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KEW COLLEGE
Deputy Head – Job Description

JOB DESCRIPTION 

Reporting to the Head, the Deputy Head will:

· Deputise for the Head as required. 
· Support the Head with the day-to-day running, effective management and organisation of the School. 
· Support the Head with the strategic planning and future development of the School.
· Assume a senior leadership role in the School and serve on the Senior Management Team where he/she will take an active role in policymaking and decision taking. 
· Be Designated Safeguarding Lead (DSL).


ACADEMIC

· Be responsible for ensuring the high standards of teaching and learning across the School.
· Alongside the Director of Studies, manage and develop the academic curriculum. 
· Line manage the Heads of Department. 
· Oversee systems for pupil target setting and tracking. 
· Maintain an overview of the provision for the Gifted and Talented pupils.
· Maintain an overview of the provision for those children receiving Learning Support.
· Alongside the Director of Studies, devise and construct the annual academic timetable.
· Assist the Head in providing INSET for staff. 
· Liaise with the Upper School teaching staff to ensure that pupils’ academic progress and development for the transition to secondary schools is appropriately managed.
· Ensure staffing is adequate and effective and organise cover for absent members of staff. 
· Support the Head of Pastoral Care in delivering effective pastoral care.
· Assist the Head in ensuring the Staff Handbook and all policies are up to date. 
· Take whole school assemblies and develop an interesting and rewarding programme of assemblies for the School.
· Lead the School Council and ensure that pupils’ views are represented in the decision-making processes in the School. 
· Assist the Head in preparation for inspections.


GENERAL

· Support the induction process for NQTs and lead the induction of new staff. 
· Maintain staff and pupil welfare and promote good relationships within the School.
· Oversee the organisation of in-school and after-school clubs.
· Contribute to the School’s extra-curricular activities.
· Play a leading role in the arrangements for all events at the school and attend key events as required by the Head.
· Oversee School trips, visits and workshops, ensuring an appropriate mix to support and enhance the curriculum.
· Lead and attend residential trips.  
· Be the main lead for Behaviour Policy and behaviour management in the School.
· Assist the Head with pupil recruitment, parental visits and Open Days. 
· Liaise with the Bursar to ensure compliance with the School’s Health and Safety Policies.
· Be a major point of contact for all teaching staff, supporting them where necessary. 
· Undertake any other key tasks, which the Head may reasonably assign.


This Job Description is not necessarily a comprehensive definition of the post. 
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