
Trinity Catholic High School

DEPUTY HEADTEACHER – Director of Pastoral Care 

Job description

Introduction

The school has been designated by the Secretary of State as a school with a religious character.  Its instrument of government states that it is part of the Catholic Church and is to be conducted as a Catholic school in accordance with canon law and the teachings of the Roman Catholic Church.  At all times the school is to serve as a witness to the Catholic Faith in Our Lord Jesus Christ.   The role of deputy head teacher therefore requires a practicing Catholic who can show by example and from experience that he or she will work with the head teacher to ensure that the school is distinctively Catholic in all its aspects.
This appointment is with the Governors of the school under the terms of the Catholic Education Service contract.  It is subject to the current conditions of service for deputy head teachers contained in the School Teachers’ Pay and Conditions document and other current education and employment legislation.  This job description is based on the key areas identified in the National Standards of Excellence for Headteachers published by the Department for Education.  It recognises the role of the deputy head teacher in sharing responsibility for the leadership of the school.

The core purpose of the deputy headteacher is to assist the head teacher to set and implement the strategic direction of the school and to provide professional leadership and management to drive achievement of high standards in all areas of the school’s work, particularly in ensuring the provision of sustainable outstanding education through the preservation and development of its Catholic character.

Responsibilities as a member of Senior Leadership
Qualities and knowledge

· Deputise for the headteacher in his/her absence and work with the headteacher to hold and articulate clear values and moral purpose, which take account of the educational mission of the Church focused on providing a world-class education for the pupils they serve.

· Demonstrate optimistic personal behaviour which stems from Christ’s vision for humanity.  Promote positive relationships and attitudes towards their pupils, staff and parents.

· Inspired by Christ, lead by example – with integrity, creativity, resilience, and clarity – drawing on their own professional knowledge, understanding, expertise and skills.

· Pursue continuous professional development.

· Work within a clear set of principles influenced by the Gospel message and Church teaching, centred on the school’s vision. 

· Work with the headteacher to communicate compellingly the school’s vision and drive the strategic leadership, empowering all pupils and staff to excel.

Pupils and staff
· Demand ambitious standards for all pupils.

· Secure excellent teaching.

· Establish an educational culture of ‘open classrooms’ as a basis for sharing best practice within the school.

· Create an ethos within which all staff are motivated and supported to develop their own skills and subject knowledge, and to support each other.
· Identify emerging talents, coaching current and aspiring leaders in a climate where excellence is the standard, leading to clear succession planning.

· Hold staff to account for their professional conduct and practice, emphasising the distinctive nature of Catholic Education.
Systems, process and accountability
· 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 reflecting the school’s Gospel values.

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

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

· Develop effective governance.

· Ensure effective and efficient use of budget and resources.

· Develop leadership throughout the school.

· Keep abreast of developments in relation to all aspects of Section 48 inspection to ensure the school is up to date and fully compliant.
· Ensure a stimulating but safe working environment in which risks are regularly assessed regarding safeguarding, health and safety and visits policy.

· Communicate effectively, orally and in writing to a range of audiences e.g. staff, students, parents and Governors.
· Report to the Headmaster and Governors as required.
Self-improving systems
Deputy Headteachers will work with the headteacher to:

· 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.

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

· Ensure that the school is constantly seeking to be self-improving.

· Provide high quality professional development opportunities for all staff.

· Model innovative approaches to school improvement and leadership.

· Inspire and influence others – within and beyond schools – to believe in the fundamental importance of Catholic education in young people’s lives and to promote the value of education.

· 

Director of Pastoral Care
Responsibilities specific to the post
Responsibilities may be amended at any time, following consultation between the Director of Pastoral care, Headmaster and the governing body.

Strategic Direction and Development of Pastoral Care
· To have oversight of Catholic ethos mission aims and objectives of the school and for the quality of provision for Pastoral Care, Catholic Life, Religious Education and Collective Worship within the school.

· To have line management responsibility for Curriculum leaders in the following areas:

· Religious Education

· PSHE

· RSE

· Pastoral Roles

· Through professional leadership and management of the relevant curriculum leaders to have oversight and give strategic direction to the liturgical experience and spiritual life of the school, both curricular and extra-curricular in particular to:
· Promote, monitor and evaluate the provision for the Catholic Life of the school

· Promote, monitor and evaluate the provision for Religious Education, PSHE and RSE.

