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PENN HALL SCHOOL 
 

JOB DESCRIPTION - DEPUTY HEADTEACHER   

DEPUTY DESIGNATED SAFEGUARDING LEAD  
 

Main purpose   
The Deputy Headteacher, under the direction of the Headteacher, will take a major role in:  

Formulating the aims and objectives of the school   

 Establishing policies and procedures for achieving these aims and objectives  

 Managing staff and resources to that end  

 Monitoring progress towards the achievement of the school’s aims and objectives  

 Promoting the effective education of all young people within the school  

The Deputy Headteacher will be responsible for carrying out the professional duties of a Deputy 

Headteacher, as set out in the School Teachers’ Pay and Conditions Document (STPCD).  

In the absence of the Headteacher, the Deputy Headteacher will deputise, as directed by the 

governing board.  

The Deputy Headteacher will also be expected to fulfil the professional responsibilities of a 
Headteacher, as set out in the School Teachers’ Pay and Conditions Document (STPCD), in the 
absence of the Headteacher 
 

 

Main Duties /Responsibilities 

Strategic direction and development of Penn Hall School  
Under the direction of the Headteacher, the Deputy Headteacher will:  

 Formulate and fulfil the educational aims, objectives and targets of the school and policies for 

their implementation;  

 Ensure and agree the production of the School Improvement Plan  

 Create a culture where young people experience a positive and enriching school life which 

secures effective teaching, successful learning and achievement by young people and sustained 

improvement in their development  

 Monitor and evaluate the performance of Penn Hall  School and its achievements, responding 

and reporting to the Headteacher as required  
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 Motivate staff and young people through interest and encouragement  

 Implement the Governing Body’s policies on equal opportunities  

 Participate, to such an extent as may be appropriate, having regard to the Deputy Headteacher’s 

other duties, in teaching young people at the school  

 Assist in the task of ensuring that management, finances, organisation and administration of the 

school support its vision and aims and are appropriate to the school’s present and likely future 

resources  

 Assume responsibility for the discharge of the Headteacher’s functions at any time when he/she 

is absent from school  

 Uphold educational standards in order to prepare young people from all backgrounds for their 

next phase of education and life  

 Ensure a culture of staff professionalism  

Teaching, curriculum and assessment  
Under the direction of the Headteacher, the Deputy Headteacher will:  

 Work collaboratively to determine, organise and implement a sequential, progressive curriculum 

which is relevant to the needs, experiences interests’, aptitudes and stages of development of all 

learners at Penn Hall School.   

 Establish and sustain high-quality teaching across all subjects and phases, based on evidence  

 Ensure teaching is underpinned by subject expertise   

 Effectively use formative assessment to inform strategy and decisions  

 Ensure the teaching of a broad, structured and coherent curriculum  

 Ensure that the arrangements for teaching and learning form a co-ordinated, coherent 

curriculum entitlement for all young people  

 Establish curriculum leadership, including subject leaders with relevant expertise and access to 

professional networks and communities  

 Use valid, reliable and proportionate approaches to assessing young people knowledge and 

understanding of the curriculum   

 Work collaboratively to provide a curriculum for the spiritual, moral, social and cultural   

 Promote a culture and practices that enables all young peoples to access the curriculum   

 Have ambitious expectations for all young people regardless of their level of need  

 Make sure the school works effectively with parents, carers and professionals to identify further 

additional needs and provide support and adaptation where appropriate  
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 Make sure the school fulfils statutory duties regarding the SEND Code of Practice  

Organisational management and school improvement  
Under the direction of the Headteacher, the Deputy Headteacher will:  

 Establish and sustain the school’s ethos and strategic direction together with the governing body 

and through consultation with the school community  

 Establish and oversee systems, processes and policies so the school can operate effectively   

 Ensure staff and young peoples’ safety and welfare through effective approaches to 

safeguarding, as part of duty of care  

 Manage staff well with due attention to workload  

 Ensure rigorous approaches to identifying, managing and mitigating risk  

 Allocate financial resources appropriately, efficiently and effectively  

 Identify problems and barriers to school effectiveness, and develop strategies for school 

improvement that are realistic, timely and suited to the school’s context  

 Seek to provide an attractive environment which stimulates learning and enhances the 

appearance of Penn Hall  School  

 Make sure these school improvement strategies are effectively implemented  

Allocate financial resources appropriately, efficiently and effectively  

 Identify problems and barriers to school effectiveness, and develop strategies for school 

improvement that are realistic, timely and suited to the school’s context  

 Seek to provide an attractive environment which stimulates learning and enhances the 

appearance of Mill Green School  

 Make sure these school improvement strategies are effectively implemented  

  

