’s context.  

6. Communicate compellingly the school’s vision and drive the strategic 
leadership, empowering all pupils and staff to excel.  

 
To work alongside the Headteacher To: 
Pupils and Staff 

1. Demand ambitious standards for all pupils, overcoming disadvantage 
and advancing equality, instilling a strong sense of accountability in 
staff for the impact of their work on pupils’ outcomes.  

2. Secure excellent teaching through an analytical understanding of 
how pupils learn and of the core features of successful classroom 
practice and curriculum design, leading to rich curriculum 
opportunities and pupils’ well-being.  

3. Establish an educational culture of ‘open classrooms’ as a basis for 
sharing best practice within and between schools, drawing on and 
conducting relevant research and robust data analysis.  

4. Create an ethos within which all staff are motivated and supported 
to develop their own skills and subject knowledge, and to support 
each other.  

5. Identify emerging talents, coaching current and aspiring leaders in a 



climate where excellence is the standard, leading to clear succession 
planning.  

6. Hold all staff to account for their professional conduct and practice.  

Systems And Process 
1. Ensure that the school’s systems, organisation and processes are well 

considered, efficient and fit for purpose, upholding the principles of 
transparency, integrity and probity.  

2. Provide a safe, calm and well-ordered environment for all pupils and 
staff, focused on safeguarding pupils and developing their exemplary 
behaviour in school and in the wider society.  

3. Establish rigorous, fair and transparent systems and measures for 
managing the performance of all staff, addressing any under-
performance, supporting staff to improve and valuing excellent 
practice.  

4. Welcome strong governance and actively support the directors to 
understand its role and deliver its functions effectively – in particular 
its functions to set school strategy and hold the Headteacher to 
account for pupil, staff and financial performance.  

5. Exercise strategic, curriculum-led financial planning to ensure the 
equitable deployment of budgets and resources, in the best interests 
of pupils’ achievements and the school’s sustainability.  

6. Distribute leadership throughout the organisation, forging teams of 
colleagues who have distinct roles and responsibilities and hold each 
other to account for their decision making. 

 
The Self-Improving School System 

1. Create outward-facing schools which work with other schools and 
organisations - in a climate of mutual challenge - to champion best 
practice and secure excellent achievements for all pupils.  

2. Develop effective relationships with fellow professionals and 
colleagues in other public services to improve academic and social 
outcomes for all pupils.  

3. Challenge educational orthodoxies in the best interests of achieving 
excellence, harnessing the findings of well evidenced research to 
frame self-regulating and self-improving schools.  



4. Shape the current and future quality of the teaching profession 
through high quality training and sustained professional 
development for all staff.  

5. Model entrepreneurial and innovative approaches to school 
improvement, leadership and governance, confident of the vital 
contribution of internal and external accountability.  

6. Inspire and influence others - within and beyond the school - to 
believe in the fundamental importance of education in young 
people’s lives and to promote the value of education.  

 
The Governing Body is committed to safeguarding and promoting the 
welfare of children and young persons and the Deputy Headteacher must 
ensure that the highest priority is given to following guidance and 
regulations to safeguard children and young people.  

 

General Conditions 
It is the intention that the above responsibilities are in accordance with the 
requirements of the Teachers Pay and Conditions Act, and subsequent 
orders in terms of duties and working times, also any local agreements  and 
guide-lines giving interpretations of Teachers Pay and Conditions of Service. 
 
This job description is subject to annual review; it may be amended only 
after full consultation with the Deputy Headteacher concerned.  It will be 
signed if agreement is reached. 
 
If, following review and amendment, agreement is not reached the 
appropriate procedures should be used for the settling of disputes. 
        
Signatures  
 
____________________ Deputy Headteacher  
 
____________________ Headteacher    
 
 
 



Person Specification: Primary Deputy Headteacher 
 

 Essential Desirable 

Qualifications  Qualified Teacher status 

 Evidence of involvement in INSET as 
a participant and as a provider 

 Prepared to undertake NPQH 

 NPQSL 

Experience  Working within a variety of different 
schools throughout the primary age 
range; 

 Strategic responsibilities in school 
leadership and management; 

 Working with governors; 

 Leading an area of curriculum 
development; 

 The process of school development 
and improvement planning; 

 Participating in a team approach to 
management, including change 
management. 

 Performance management of 
teachers/support staff 

 SEN work within a key stage; 

 Working with children from a 
variety of social backgrounds; 

 Teaching in more than one 
Key Stage; 

 Key involvement in the 
evaluation and prioritisation 
of elements in the School 
Improvement Plan; 

 Successful staff recruitment, 
appointment and induction.  

 Mentoring or coaching 
colleagues 

 Leading a whole school 
activity or initiative 

Knowledge and 
understanding 

The Deputy Headteacher should have 
knowledge and understanding of: 

 the role of the leadership group within 
school; 

 the Ofsted Inspection Framework and 
the process and place of self-
evaluation; 

 current curriculum management and 
the school’s role in providing for all 
pupils; 

 the principles of community education 
and parental involvement; 

 whole-school issues and their 
implications for financial management. 

In addition, the Deputy Headteacher 
might also have knowledge and 
understanding of  

 SEN Code of Practice 
 

 Monitoring and assessment 
across a key stage. 

 Using SIMs  
 



Skills  Use vision, initiative and leadership in 
making change, to enhance and raise 
standards; 

 Use ICT extensively with confidence 
and enthusiasm; 

 Support the work of colleagues and 
promote staff development, with an 
understanding of its relevance to 
performance management; 

 Involve staff, parents and governors in 
the process of establishing a clear and 
shared set of aims, objectives and 
values for the school; 

 Listen and respond to adults and 
children, using good interpersonal 
skills; 

 Take a positive attitude to behaviour 
management. 

 Show evidence of his or her 
active involvement in a PTA 
or Parents' Association, or a 
wider community activity; 

 Take responsibility for 
management across a key 
stage. 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