· Promote, monitor and evaluate the provision for Collective Worship within the school.

· To have oversight of events and activities that raise the profile of RE and Catholic ethos across the school community.

· Oversight and strategic leadership of all Pastoral Care provision to ensure systems, policies and practice are robust and implemented so that outstanding Pastoral Care is in place for students and staff that remains true to the distinctive Catholic ethos of the school.
· Produce short, medium, long- term plans to develop Pastoral Care in relation to:
· Resources
· staff professional development requirements
· the aims of the school, and its policies and practices, and ensure this is integrated into the school development plan
· targets for realistic but challenging improvements
· Use diocesan, national, local and school management data effectively, to monitor standards of Pastoral Care and behavior across the school and the progress made towards achieving Pastoral Care plans and targets and use this information to plan future developments.

· To lead the process of annual review and to formulate a pastoral improvement plan for each academic year.
· To engage in research that ensures Trinity is at the forefront regarding best practice in all aspects of Pastoral Care and Spiritual development.

· To develop a culture where pastoral leaders are outward looking and develop pedagogy in line with research evidence.

· To line manage all pastoral teams from year 7 through to year 11 including; Lead teacher for behavior and inclusion, Good Pastors, Chaplain and Form teachers to ensure positive behavior is reinforced, the school behavior policy is implemented effectively and communication with parents and carers is prompt, professional and forward looking.

· To ensure uniformity of pastoral systems across years 7 – 11 that promote good order, effective discipline and sound pastoral care among the students at KS3 and 4.  

· Oversight of the school discipleship programme and rewards systems

· To ensure that there is a strategically planned assembly programme in place at KS3 and 4 that supports all aspects of pastoral care and the Catholic life of the school.

· To ensure that opportunities for collective worship are in place and that these reflect the liturgical calendar.

· To set attendance targets and lead activities which promote punctuality and good attendance including the line management of the School Attendance Officer.

· To be aware of, and attempt to remove, attendance and punctuality problems, to liaise with the Educational Welfare Officer and School Attendance Officer.

· To develop systems that encourage among students the highest standards of respect and courtesy towards staff and amongst each other and respect for the buildings and furnishings.

· To take specific charge of any particularly difficult or sensitive cases of discipline or pastoral care working closely with the Behaviour Management Lead, the School Chaplain, the Head of Learning Support and the Safeguarding Lead as appropriate.
· To update the students’ journal each year and ensure the ordering of appropriate students' journals for students in year 7 – 11.
Deputy safeguarding Lead
· To act as a Deputy Safeguarding Lead and as the first point of call for students based on the lower site.
· Support the school's Designated Safeguarding Lead in the school's responsibility for safeguarding and child protection across the school and with specific reference to KS4.
· Oversee the management of safeguarding and child protection related referrals for pupils at KS3 and take part in strategy discussions, inter-agency meetings and contribute to the assessment of children.
· Advise and support other members of staff on child welfare and child protection matters, and liaise with relevant agencies, local authorities and the police as required.
· Appraise and update the Designated Safeguarding Lead accordingly as this person retains the lead responsibility of the work of deputies.
· Refer cases of suspected abuse to the local authority children social care as arise at KS4.
· Direct staff who make referrals to the Designated Safeguarding Team for support.
· In cases of radicalisation concerns, you will discuss such concerns with the school's Prevent Officer, Mr. N Doherty, and in liaison with the school's Prevent Officer, ensure that appropriate referrals are made.
· Refer cases where a crime may have been committed to the police/School Police Team.
· Keep detailed, accurate and secure records of all concerns and referrals via the school's CPOMS system.
· Ensure that you understand the school's Child Protection and Safeguarding Policy.
· Inform the DSL/Head teacher of safeguarding issues, especially ongoing enquiries into whether a child is at risk or harm and police investigations.
· Liaise with staff on matters of safety, safeguarding and when deciding whether to make a referral.
· Act as a source of support, advice and expertise for staff.
· Understand the assessment process for providing early help and intervention both at school and local authority level.
· Develop a working knowledge of how local authorities conduct a child protection case conference and a child protection review conference.
· Attend and contribute to child protection case conferences effectively when require to do so.
· Undergo training to develop and maintain the knowledge and skills required to carry out the role.
· Undergo Prevent training so as to support the school in meeting the requirements of the Prevent duty and to be able to provide advice and support to staff on protecting children from the risk of radicalisation.
· Undergo training on Female Genital Mutilation (FGM) and be able to report known cases of FGM to the police and help others to do so.  Be able to provide advice and support to staff on protecting and identifying children at risk of FGM.
· Refresh knowledge and skills at least annually so as to remain up to date with any developments relevant to the role.
· Raise awareness to support the DSL in ensuring that the school's child protection policies are known, understood and used appropriately.
· Be alert to the specific needs of children in need, those with special educational needs and young carers.
· Encourage a culture of listening to children amongst all staff, ensuring that children's feelings are heard when the school puts measures in place to protect them.
· Model best practice at all times.

