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ROLES AND RESPONSIBILITIES OF THE DEPUTY PRINCIPAL IN THE HIGH SCHOOL
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OVERVIEW



1. To assist the Principal in managing the 
school and promoting the education of 
learners in a proper manner.

2. To maintain a total awareness of the 
administrative procedures across the total 
range of school activities and functions

1.1 ROLES AND RESPONSIBILITES OF THE DEPUTY PRINCIPAL: 
ACCORDING TO THE PAM



1.2.1 GENERAL/ADMINISTRATIVE

• To assist the Principal in his/her duties and to deputise for the Principal during his/her absence from school.

• To assist the Principal, or, if instructed to be responsible for:

– school administration, eg. duty roster, arrangements to cover absent staff, internal and external evaluation and 
assessment, school calendar, admission of new learners, class streaming, school functions; and/or

– school finance and maintenance of services and buildings, eg. planning and control of
expenditure, allocation of funds/resources, the general cleanliness and state of repairs of
the school and its furniture and equipment, supervising annual stock-taking exercises.

A) KNOWLEDGE OF SCHOOL’S SYSTEMS:   CODE OF CONDUCT AND POLICIES
B) ASSISTANCE WITH ADMIN: SSE, SIP, SIP TRACKING, AAPR
C) ASSISTANCE WITH DUTY ROSTERS: ACADEMIC TIMETABLE (SA-SAMS), TERRAIN 
DUTY, HALL OPENINGS
D) CONTROL OF BUDGET
E) CONTROL OVER SCHOOL’S INVENTORY/RESOURCES

1.2 CORE DUTIES AND RESPONSIBILITIES OF THE DEPUTY PRINCIPAL:
ACCORDING TO THE PAM



1.2.2 TEACHING

• To engage in class teaching as per workload of the relevant post level and needs of the    
school.

• To assess and to record the attainment of learners taught.

A) SET THE EXAMPLE:
BE AT CLASS BEFORE THE LEARNERS ARRIVE, BE ON TIME, HAND BACK TESTS ON TIME, SUBMIT YOUR 
MODERATION REPORTS ON TIME 

MAKE AN EFFORT, NOT AN EXCUSE

B) “LET THE MAIN THING REMAIN THE MAIN THING”
-RASSIE ERASMUS IN CHASING THE SUN-

1.2 CORE DUTIES AND RESPONSIBILITIES OF THE DEPUTY PRINCIPAL:
ACCORDING TO THE PAM



1.2.3  EXTRA- & CO-CURRICULAR

• To be responsible for school curriculum and pedagogy, eg choice of textbooks, co-ordinating the work of subject committees 
and groups, timetabling, “INSET” and developmental programmes, and arranging teaching practice.

• To assist the Principal in overseeing learner counselling and guidance, careers, discipline, compulsory attendance and the 
general welfare of all learners.

• To assist the Principal to play an active role in promoting extra and co-curricular activities in school and in its participation in 
sports and cultural activities organised by community bodies.

• To participate in departmental and professional committees, seminars and courses in order to contribute to and/or update 
one’s professional views/standards.

A) PRIMARY SCHOOL VS HIG SCHOOL – GR 12 ACADEMIC RESULTS!
B) ASSIST IN MONITORING CURRICULUM COVERAGE
C) TRUST IS GOOD BUT CONTROL IS BETTER – MR SIMMENS
D)    KNOWLEDGE OF LATEST CHANGES IN CURRICULUM AND IMPLEMENTATION OF IT
E)    BE AN INSPIRATION!!!!

1.2 CORE DUTIES AND RESPONSIBILITIES OF THE DEPUTY PRINCIPAL:
ACCORDING TO THE PAM



1.2.4 PERSONNEL

• To guide and supervise the work and performance of staff and, where necessary, discuss and write or countersign reports.

• To participate in agreed school/educator appraisal processes in order to regularly review their professional practice with the 
aim of improving teaching, learning and management.

1.2 CORE DUTIES AND RESPONSIBILITIES OF THE DEPUTY PRINCIPAL:
ACCORDING TO THE PAM

A) PROMOTE WORK ETHICS 
“The biggest THANK YOU for a job well done, is the privilege to do more”
“ Today I will do what others won't, so tomorrow I can do what others can't.” - Jerry Rice.

