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Job Description & Person Specification
Head of Prep

	
Job Description

Our whole group is committed to safeguarding and promoting the welfare of children and young adults and expects all staff and volunteers to share this commitment.


	
Post title:

Hours of work:

Responsible to:

Salary: 

Start Date: 

	
Head of Prep

Full Time, Permanent

Head Teacher

Based on experience 

September 2025

	
Main Responsibilities:
	
To provide professional and strategic leadership for the school in order to secure:
· its on-going success and future development,
· high quality, rigorous education for all its pupils,
· consistently outstanding standards of achievement
· a vision that drives the school into a bright future.

Strategic Leadership 
Work with the Head, SLT and staff to develop and implement the strategic vision for the School, with specific responsibility for its implementation within the Prep department. 
To ensure:
· pupils make significant progress towards excellent achievement
· increased teacher effectiveness
· increased pupil numbers within the Prep school through retention of current students (and excellent parental relationships) as well as through recruitment of external students.

Lead people and manage resources efficiently and effectively to meet the school's objectives and within the financial resources available.

The Head of Prep will: 
· Contribute to the formulation of policies and procedures 
· Lead the Prep school's commitment to equal opportunities and ensure that children are safe and that safeguarding procedures and processes are comprehensively implemented. 




Leading Teaching and Learning
· Create and maintain an environment to promote and secure outstanding teaching, effective learning, high standards of achievement, good behaviour, discipline and attendance to ensure that all staff and pupils are challenged and encouraged to achieve their full potential
· Develop a curriculum that maximises pupil potential and offers the highest quality of learning experience for all pupils enabling them to progress into the best further, higher education and training opportunities and prepares them to become effective members of the community
· Further maintain and develop effective links with the community and the Senior school in order to extend the curriculum and enhance teaching and learning
· Create and maintain an effective partnership with parents/ carers to support and improve students' achievements and personal development
· Determine and implement policies and promote mutual respect and tolerance of others, resolving any incidents swiftly and effectively
· Encourage positive strategies and programmes for student support and clear guidance on exclusions and disciplinary matters.

Managing the Prep School
· Ensure that the environment of the Prep school is maintained to a high standard so as to develop a sense of pride in the surroundings and as a part of School.
· Developing a culture of pupil and staff personal responsibility and accountability.
· Direct effective and creative marketing of the Prep school and review plans regularly so that they are responsive to changes in the marketplace, ensure that the school has a high profile locally and that pupil numbers increase over the next five years.
· Maintain effective relationships with parents to ensure the school continually meets their changing expectations and meets their needs, sustaining their commitment to the school.
· Select pupils for admission via a fair and effective admissions process.
· Implement effective human resources policies and procedures so that a team of high-quality staff are in place and up to date with national best practice. This will include effective recruitment selection and regular performance reviews, ensuring continuous professional development takes place and adherence to safeguarding requirements.

Strengthening Communication and Community

· Ensure that the School's ethos, values and aims are effectively communicated to pupils, prospective and current parents, staff, former pupils, and the wider community.
· Promote a culture that will take account of and actively support the diversity of the School's community.
· Collaborate with other organisations to ensure the intellectual, spiritual, social, moral, and medical wellbeing of pupils.
· Work with the local community to share expertise and maximise the use of resources for the benefit of the pupils. This will include curriculum enrichment activities and the promotion and development of a range of community-based learning experiences.

This list is not intended to be exhaustive, and you may be required to undertake other comparable duties for the child as School requires from time to time.


	
Professional Standards & Development

	
· To be a role model to pupils through personal presentation and professional conduct.
· To co-operate with the employer in all matters concerning Health and Safety and specifically to take reasonable care of their own Health & Safety, and that of any other persons who may be affected by their acts or omissions at work.
· To be familiar with and support all the School’s policies.
· To establish effective working relationships with professional colleagues and associate staff.
· To strive for personal and professional development through active involvement in the School’s appraisal system and performance management procedures.
· To liaise effectively with parent/carers and with other agencies with responsibility for pupils’ education and welfare.
· To be aware of the role of the Governing Body of the School and to support it in performing its duties.
· To be familiar with and implement the relevant requirements of the current SEN Code of Practice
To uphold the school’s core values.




	
Person Specification	

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Factor
	Essential
	Desirable
	Method of Assessment

	
Qualifications, Knowledge & Experience:
	
A well-qualified graduate with QTS or the equivalent gained through experience.
	Further subject-related qualifications.

Master’s degree or doctorate in relevant subject. 

PGCE or other suitable teaching qualification.

	
Applicant’s certificates

	
Experience:
	Proven experience as leader and of managing team members. To show initiative and imagination, to have vision and the ability to inspire others. 


Experience of dealing with young people aged 11+, preferably within an educational context.

Successful teaching experience with a track record of consistently enabling learners to achieve high standards. 

Substantial and successful 
experience of curriculum and/ or pastoral leadership and management. 

Some experience of strategic planning or of curriculum/evaluation.

	Experience in developing an effective curriculum and a timetable that maximises the utilisation of the resources available to achieve the best academic results. 

Experience in managing an ISI and/ or Ofsted inspection.

Experience of sitting on a Governing Body and/ or board of a company and some knowledge of the 
law associated with being a Trust. 

Experience in developing 
and overseeing marketing activities so that the candidate has an in depth understanding and appreciation of the principles and practices of marketing. 

An understanding of the independent education sector and the wider educational market within which it operates.
	CV

Interview

Professional references

	
Skills/Knowledge
	An ability to devise and implement a range of teaching strategies to promote learning and enjoyment of a subject.

An ability to carry out administrative tasks accurately and efficiently to meet tight deadlines.

Excellent interpersonal skills including the ability to relate well to people on all levels, to resolve conflicts in a sensitive manner, to encourage and motivate. 


First class organisational and administrative skills, with the ability to remain calm under pressure and work to tight deadlines, managing competing priorities. 

Strong analytical and problem-solving skills, combined with a proactive and positive approach to change management. Effective and energetic in instigating and implementing change. 

Able to see through complex strategies from concept to conclusion.

Able to maintain a high work rate and to juggle a range of tasks and issues at the same time. 

High level of classroom teaching skills. 

Excellent written and spoken English and the ability to articulate and communicate clearly. 

A high level of competency in numeracy to interpret statistical data and manage budgets.
	Awareness of equal opportunities issues and how they can be tackled through teaching and learning strategies and other SEN provision.
Proven financial ability with concern for detail and an understanding of financial management to oversee the school's budget planning and management. 

With expertise to read management accounts and annual statements.

Good IT skills and an ability to use ICT to good effect in the classroom.
	Application Form

Interview

Professional references


	
Personal competencies and qualities:
	
A genuine enthusiasm for your subject(s) and a desire to communicate this to students.

A commitment to overcoming barriers to learning.

An ability to inspire confidence.

A positive attitude to the use of authority and maintaining student discipline.

An ability to strike a good professional rapport with students, staff and parents.

Being a positive role model.

An interest in contributing to the extracurricular life of the school.
	
	Application Form

Interview

Professional references
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