Professional development  
Under the direction of the Headteacher, the Deputy Headteacher will:  

 Ensure staff have access to appropriate, high standard professional development opportunities, 

including subject-specialist training  

 Keep up to date with developments in Special Education and the wider education sector  

 Seek training and continuing professional development to meet needs  
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Governance, accountability and working in partnership  
Under the direction of the Headteacher, the Deputy Headteacher will:  

• Understand and welcome the role of effective governance, including accepting responsibility 

  Ensure that staff understand their professional responsibilities and are held to account  

 Ensure the school effectively and efficiently operates within the required regulatory frameworks 

and meets all statutory duties  

 Work successfully with other schools and organisations   

 Maintain working relationships with fellow professionals and colleagues to improve educational 

outcomes for all young peoples  

 develop and maintain positive relationships with the community  

 ensure that the school recognises and meets its responsibilities in the life of the local community 

 develop links with local employers and other stakeholders for the benefit of the students and the 

school  

 build effective partnerships between the school and parents recognising them as the first 

educators of their children;  

 promote understanding of the vision values and aims  of the school though provision of regular  

information to parents about:  

• the school curriculum;  

• the progress of their children;  

• other matters relating to teaching methods and organisation;  

• and opportunities for dialogue between parents and staff, and for their involvement in the    

wider life of the school.  

 

 Work collaboratively in relation to the Local Authority, and as directed by the Headteacher, 

to liaise and work in partnership with officers and support services; this is to include 

monitoring and evaluation of the school  
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Other areas of responsibility  
 

 Strategically lead on designated aspects of whole school development planning including 

curriculum design, monitoring and assessment, pupil progress and transition arrangements, 

working with the assistant Headteacher in their specific roles.  

 Ensure the development and effective operation of quality assurance systems across the school, 

including the development, implementation, and reviewing of monitoring and evaluation of 

teaching and learning across the curriculum.   

 

Deputy Designated Safeguarding Lead (DDSL) 

Demonstrate a proactive approach to the management and organisation of Safeguarding at Penn 

Hall School by assuming the role of Deputy Designated Safeguarding Lead 

At Penn Hall School , The Designated Safeguarding lead (DSL) and Deputy Safeguarding Lead  is a 
member of the School Senior Leadership Team, usually the school Headteacher or Deputy Head, and 
undertakes appropriate Safeguarding Training to ensure that they are able to carry out their role. 

Their training is updated at least every two years in line with the local Safeguarding Children’s Board 
(SCB) Requirements and in accordance with Keeping Children Safe in Education (2021). In addition to 
formal training, a DSL/DDSLs knowledge and skills are refreshed at regular intervals, at least annually 
through DSL/DDSL Briefings, meeting other DSLs, emails and reading statutory guidance. Any 
training attended continues to provide DSL/DDSLs with a good understanding of their own role, and 
the processes, procedures, and responsibilities of other agencies, particularly children’s social care. 

The DSL or their DDSL are available for all staff all times throughout the day to discuss any 
safeguarding issues or concerns and all staff are made aware of their contact details. 

General Duties required of a DDSL 

· Ensuring that all cases of suspected or actual problems associated with child protection or 
safeguarding concerns (including cases where the early help process may be appropriate) are 
referred to the appropriate agencies in line with procedures set out in this policy 

· Ensuring the school’s safeguarding policy and practice is relevant and consistent with the most 
recent statutory guidance 

· Being aware of the latest national and local guidance and requirements and keeping the Head 
Teacher, Staff, Governors and Volunteers informed as appropriate. 

· Ensuring families are fully aware of the school policies and procedures and kept informed and 
involved. 

· Ensuring that effective communication and liaison takes place between the school and the Local 
Authority or partner agencies, and any other relevant agencies, where there is a Safeguarding 
concern in relation to a student. 
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· Ensuring that all staff understand child abuse, neglect, and peer on peer abuse (including serious 
violence and serious sexual violence, Child Criminal Exploitation, FGM, and Prevent) and their main 
indicators, including for looked after children and additional vulnerabilities of children with special 
educational needs and disabilities (SEND). 

· Maintaining robust systems to monitor and record training of all staff, volunteers, and governors. 