B) MENTORSHIP: DELEGATE DUTIES AND DEVELOP YOUR STAFF
“Leadership is the art of getting someone else to do something you want done, 
because they want to do it.” -Dwight Eisenhower

C) PLAY AN IMPORTANT ROLE IN THE ADMINISTRATIVE TASK OF QMS AND PDMS



1.2. 5. INTERACTION WITH STAKE-HOLDERS

• To supervise/advise the Representative Council of Learners

A) LEADERSHIP EXPERT WHEN INTERACTING WITH DEPT OF EDUCATION, LEARNING 
FACILITATORS, PARENTS, COMMUNITY LEADERS, SPONSORS, LEARNERS

B) TRUE LEADERSHIP IS NOT LIMITED TO SCHOOL ONLY! 
C) SQLTC (SCHOOL QUALITY LEARNING AND TEACHING COMMITTEE)

-UNIONS, PARENTS, COMMUNITY LEADERS, RCL REPRESENTATIVES
D) HEAD OF SBST – CONCESSIONS 

1.2 CORE DUTIES AND RESPONSIBILITIES OF THE DEPUTY PRINCIPAL:
ACCORDING TO THE PAM



1.2.6. COMMUNICATION

• To meet with parents concerning learners’ progress and conduct.
• To liaise on behalf of the Principal with relevant government departments.
• To maintain contact with sporting, social, cultural and community organisations.
• To assist the Principal in liaison work with all organisations, structures, committees, groups,
etc. crucial to the school.

1.2 CORE DUTIES AND RESPONSIBILITIES OF THE DEPUTY PRINCIPAL:
ACCORDING TO THE PAM



2. BECOMING A DEPUTY PRINCIPAL: 
CRITICAL SKILLS YOU’LL NEED TO 



2. BECOMING A DEPUTY PRINCIPAL: 
CRITICAL SKILLS YOU’LL NEED TO 

CREATE A LOW-STRESS WORK 
ENVIRONMENT
ABLE TO FIND SOLUTIONS QUICKLY
PUT PEOPLE AT EASE
EASY COMMUNICATION
ABLE TO INSPIRE AND MOTIVATE
KNOW THEIR TEAM’S STRENGTHS 
AND WEAKNESSES
ASSERTIVE
SUPPORTIVE

CREATE A STRESSFUL WORK 
ENVIRONMENT

POOR COMMUNICATION
IMPULSIVE AND UNABLE TO 

DEAL WITH STRESSFUL AND/OR 
UNEXPECTED EVENTS
NO CLEAR DIRECTION

UNINSPIRING
BLAME OTHERS FOR 

EVERYTHING
DO NOT VALUE DIFFERENT 

PERSPECTIVES
UNSUPPORTIVE
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2. BECOMING A DEPUTY PRINCIPAL: 
CRITICAL SKILLS YOU’LL NEED TO 
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2. BECOMING A DEPUTY PRINCIPAL: 
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2. BECOMING A DEPUTY PRINCIPAL: 
CRITICAL SKILLS YOU’LL NEED TO 

LEADERSHIP IS ABOUT EMPATHY
IT IS ABOUT HAVING THE ABILITY 

TO RELATE TO AND CONNECT WITH PEOPLE
FOR THE PURPOSE OF INSPIRING AND

EMPOWERING THEIR LIVES
-OPERA WINFREY-
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2. BECOMING A DEPUTY PRINCIPAL: 
CRITICAL SKILLS YOU’LL NEED TO 
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3. SUPPORTIVE ROLE – GOD CALLED AARON BY NAME TO SUPPORT MOSES 

“When Moses’ hands 
grew tired, they took a 
stone and put it under 
him and he sat on it. 

Aaron and Hur held his 
hands up—one on one 
side, one on the other”

EXODUS 17:12



#WantOnsGeeOm

AVERAGE LEADERS RAISE THE BAR ON THEMSELVES
GOOD LEADERS RAISE THE BAR FOR OTHERS

GREAT LEADERS INSPIRE OTHERS TO RAISE THEIR OWN BAR
-ORRIN WOODWARD-

But whoever would be great among you must be your 
servant, and whoever would be first among you must be 
your slave, even as the Son of Man came not to be served 
but to serve, and to give his life as a ransom for many.”
-Matthew 20:26–28-




