
St Cedd’s School 

Job Description 

Job Title:  Deputy Head 

Responsible to: Head 

Salary:  St Cedd’s School Salary Scale 

Key Accountabilities: 

• To work to create a positive, encouraging environment that supports every child to achieve
their potential at St Cedd's School.

• To work to create a positive, encouraging environment that supports every member of staff
to fulfil their responsibilities at St Cedd's School in accordance with school policies and in
carrying out the Head's directions.

• To be a key member of the Senior Leadership Team and to assist the Head in the
development of strategy and the School Development Plan.

• To oversee the efficient daily running of the school and the successful organisation of whole
school events (e.g. INSET, Open Days, Parents Evenings, Carol Service, Concerts, Celebration
of Achievements, Senior Schools Fayre, 11+ practice and preparation sessions in school term
time).

• To meet with the Head before the daily staff briefing to confirm items for the agenda and
the routines for the day to ensure the school operates efficiently and effectively.

• To ensure that the school is in safe hands in the absence of the Head.

• To liaise with all sections of the school (all staff, pupils and parents) to create internal staff
newsletters detailing deadlines and forthcoming events (distributed to all staff non-
teaching, teaching, administrative and catering prior to the start of each term).

• To attend all school functions in a welcoming and supportive capacity.

• To act as a 'sounding board' for the Head of Academic, Head of Pastoral and Head of EYFS
with parental and pupil concerns.

• To assist in the recruitment and appointment of new staff.

• To oversee the creation of the academic timetable and duties rota.



• To monitor and manage staff absence and cover arrangements. 

• To co-ordinate, manage and oversee the production of the termly calendar. 

• To contribute to the school's Performance Management Review programme through 
observation and monitoring of colleagues. 

• To contribute to updates of staff and parent handbooks. 

• To act as a confidant and support to the Head and feedback all issues from the staffroom. 

• To keep the Head informed of all risks to the school. 

• To support the Head of Academic in monitoring teaching and learning, pupil progress and 
assessment. 

• To support the Head of Pastoral in monitoring pupil behaviour, dress and welfare. 

• To collate information for the Final Assembly each term celebrating pupils’ achievements. 

• Other posts of responsibility (e.g. Form Teacher, Classroom Teacher and Head of 
Department) and associated accountabilities are detailed in separate job descriptions. 

Success Criteria: 

• The school operates efficiently and effectively on a daily basis. 

• The school is in safe hands in the absence of the Head. 

 

Whilst every effort has been made to explain the main duties and responsibilities of the role, 
each individual task undertaken may not be identified. Employees will be expected to comply 
with any reasonable request from the Head to undertake a task of a similar level that is not 
specified in this job description. 