· Ensuring all staff and regular visitors have training on how to recognise indicators of concern, how 
to respond to a disclosure from a child and how to record and report this information accurately. 

· Liaising with the Governing Body’s nominated governor for safeguarding. 

· Meet regularly with SLT to discuss safeguarding issues including outcomes and implementation of 
actions relating to case conferences and core groups and all current case work. Other key staff will 
be invited as appropriate. Safeguarding matters arising will be discussed routinely at each staff 
and/or Senior Leadership Team (SLT) meeting. 

· Working closely with appointed Deputy DSLs (DDSL) to ensure that a DDSL can carry out the role in 
the absence of the DSL 

· Ensures during term time that the DSL or a DDSL is available (during academy hours) for staff in the 
school to discuss any safeguarding concerns and there are cover arrangements in place to cover any 
out of hours/out of term activities. This information is shared with the relevant Local Authority. 

· Know the children who are or who may be living in a private fostering arrangement. The Local 
Authority Private Fostering Officer is known to the school and ensures liaison to support the welfare 
and safety of the child. 

· Knows when a parent chooses to remove their child/ren from school to EHE (Elected Home 
Education) and will plan to pass any safeguarding concerns to the EHE Team within the relevant LA 
and inform other professionals who may be involved with that child. 

· Notifies children’s social care if a child with a child protection plan is absent for more than two days 
without explanation. 

· Ensures that the school is compliant with their 175/157 return to their Local Authority and any 
areas of concern in safeguarding are identified and action plan/risk assessment is developed. 

· Works with other agencies to provide early help for students before they become at risk of harm or 
require a ‘child in need’ statutory assessment 

· Requests a statutory assessment lead by a social worker for any child in need, as defined under the 
Children Act 1989, who is unlikely to achieve or maintain a satisfactory level of health or 
development, or their health and development will be significantly impaired, without the provision 
of services. 

· Promotes educational outcomes by sharing the information about the welfare, safeguarding and 
child protection issues that children, including children with a Social Worker, are experiencing, or 
have experienced, with teachers and school leadership staff, including ensuring that Academy staff, 
know who these children are, understand their academic progress and attainment and maintain a 
culture of high aspirations for this cohort; supporting teaching staff to identify the challenges that 
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children in this group might face and the additional academic support and adjustments that they 
could make to best support these children 

· Liaises with all staff (especially pastoral staff, school nurses, SENDCOs or the named person with 
oversight for SEN and named Mental Health Leads) on matters of safety and safeguarding and when 
deciding whether to make a referral by liaising with relevant agencies. Act as a source of support, 
advice, and expertise for staff. Risk assessments will be completed as required and should where 
appropriate, involve other agencies. 

 

Processes and Procedures 

The DDSL will 

· Deal with allegations of abuse, in accordance with local and statutory procedures 

· Refer suspected cases, as appropriate, to the relevant body (local authority children’s social care, 
Disclosure and Barring Service, and/or police), and support staff who make such referrals directly 

· Refer cases to the Channel programme where there is a radicalisation concern as required, and 
support staff making referrals to the Channel programme 

· Refer cases where a crime may have been committed to the Police as required, following good 
practice guidance identified by the NSPCC- NSPCC Guidance 'When to call the Police'. 

· Represent Penn Hall School at Child Protection conferences and core group meetings 

· Be the expert within the school to support staff in making referrals to the Multi Agency 
Safeguarding Hub, liaising with other agencies, making assessments (including early help 
assessments) and referrals and support any member of staff who may be required to be part of 
strategy discussions with other interagency meetings and contribute to the assessment of child/ren 

· Ensuring that adequate reporting and recording systems are in place 

· Monitor Penn Hall School’s electronic case management system (on CPOMS) and records of  cause 
for concerns on students to ensure the quality of information is accurate, proportionate, timely and 
assessment/referrals are made appropriately and that the recording and storing of information is 
kept in-line with the Data Protection Act 2018 and General Data Protection. 

· Ensure  that Safeguarding and child protection records are kept separate from academic records 
and that there is a clear recorded process of transfer of records to all new education settings (e.g. 
schools, colleges, pupil referral units).  

· Have a clear system for Child Protection (section 47), Child in Need (section 17), Early Help 
Assessment (EHA) files being removed from school and returned for the purposes of case review 
meetings, SCR (Serious case reviews) and DOH (Domestic Homicide Reviews). 