· Uphold the principles of confidentiality and data protection at all times.

Health and Safety

· To have oversight of all matters, policies and procedures related to Health and Safety with line management responsibility for the Health and Safety Coordinator.

· To encourage among pupils as well as staff an awareness of various aspects of Health & Safety.

· To liaise as appropriate with the Health and Safety Coordinator and to communicate appropriate Health & Safety matters/notices to the staff based on lower site and keep good Health & Safety records.

· To hold bi-termly fire escape practices; to ensure fire escape regulations and directions are in place on the site.

· To liaise with the school medical officer, nurse and with hospitals as necessary.
Admissions
· To be responsible for the leadership of all aspects of student admissions including School’s Admissions Policies and practices so that they are in accordance with the relevant Code of Practice including the annual determination of our School’s Admissions Criteria and the process of consultation in accordance with the Code of Practice.
· To act on behalf of the Headmaster and Governing Body as the School’s presenting officer at Admissions Appeals.
· To have oversight of in-year admissions for Year 7-11.
Day to day management of the lower site
· To manage the day to day running of the lower site effectively and efficiently with responsibility to the Headmaster and liaise with other deputies.

· To ensure the smooth running of the lower site office.

· To supervise the teaching and ancillary staff based on the lower site.

· To ensure good order, effective discipline and sound pastoral care among the students on the Site.

· To conduct morning briefings and to ensure effective classroom management; to organise regular class visits; to put into effect the appropriate administrative arrangements; to ensure the mandatory and the voluntary staff supervision of Breaks, Lunch-times, Bus stops and Detentions; to ensure all student activities are adequately supervised.

· To support teachers as required, maintaining a professionally disciplined and caring atmosphere; to visit lessons regularly as part of the daily log book visits; to refer curriculum matters after such visits to the School Manager; to work with the staff to be appraised in their appraisal.

· To ensure satisfactory medical arrangements for the pupils on site who become sick or have accidents on site to keep appropriate records.

Site Management

· To oversee and quality check the deployment of caretakers and premises staff on Lower Site.

· Ensure the safe maintenance and security operations on the Lower Site premises.
· Ensure the supervision of relevant planning and construction processes on the Lower Site are undertaken in line with contractual obligations.

· To ensure the continuing availability of utilities, site services and equipment including the purchase and repair of all site furniture and fittings on Lower Site.

· Ensure a safe environment on Lower Site for the stakeholders of the school to provide a secure environment in which due learning processes can be provided.

· Ensure ancillary services on Lower Site e.g. catering, cleaning, etc., are monitored and managed effectively.

· To effectively manage and control a variety of Lower Site premises budgets (Repairs and Maintenance, Building Maintenance, Administration, Grounds Maintenance, Cleaning, Refuse Collection and plants ) in line with the schools finance procedures.

· Ensure that all events meetings etc. planned for the Lower Site shall be included in the staff bulletin. 

· To make sure all site records are kept in good order.

This job description sets out the main duties of the post at the date when it was drawn up; it does not provide an exhaustive list of duties. Duties may vary from time to time without changing the general character of the post or level of responsibility.

