
THE ORCHARDS FEDERATION                             

 
Post of 

Deputy Head Teacher – Green Fold Special School 
Job Description 

 

Job Title DEPUTY HEAD TEACHER  - GREEN FOLD  SCHOOL  

THE ORCHARDS FEDERATION 

Grade L11- L15       

The primary purpose of 
the job 

 

The primary purpose of the job is to assist and when necessary deputise for 
the Head Teacher in leading and managing Green Fold School effectively and 
efficiently, in order to provide the highest quality education possible for each 
child entrusted to our care 
 

 

Responsible to 

 
The Executive Head Teacher, School Head Teacher and the Governing 
Board 

 

Principal 
Responsibilities 

 

 

 Responsibility  

 
The appointment is subject to the current conditions of employment for Head 
Teachers contained in the Schools Teachers’ Pay and Conditions Document, 
the School Standards and Framework Act, the required standards for 
Qualified Teacher Status and other current educational and employment 
legislation. 
 
To work as a member of the  Leadership Team promoting close 
partnership/collaborative working across Green Fold and the Federation as  
when and where appropriate for the benefit of all pupils and staff    
 
To work in close collaboration with the Head Teacher 
to act as lead professional for agreed areas 
 
 

 
 

MAIN DUTIES  

1 Shaping the future – critical to the role of the leadership of the school and federation, working 
with the Executive Head Teacher Governing Board and others to create a shared vision and 
strategic plan which inspires and motivates pupils, staff and all other members of the community 

Actions 

 Fully and actively supporting, promoting and demonstrating the vision, values and ethos, of the 
federation in everyday work and practice 

 Working effectively with the Executive Head Teacher other members of the Orchards 
Leadership Team, governors and staff to formulate and effectively deliver school development 
and improvement plans  

 Being pro-active in promoting appropriate inclusive learning opportunities for all pupils and staff 
 

 



 In collaboration with the  Head Teacher to take a lead role in individual school self-evaluation 
processes, monitoring progress towards curricular and other targets; 

 
 Take account of national and local initiatives and work closely with the Head Teacher and 

other senior leaders to implement changes as required. 

 

2 Leading Learning and Teaching – all school leaders have responsibility for raising the quality of 
teaching and learning and for pupils’ achievement.  This implies setting high expectations and 
monitoring and evaluating the effectiveness of learning outcomes.  A successful learning culture 
will enable pupils to become effective, enthusiastic, independent learners, committed to life-long 
learning. 

Actions 

 In collaboration with other members of the leadership team, ensures a consistent and 
continuous school and federation wide focus on pupils’ achievements, using data and 
benchmarks to monitor progress in every child’s learning 

 As lead professional for special school pupils, works closely with the Head Teacher to ensure 
that learning is at the centre of strategic planning and resource management  

 Works in close collaboration with the Head Teacher to ensure that  the special school has a 
current Self Evaluation document in place which is used to lead and inform School 
Development Planning for that particular school as well as for the federation as a whole 

 Manages the quality and effectiveness of teaching and learning throughout the federation’s 
special provision, and spreads good practice of effective teaching and learning styles 

 
 Implements strategies which secure high standards of behaviour and attendance 

 Monitors, evaluates and reviews classroom practice and promotes improvement strategies 

 Leads strategies aimed at raising standards and achievements throughout the federation’s 
special school provision , including standards of core subjects, and attendance; 

 
 Leads the co-ordination of a named area throughout the federation’s special school provision; 

and acts as a role model for other subject leaders   
 

 Has a teaching commitment as agreed with the  Head Teacher– working directly with pupils 
and staff throughout the federation’s special school provision, promoting, supporting and 
modelling outstanding practice 

 
 Lead regular staff meetings/CPD meetings with special school staff 

 

3 Developing self and working with others – effective relationships and communication are 
important Effective leaders manage themselves and their relationships well. Through performance 
management and effective continuing professional development practice, leaders should support 
all staff to achieve high standards. Leaders should also be committed to their own continuing 
professional development. 

