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JOB DESCRIPTION
Head of Pre-Prep
Principal requirements:

· To be responsible to the Headmaster for the day to day management, organisation, operation and administration of the Pre-Prep Department.
· To manage the EYFS to include Nursery and Reception.
· As part of the Senior Leadership Team (SLT), to assist the Headmaster in planning and implementing the School Development Plan.
· To maintain a high standard of professional conduct and commitment.

· To contribute to the overall life of the whole school.
· To take responsibility for the safeguarding, happiness and welfare of every pupil.
· To have academic ambition for every pupil. 

· To act as Designated Safeguarding Lead for Nursery and Pre-Prep children and as Assistant DSL for the whole school.
Academic:

· To provide an excellent foundation for pupils’ progress using standardised testing and data analysis to determine future learning focus.

· To provide a dynamic curriculum which challenges children in their learning. 

· To teach every class each week, displaying a high level of professional ability as an example to staff.

· To ensure the delivery and continuing development of a broad, balanced and stimulating curriculum in conjunction with St Hugh’s policies and schemes of work.

· To ensure that all planning documentation is thorough, accurate and up to date.
· To keep abreast of current educational thought to ensure that the pupils receive the best overall education.
· To identify children with particular educational needs and to make appropriate provision for them in conjunction with the Learning Support Department.
· To attend biweekly meetings of the Academic Leadership Team (ALT) and take an active part in developing the academic life of the whole school.
Pastoral:

· To provide a secure and stimulating environment in which pupils’ happiness, welfare and all round development is nurtured.

· To ensure that the Pre-Prep Values are embraced by children, staff and parents.  

· To ensure that positive communication is maintained with parents both formally and informally.  
· To attend Health & Safety and Compliance meetings and to take appropriate responsibility for the health and safety of pupils, visitors and work colleagues in accordance with the requirements of legislation.

· To support the House system through the reward system and House events.
· To attend biweekly meetings of the Pastoral Leadership Team (PLT) and take an active part in developing the pastoral life of the school.
Staff:

· To liaise between the Headmaster and Pre-Prep staff.

· To ensure that the teaching and learning within Pre-Prep is excellent, through formal appraisals, informal observations and the careful mentoring of new staff and NQTs.
· To lead and inspire the Pre-Prep Teachers and assistants, encouraging their continuing professional development.

· To liaise with other members of staff that work with Pre-Prep pupils and keep them abreast of the pupils’ needs. 
· To assist in the recruitment, appointment and induction of new staff. 

Management:
· To keep the Headmaster abreast of events in Pre-Prep.
· To meet weekly with Heads of Nursery, Middle School and Learning Support to ensure excellent communication and the smooth transition of pupils through the school.
· To co-ordinate the Pre-Prep academic and administrative timetables with Head of Curriculum & Assessment.

· To deploy teaching and non-teaching staff in an efficient manner.
· To organise appropriate cover within Pre-Prep in the event of illness, training and rescheduling.

· To ensure the efficient management of the annual budget for the department.

· To oversee the maintaining and updating of resources within the department.
· To coordinate the Pre-Prep events in conjunction with the whole school calendar.  
· To liaise with the Pre-Prep games and music specialists in the organisation of annual events.
· To coordinate educational outings and visits from speakers.
· To organise weekly diary and curriculum staff meetings.
· To prepare class lists.

· To coordinate Pre-Prep assemblies and prepare acts of worship that reflect the school’s Christian ethos.
· To produce a summary of key information for the St Hugh’s weekly newsletter.
· To maintain a positive relationship with Governors
· To liaise with the Bursary and Maintenance Team to ensure that Pre-Prep is supported appropriately.
· To undertake any other duties that the Headmaster may from time to time require.
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