Note: All concerns of allegations in relation to staff and volunteer’s harmful behaviour should be 
referred to the Headteacher (if the concern is in relation to the Headteacher the Chair of Governors 
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should be informed without delay). Under no circumstances should individuals leave school without 
discussing concerns with the DSL/DDSL, or a member of the leadership team when a concern arises. 
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Person Specification / Selection Criteria: Deputy Headteacher 

  

[A] TRAINING AND QUALIFICATIONS  

  

  

[B] EXPERIENCE OF TEACHING AND LEADERSHIP  

  

  Essential  Desirable  Assessed by  

Significant teaching experience of young people with SEND 
and of working with young people within the 14-19 age range.  

🗸    A/I  

Demonstrable history of outstanding teaching and learning.  🗸    A/I  

Evidence of substantial (at least two years), recent and 
successful senior leadership experience in an 
appropriate/relevant setting  

🗸    A/I  

 
Essential  Desirable  Assessed by  

A – Application  

I – Interview  

T – Task  

R – References  

Educated to degree level  🗸    A  

Qualified Teacher Status  🗸    A  

Additional post-graduate qualification in school leadership 

and/or SEND e.g.  

NPQH/NPQSL/NASENCO  

  🗸  A  

Evidence of continued personal and professional development  🗸    A  

To have undergone or have a willingness to complete 
Designated Safeguarding Lead training.   

🗸    A/I  
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Evidence of an involvement in or understanding of financial 
management in a school.  

  🗸  A/I  

To have had experience of and ability to contribute to staff 
development by, for example, coaching, mentoring, or the 
delivery of training.    

🗸    A/I  

To have experience of advising a governing body or one of its 
committees  

🗸    A/I  

Evidence of an active involvement in school self evaluation 
and development planning  

🗸    A/I  

To have experience of leading whole school curriculum 
development which has had a positive  

🗸    A/I  

  

impact on outcomes for young people     

To be able to use data, assessment and target setting 
effectively to raise standards/address weaknesses 

🗸    A/I/T  

Demonstrable experience of successful line management and 
staff development  

🗸    A/I  

Experience of more than one setting    🗸  A/I  

  

  

[C] PROFESSIONAL KNOWLEDGE AND UNDERSTANDING  

  

  Essential  Desirable  Assessed by  

To  demonstrate  outstanding  leadership 
 and management skills  

🗸    A/I  

To have an awareness of current, relevant government 
initiatives  

🗸    A/I  

To have a firm understanding of monitoring, evaluating and 
reviewing the quality of education (teaching and learning).  

🗸    A/I  

To  have  a  firm  understanding  of 
 school improvement and change management.   

🗸    A/I  

To have a knowledge and understanding of the needs of 

children with a wide variety of SEN including complex physical 

& medical difficulties,  

ASD, MLD, SLD, CLD and PMLD  

🗸    A/I  

To demonstrate an understanding of, and firm commitment 
to, equality and diversity, including promotion across a 
school.   

🗸    A/I  
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To have a commitment to the promotion of high quality 
education and care for young people.   

🗸    A/I  

To be able to deliver high quality, relevant INSET training  🗸    A/T  

To have a firm understanding of and commitment to 
safeguarding in an educational setting.   

🗸    A/I/R  

  

 PERSONAL SKILLS AND QUALITITES  

  

  Essential  Desirable  Assessed by  

To have a commitment to learn and develop new knowledge and 
skills  

🗸    A/I  

To have a desire to make a difference to the lives of young 
people with special educational needs.   

🗸    A/I  

To have excellent written and oral communication skills.  🗸    A/I  

To have a commitment to getting the best outcomes for all 
young peoples and promoting the ethos and values of the school  

🗸    A/I  

Ability to work under pressure and prioritise effectively using 
own initiative.   

🗸    A/T  

Flexibility to extend the working day, when required.  🗸    A/I  

Commitment to maintaining confidentiality at all times  🗸    A/I  

Commitment to safeguarding and equality, ensuring that 
personal beliefs are not expressed in ways that exploit the 
position.  

🗸    A/I/R  

A good level of physical fitness  🗸    A/I  
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This job description was written at a specific point in time and may be subject to change as required.  

It is not an exhaustive list of all the responsibilities required and additional requirements will be 

expected as necessary  

Signed _______________________________ Deputy Headteacher  

Signed ____________________________ Headteacher 

 