 



Actions 

 Modelling positive leadership and teamworking behaviours, treating all members of the 
federation community with equal respect; 
 

 Working with the Executive Head Teacher, School Head Teacher and other senior staff  to 
promote and develop distributed leadership throughout the federation; 

 
 As a lead professional for the special school, manages the staff CPD budget for all  classroom 

staff employed within that specific sector in close collaboration with the  Head Teacher and the 
Executive Head Teacher 

 Providing help and support for colleagues, and having a positive impact on classroom practice 
through coaching, evaluation, feedback and staff development programmes; 

 
 Promoting a culture of high expectations for self and for others and in close collaboration with 

the Head Teacher taking appropriate action when performance is unsatisfactory 

 Taking a leading role in the delivery of the school’s Appraisal policy, and encouraging a 
positive attitude towards it 

 
 Celebrating the achievements of individuals and teams 

 Regularly reviewing and reflecting on own practice, taking responsibility for own personal 
development  

 Manages own workload and that of others to allow an appropriate work/life balance 

 

4 Managing the Organisation – Senior leaders need to provide effective organisation and 
management of the federation and its individual schools and seek ways of improving 
organisational structures and functions based on rigorous self-evaluation 

Actions 

 Act as day to day operational line manager specified special school classroom and lunchtime  
staff based  

 Works with the Head Teacher to produce and implement clear, evidence-based improvement 
plans and policies for the development of our special school provision  

 the Head Teacher and other members of the OLT in budget planning and prioritisation 

 
 Supports the  Head Teacher in recruitment of new classroom/ lunchtime staff 

 In close collaboration with other members of the SLT to assist with staff deployment of within 
specific sector  

 Works closely with other members of the leadership team to ensure that the range, quality and 
use of all available federation resources improves the quality of education and opportunity of 
every child  

 Takes a lead operational role in the management of discipline and pastoral care for pupils 
within designated remit   



 In collaboration with other members of the leadership team supports and promotes the 
management of discipline and pastoral care of all children across Green Fold School and the 
wider federation.  

 Work in collaboration with the Head Teacher and the Executive Head Teacher to ensure that  
curriculum and health and safety regulations /requirements are met across the federation 

 

5 Securing Accountability – with values at the heart of his/her leadership, all members of the OLT 
have a responsibility to the school and the federation and the community it serves.  In carrying out 
this responsibility. The Deputy Head Teacher has a role in ensuring that pupils enjoy and benefit 
from high quality education and for promoting collective responsibility across the whole federation 

      Actions 

 Promotes an ethos which enables everyone employed by the federation to work collaboratively 
share knowledge and understanding, celebrate success and accept responsibility for outcomes 
–        ‘growing, sharing, learning, laughing, celebrating success together’  

 Ensures that individual staff are aware of expectations around their role and responsibilities 
(e.g. sets deadlines) and that the effectiveness of their actions is subject to regular monitoring 
and evaluation 

 In collaboration with the Head Teacher, develops and presents a coherent, understandable 
and accurate account of school’s performance to a range of audiences including governors, 
parents and carers 

 Reflects on personal contribution to achievements across the school and federation and takes 
account of feedback from others. 

 

6 Strengthening Community – schools exist in a distinctive social context, which has a direct 
impact on what happens inside them.  School leaders should commit to engaging with the internal 
and external federation community to secure equity and entitlement. All members of the SLT 
should collaborate with other schools in order to share expertise and bring positive benefits to the 
federation.  They should work collaboratively at both strategic and operational levels with other 
senior leaders within the federation as well as parents /carers and other agencies for the well-
being of all children.  

    Actions 

 Works in close collaboration with other members of the Leadership Team to ensure the best 
possible outcomes for all children and their families  

 Assists in developing a federation culture and curriculum which takes account of the richness 
and diversity of the school’s communities and uses this to maximise opportunity for all 

 Leading collective worship /assemblies on a regular basis 

 Promotes positive strategies for challenging racial and other prejudice and dealing with racial 
harassment 



 Ensures learning experiences for pupils are linked into and integrated with the wider 
community. Promotes a range of community-based learning experiences to provide for the 
academic, spiritual, moral, social, emotional and cultural well-being of all pupils and their 
families 

 Supports the Head Teacher in creating and maintaining an effective partnership with parents/ 
carers and the community to support and improve all pupils’ achievement and personal 
development 

 Co-operates and works with relevant agencies to safeguard and protect all children.  

