
FINBOROUGH SCHOOL DEPUTY HEAD (Prep School) 
Job Description  

 
Post: Deputy Head (Prep School) 
Responsible to:  Headteacher 
Direct reports:  Teaching Staff 
 
Job Purpose 

Our Deputy Head (Prep School) will lead all aspects of our provision for years 3 – 6. 

They will be at the centre of ensuring that pupils truly achieve their full academic and character potential through an 
innovative curriculum and a wealth of experiences and opportunities for our students that fundamentally align with 
our positive culture at the school. 

Similarly, the Deputy Head (Prep School) will lead and support the teaching staff to be their best in all aspects of 
their roles as excellent and inspiring professionals. 

The emphasis will be on using leadership and management skills to make things happen and it is expected that some 
of these responsibilities will be delegated to and shared with relevant colleagues. 
 
Specific responsibilities 
 
Policy/Strategic Direction and Development 
 
1. Creating and sharing a vision for the academic development of the school and to contribute to the development 

and delivery of the School Development Plan. 
2. To keep policies under review to ensure that they meet the changing needs of the school and respond to 

developments in educational policy nationally and changes in the ISI regulatory framework. 
 
Teaching and Learning 
 
1. To teach in the Prep School 
2. Promote excellence and innovation in teaching and learning. 
3. To ensure an unrelenting focus on the development of great ‘Learnability’ supporting excellent acquisition of 

subject specific skills, Knowledge and understanding. 
4. Develop a stimulating and imaginative academic curriculum, which inculcates intellectual curiosity and love of 

learning, providing challenge and opportunity. 
5. Act as a model of inspirational teaching and reflective professional practice. 
6. Monitor, observe and evaluate teaching and learning, identifying and sharing best practice and challenging 

under-performance in consultation with the Headteacher. 
7. Ensure a rigorous process for the regular assessment, recording and reporting of student progress and to ensure 

that academic data is consistently utilised to inform and improve teaching and learning and promote progress 
and achievement for students of all abilities. 

8. Ensure that strategies are in place to identify and support students with particular need e.g. high ability students 
and those with Special Educational Needs. 

9. Develop the quality and diversity of activities in the extra-curricular programme. 
10. Be responsible for curriculum design, scheduling, staffing requirements and construction of the Prep School 

Timetable in conjunction with the Deputy Head (Senior School) 
 

Parents / Communications 
 
1. To forge outstanding links with parents based on mutual respect and common purpose 
2. Ensure excellent communications with parents including regular academic updates 
3. Plan and organise an effective programme of reports and parent teacher consultations to ensure the best 

possible partnership for learning 
 
 



Safeguarding / Pastoral Care  
 
1. To fulfil the role of Deputy DSL (DSL 2) with responsibility for the Prep School.  
2. To promote and safeguard the welfare of all children in the Prep School. 
3. To promote self-discipline, high standards of behaviour and positive attitudes on the part of all children and to 

implement policies and procedures to foster them. 
4. Ensure that a high standard of care and good order for all children is maintained. 
5. Promote excellence and innovation in pastoral care. 
6. To lead Prep School weekly assemblies 
7. To lead the development a stimulating and imaginative and coordinated ‘Seven Habits’ programme in the Prep 

School. 
8. To lead the PSHE and SRE curriculum. 
9. Ensure the schools systems support the best pupil health and wellbeing. 
10. Ensure behaviour is consistently managed across the school, resulting in the highest standards of discipline, 

politeness and positive relationships. 
11. Ensure the schools reward system is operated consistently to motivate all pupils. 
12. Ensure the schools houses remain a vibrant central part of school life (events each term) 
13. Plan, commission and promote an inspiring range of extra-curricular opportunities for Prep School pupils 
 
Leadership and Management of Others 
 
1. To ensure a systemised and organisationally effective across all facets the Prep School 
2. Lead and line manage Prep School Staff enabling them to promote the highest standards of teaching and 

learning, pastoral care and character development of our students. 
3. Take the lead in the motivation and development of the teaching staff to make the most effective use of their 

skills, challenging under performance where appropriate and promoting best practice in continuing professional 
learning / development. 

4. Lead and manage designated colleagues with responsibilities for specific roles in the Prep School 
 

Monitoring, Evaluation and Assessment 
 
1. In consultation with the Headteacher, manage the process of year group reviews and development planning 

ensuring that rigorous monitoring and evaluation processes are in place. 
2. Take responsibility for the analysis of academic performance data and promote, monitor and evaluate its 

effective use in maximising student progress and achievement. 
3. Monitor standards of teaching, learning and pastoral care, ensuring a constant drive for improvement aligned 

with our mantra ‘better never stops’. 
 

Training and Development of Self and Others 
 
1. Develop and maintain a culture of high expectations for self and others. 
2. As a lead professional, regularly review own practice, set personal targets and take responsibility for own 

continuous professional development and encourage all staff to do likewise. 
3. Identify whole school and departmental training needs and, in collaboration with other members of the SLT, 

maintain a high quality programme of academic INSET, presenting and delivering INSET personally where 
appropriate. 

4. Participate in the school’s new staff induction programme. 
 
Whole School Leadership 
 
1. To contribute fully as part of the Senior Leadership Team 
2. To lead a significant area of whole school responsibility  
 
In addition, carry out any duties you may be reasonably required to by the Headteacher. 

 


