
Stella Maris Catholic Primary School 

Job Description 

Post: Deputy Headteacher 

Responsible to: the Headteacher, the Governing Body, and the Kent Catholic Schools’ Partnership 

Job Purpose:  

• The education and welfare of a designated class in accordance with the requirements and conditions of the 

School Teachers’ Pay and Conditions Document, having due regard to the requirements of the National 

Curriculum, the school’s aims, objectives and schemes of work, and any policies of the governing body.   

• To share in the corporate responsibility for the moral and religious development, the general well-being and 

good behaviour of all pupils.   

• To play a major role, under the direction of the Headteacher, in formulating the aims and objectives of the 

school, undertaking as necessary the full range of professional duties of the Headteacher in the event of the 

latter’s absence from the school 

Salary: At a point on the Leadership Scale within the range 8 – 12, as agreed by the Governing Body 

General Teaching duties/responsibilities 

1. TEACHING 

• Teach a class for two days every week, ensuring that the standard of teaching and learning in the class is 

consistently good or better 

• Effectively manage the work of Teaching Assistants working in the class 

• Take account of children’s prior levels of attainment and use them to set targets for future improvements 

• Maintain high standards of behaviour through application of the school’s agreed behaviour policy 

• Set appropriate and demanding expectations for children’s learning, motivation and the presentation of their 

work 

2. ASSESSMENT, RECORDING AND REPORTING 

• Maintain plans and assessments of lessons undertaken, and records of children’s work, in accordance with 

agreed school policies 

• Mark children’s work regularly and thoroughly, providing constructive feedback that provides appropriate 

opportunities for pupils to respond and sets clear targets for future steps in learning, in line with agreed school 

policies 

• Carry out assessment programmes (e.g. reports, SATs as appropriate, Early Years profiles) in line with school 

policy 

• Maintain and monitor pupil progress data, using these records to ensure support and challenge 

• Keep parents of the children with a group or class informed of their child’s needs and progress, both formally 

and informally, as required 

• Be familiar with the Code of Practice for the identification and assessment of Special Educational Needs and 

keep appropriate records for children as required, in line with agreed school policy 

3. PROFESSIONAL STANDARDS 

• Treat all members of the community, colleagues and children, fairly and with respect and consideration 

• Set a good example to children in terms of appropriate dress, standards of punctuality and attendance 

• Keep up to date with current educational developments, attend appropriate courses and undertake appropriate 

research 

• Participate in the management of the school by attending team and staff meetings 



• Undertake duties as prescribed within school policies 

• Demonstrate sympathy with the ethos of a Catholic school and support the development of links between the 

school and church 

• Take every reasonable step to ensure the safety and well-being of the children, including during activities which 

may present a higher risk than usual, such as PE, educational visits and practical activities 

Leadership responsibilities 

• As Deputy Headteacher, be a member of the Senior Leadership Team and support the Headteacher in managing 

the school and providing clear leadership for its continuous development and improvement 

• Contribute to the process of establishing, reviewing and revising the core values and vision of the school, 

supporting its aims and ethos 

• Contribute to leadership decisions on all aspects of policy, development and organisation by playing a significant 

role in the process of school self-evaluation and the preparation and implementation of the school improvement 

plan 

• Work collaboratively with other people, supporting, mentoring or coaching as appropriate, and supporting staff 

to meet personal and professional targets 

• To support the Headteacher in monitoring and evaluating standards of teaching, identifying areas for 

improvement, reporting to the SLT on planning and implementing strategies to improve teaching where needs 

are identified, including coaching and mentoring when appropriate 

• To lead curricular initiatives across the school and to support teachers and subject leaders in the development 

and implementation of such initiatives 

• To liaise closely with all staff to ensure continuity and progression across the age and ability range 

• To attend, plan, organise and chair meetings as appropriate 

• To lead, support, motivate and direct teaching staff, as appropriate 

• To liaise with Governors to support their overview of the school and to attend governors meetings as 

appropriate 

• To set appropriate expectations for staff and pupils in relation to standards of pupil achievements and the 

quality of teaching, establishing clear targets for improving and sustaining pupils’ achievement, and supporting 

the process of teaching and learning in accordance with agreed policies and guidelines 

• Lead by example as a teacher and as a manager, achieving high standards of pupil attainment, behaviour and 

motivation through effective teaching 

• To lead a subject and/or key stage across the school 

• To review and update the appropriate policies and schemes of work 

• To undertake any professional duty of the Headteacher which may be delegated by the Headteacher from time 

to time 

• To make a significant contribution to collective worship in the school 

• To act as an appraisal team leader 

• To liaise effectively and positively with other agencies, parents and governors, to promote the work of the 

school 