 Promoting effective internal communication throughout the federation and external 
communications with parents and other groups; 

 Showing commitment to the extra-curricular activities school and across  the federation; 

 Carrying out the professional duties as outlined for Deputy Head Teachers in the Teachers’ 
Pay and Conditions document; 

 
 
            Customer Care - To continually review, develop and improve systems, processes and services in  
            support of the federation’s pursuit of excellence in service delivery.  To recognise the value of its  
            people as a resource. 
 
 Promoting equality and diversity - To accept everyone has a right to his or her distinct identity. 

To treat everyone with dignity and respect and to ensure that what our customers tell us is valued 
by reporting it back into the organisation.  To promote and participate in the council’s work to 
eliminate discrimination; advance equality of opportunity; and foster good relations between our 
diverse communities. 

 
 Developing Self and Others - To use processes and put processes in place to generate a 

learning environment.  To focus on the strengths and requirements of all individuals and enable 
them to further their skills and knowledge.  To actively pursue your own development.  To be self-
aware and role model continuous self-development. 

 
 Safer Recruitment – The federation is committed to safeguarding and promoting the welfare of 

children and young people and expects all staff and volunteers to share this commitment. 
"Bolton Council has a statutory duty under the Civil Contingencies Act to respond in the event of 
an emergency.  If Bolton Council's Emergency Management Plan is activated, you could be 
required to assist, or assist others, in the continued maintenance or delivery of key Council 
services and of support to the community.  This could require working outside of routine working 
hours and could entail working from places other than your normal place of work. 
N.B. Emergencies requiring activation of the Bolton Council Emergency Management Plan only 
occur very infrequently.  If you are asked to respond to an emergency, your personal 
circumstances at the time will be taken into account."  

 
 

 
 
 

 
 
 
 



 
THE ORCHARDS FEDERATION 

 

                                    Post of 
 

Deputy Head Teacher – Green Fold Special School 
The Orchards Federation 

Person Specification 
 

STAGE ONE 

 

Disabled Candidates are guaranteed an interview if they meet the essential criteria 

 
MINIMUM ESSENTIAL REQUIREMENTS METHOD OF ASSESSMENT 

1. Skills and Knowledge 

1 Shaping the Future 

Applicants should be able to: 
 
Be committed to the vision and aims of the federation 

‘growing, sharing, learning, laughing, 
celebrating success together’ 

 
Take a lead role in individual school self-evaluation processes 
and contribute to self-evaluation of the federation as a whole  
 
Develop and implement aspects of a school development and 
improvement plan  
 

2 Leading Learning and Teaching 

Applicants should be able to: 
 
Demonstrate a commitment to child-centred education 
 
Be an excellent classroom practitioner, with knowledge of 
issues which contribute to excellent teaching and learning 
 
Ability to monitor and evaluate aspects of the curriculum 
reflecting school, National Curriculum and Primary National 
Strategy requirements 
 
Ability to extract, analyse and evaluate issues from data and 
school practice, and to put forward strategies for improvement 
 
Understand school improvement strategies and OFSTED 
inspection and self-evaluation processes 
 
Develop and implement aspects of a School Development & 
Improvement Plan 

 
Understand the place of tracking progress and target-setting 
in bringing about improvement 
 
To have experience of “Assessment for Learning” principles 
and strategies  

 
 
 
 
Application & Interview  
 
 
Application, Interview & Assessment 
Tasks 
 
Application, Interview & Assessment 
Tasks 
 
 
 
 
 
Application & Interview 
 
Application & Interview 
 
 
Application, Interview & Assessment 
Tasks 
 
 
Application & Interview 
 
 
Application, Interview & Assessment 
Tasks 
 
Application & Interview 
 
 
Application &  Interview  
 
 
Application &  Interview  

 

 



 
3 Developing Self and Working with Others 

Applicants should be able to: 
 
