Job Description – Head of Lower School Rookwood School March 2017

	Job Description 

Job Title:
Head of Lower School
Reporting to:
Head Teacher
Purpose:
To be responsible for the day to day management of the Lower School (nursery to Y6), promoting a nurturing environment where pupils thrive and develop a passion to discover and learn.   As a member of the Senior Leadership Team contribute to the strategic development and leadership of the whole school, ensuring an excellent standard of education for all pupils.                             
                            As this is a new post, a key focus will be to manage and co-ordinate the removal of distinctions between the two current separate schools (pre prep and prep) creating an ambitious, warm and successful ‘whole’ Lower School.
Main Responsibilities:

Lower School Management 

· Liaise with the Head teacher and our marketing consultant to contribute to the development of a marketing plan for the Lower School (nursery to Y6) within Rookwood’s overall marketing strategy. Lead on the Lower School’s involvement in Open and Taster Days and attend relevant pupil recruitment events as necessary

· Work with the Marketing Consultant to promote the Lower School by regularly contributing information and news items for press releases, articles, publications and the school website. Contribute to the development of our annual End of Year Book 

· To work with and support the Head of Pre-Prep.

· Oversee Y2 to Y3 transition and through liaison with the Head of Upper School transition from Y6 to Y7. 

· To oversee monitoring and evaluation processes across the Lower School.

· Oversee the curriculum co-ordination across the pre-prep and prep school and with support from the Head of Upper School across the phases. 

· Liaison with the Head teacher to develop INSET training throughout the Lower School.
Prep School Management
· Share with the Head teacher the selection and appointment of Prep School Staff.

· Work with the Head teacher and Deputy Head on the Prep School curriculum.

· Be responsible in the first instance for the line management of Prep School staff, referring them to the Head teacher or Deputy Head if necessary, and supervise the induction of any NQTs in the Prep School.

· Work with the Head teacher to monitor the performance of the teaching staff, to carry out the Assistant Head of Prep’s appraisal and to carry out other staff appraisals with the Assistant Head of the Prep School, identifying relevant training needs.

· Organising the annual Prep School Prize giving and other similar events.

· Manage the educational supplies budget for the Prep School and co-ordinate requisitions.

· Be an active member of the Health and Safety Committee (representing the lower school), liaising with the Bursar regarding Health and Safety issues.

· Co-ordinate Year 6 entries for the Common Entrance, 11+ and other independent school entrance examinations, and to be responsible for the transfer of records to Year 7 at the appropriate school.

· Organise all assessments including CATs tests and internal end-of-year examinations.

· Be the second line of communication for parents after class teacher and to ensure that the Head teacher is apprised of any on-going or serious issues.

· Take responsibility for the Preparatory School staff handbook.

· Plan the staff duty list, arrange cover for absent staff, organise the Prep School Council and oversee the seating arrangements in the dining room.

· Organising the selection of House Captains for the Prep School and the election of Form Captains. 
· Undertake any reasonable request made by the Head teacher or the Trustees.

· Organise and chair the regular Parent Representative meetings.

· Lead the School’s marketing strategy by taking responsibility for material for press releases and the end of year review.

· Communicate with parents on a regular basis via the weekly newsletter, Twitter and other outlets.

· Manage the organisation of Parents’ evenings and pupil reports in line with the School’s policies and procedures.
Whilst every effort has been made to explain the main duties and responsibilities of the role, each individual task may not be identified. The post holder may be asked to undertake other duties from time to time as required and commensurate with the position as deemed necessary by the Trustees.

	Key Stage 2 Teaching
· Being responsible for the teaching of a class or specialist subject within the Key Stage 2 age group.
· Taking full responsibility for all long, mid and short term planning for the class or subject, working closely with other teachers within the Prep School.

· Keeping full and regularly updated assessment records for all the children. Producing regular reports for parents, as required by the Head of School.

· Helping to prepare pupils for 11+ and Common Entrance examinations as necessary.

· Liaising with the SENCO where appropriate and ensuring that they are up to date with pupils’ educational needs.

· Notifying the Head of School of any concerns about a child and liaising with parents when appropriate.

· Preparing to undertake any tasks necessary for the smooth-running of the class and the Prep School as a whole.

· Attending Parents’ Evenings and other school functions such as Open days.

· Attending regular Prep School meetings, full staff meetings and Inset days.

· Sharing in a weekly rota for duties-break-time, lunchtime, before and after school – as required by the Head of School.

· Organising Form assemblies as required.

· Working, as requested, alongside other professional colleagues including LSAs and NQTs on occasions, ensuring that all instructions and directions are well-planned and carefully explained.

· Taking an active part in the life of the school, e.g. organising and participating in extra-curricular activities either at lunchtime or after school, attending school functions, organising visits out of school for the pupils.

· Upholding and supporting the policies of the school, as laid out in the Staff Handbook. Educating the children with care and consideration, whilst expecting a high standard of discipline and behaviour.

· Being responsible on a day-to day basis to the Headteacher and ultimately to the Board of Trustees.


	Person Specification

Qualities and Knowledge
Essential

· Experience across primary education phase.

Desirable
· A strategic awareness of the links between the academic, marketing and business functions of the school. 
· Knowledge of early years marketing.
· Excellent communication skills and a willingness to promote the school externally as well as inspiring confidence and collaboration within the school community.

· An ability to lead by example being visible and approachable, whilst displaying integrity, creativity, resilience and clarity.

· An interest in developing and maintaining positive relationships and attitudes towards all members of the School – pupils, staff, parents, Trustees and the wider community as required.
· A commitment to the highest standards of pastoral care.

· An open minded approach to new ideas, personal warmth and a sense of humour.

· Good organisational skills, and a clear understanding of setting and managing budgets.
Qualifications and Experience

· Qualified Teacher Status.




The Application Process

The post of Head of Lower School is for September 2017.  The post attracts a competitive salary.  

Application should include a letter addressed to Dr Mark Whalley, Headmaster, Rookwood School, Weyhill Road, Andover, SP10 3AL. Your letter should be a maximum of two sides of A4 and may be submitted electronically or by post.  It must be accompanied by a completed Application Form including details of at least two referees, and a completed Equal Opportunity Monitoring form.  Please note that while you are welcome to submit a CV in addition to the Application Form, we cannot accept any application which does not include the Application Form completed in full.

Deadline for applications is 21 March 2017.  Applications should be sent in confidence via email to Mrs Sophie Tetley, HR Advisor at stetley@rookwoodschool.org. Or by Post to Mrs Sophie Tetley, HR Advisor, Rookwood School, Weyhill Road, Andover, SP10 3AL.

Rookwood is committed to safeguarding and promoting the welfare of children and references and DBS checks are essential.
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