Model an open, fair, equitable culture and manage conflict 
 
 
Lead, motivate, challenge and influence others to attain high 
goals 
 
Be committed to working positively in a team  
 
Give and receive effective feedback and act to improve 
personal performance 
 
Accept support from others including colleagues, governors 
and the LA 
 
 

4 Managing the Organisation 

Applicants should be able to: 
 
Manage the federation’s provision for special school pupils                    
efficiently and effectively on a day-to-day basis  
 
Prioritise, plan and organise themselves and others to have 
excellent time management skills 
 
Make professional, managerial decisions based on informed 
judgements 
 
Take a joint leadership role with regard to discipline and 
pastoral care 
 
Be confident in the use and development of ICT throughout 
the school for curriculum and management purposes 
 
Think creatively to anticipate and solve problems 
 

 

5 Securing Accountability 

Applicants should be able to: 
 
Collect and use a rich set of data to understand the strengths 
and weaknesses of provision and support the Head Teacher 
in using the information to raise standards for special school 
pupils 
 
Able to communicate effectively with staff, parents and 
governors 
 
Hold classroom staff to account for their performance 

 

 
 
 
 
Application, Interview & Assessment 
Tasks 
 
Application, Interview  
 
 
Application & Interview 
 
Application & Interview 
 
 
Application & Interview 
 
 
 
 

 
 
Application & Interview 
 
 
Application, Interview & Assessment 
Tasks 
 
Application, Interview & Assessment 
Tasks 
 
Application & Interview 
 
 
Application & Interview 
 
 
Application Interview & Assessment 
Tasks 
 
 
 
 
 
 
Application &  Interview  
 
 
 
Application & Interview  
 
 
Application & Interview  
 
 



 
6 Strengthening Community 

Applicants should be able to: 
 
Be committed to working collaboratively in school and the 
federation, with other members of the leadership team to 
improve outcomes for all pupils regardless of their ability 
 
Demonstrate a commitment to working in partnership with 
parents, governors and the LA to provide the best education 
possible for all our pupils 
 
Relate well to children and adults 
 
 

 
 
 
 
Application & Interview  
 
 
 
Application & Interview  
 
 
 
Application & Interview  
 

 
 
Promoting equality and diversity – Understand how 
knowledge of our diverse communities can help us to deliver 
effective services and reduce disadvantage in the borough. 
Listen to contributions made to service development without 
prejudice. Challenge behaviours and processes which do not 
support the council’s work to eliminate discrimination; 
advance equality of opportunity; and foster good relations, 
while being prepared to accept feedback about own 

behaviour. 
 
 
 
Customer Care - Listen and respond to children/young 
people needs, seek out innovative ways of consulting and 
engaging them. Network with others to develop services for 
the benefit of the children/young people 
 
 
 
Developing Self and Others - Coach and mentor others.  
Be willing to share learning and encourage others to do the 
same.  Listen to others and respond to their needs.  Apply a 
range of development activities to develop and train staff.  
Endorse the principles of Investor in People.  Strives for 
improvement and take responsibility for own development.  
Be self-confident and lead by example 
 
 

 
 
Application & Interview 
 
 
 
 
 
 
 
 
 
 
 
Application & Interview 
 
 
 
 
 
 
Application & Interview 
 

 

 

 

 

 

 

 

 

 



2.  Experience/Qualifications/Training etc 

 
Recognised teaching qualification  
 
To be able to demonstrate professional development relating 
to the curriculum and management of a primary/special 
school 
 
To have  substantial senior leadership /management 
experience in a special school setting 
 
Experience of leading and managing Pupil Progress 
 
To be able to show leadership and curriculum development in 
at least one subject or area 
 
Experience in more than one key stage 
 
Experience of teaching in more than one school 
 

 
Application Form 
 
Application Form 
 
 
 
Application Form 
 
 
Application Form 
 
Application Form 
 
 
Application Form 
 
Application Form 

 

 
3. Application form and letter 

The forms should be fully completed and free from error.   

The letter should be clear and concise and related to the person specification 

 

 
 

 

 

 

 

 

 

 

 
 

 
 

 
 

 
 
 

 


