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1. In liaison with the Senior Deputy Head, the DoS has responsibility for the School's academic curriculum, its administration, timetabling and direction, together with the professional development of teaching staff and the promotion of learning.

1. The DoS makes a significant contribution to the life and tone of the school.  He/she will be expected to teach a reduced time-table and to contribute in other areas of school life.

1. The DoS is expected to show loyalty to the Headmaster supporting his initiatives and actions in public, but being prepared to discuss ideas critically in private.

1. The DoS has an important role in the Senior Management Team.  He/she must ensure that the academic purpose of the school is promoted and must at all times encourage the all-round academic achievement of every pupil.  He/she will play a major role in the recruitment and selection of academic staff.

1. The DoS must be available to communicate with parents, governors, feeder/senior schools and other groups or individuals on academic matters.

1. The DoS will work closely alongside the Headmaster and other members of the Senior Management Team in the formulation of school policy, the advancement of the school’s development plan, and the day-to-day running of the school. 

Applications are encouraged from dedicated teachers, with sound administration skills, who may or may not currently hold a senior management position.

We have flexibility within the management structure of the school to tailor this post to suit the right candidate, for whom accommodation may be available as part of the package.

Responsibilities will be drawn from the following list (others being taken by the Senior Deputy Head and others as appropriate):

Staffing, Curriculum and Timetable
1. helping with the recruitment and induction of new staff;
1. designing the school timetable each year and deploying academic staff appropriately;
1. assisting in determining staff workloads;
1. forecasting staffing needs for the following year;
1. supporting PGCE trainees and NQTs;
1. encouraging high teaching standards and acting as a role model and inspiration to colleagues in and out of the classroom;
1. overseeing the placement, progress and promotion of individual children through the school;
· providing oversight of the Pre-Prep, ensuring efficient liaison with the wider Prep School;
· ensuring that staff absence & loss of pupil lessons are not unreasonable, and challenge excesses;
· planning, organising and preparing INSET days at the beginning of each term in liaison with the Deputy Head;
· notifying staff of training opportunities available, researching opportunities in response to staff training needs and requests, and encouraging all staff to develop professionally through training;
1. overseeing the development and implementation of schemes of work and policy documents, especially the Curriculum Policy; 
1. developing and updating the academic section of the School Development Plan;
1. keeping abreast of developments in the national inspection regime and disseminating relevant news and updates from ISI;
1. keeping aware of curriculum developments and taking opportunities to learn from other schools through formal and informal contacts, conferences and the like;

Liaison with Academic Departments
1. chairing the Academic Management Committee and reporting back to the Headmaster; 
1. liaising with the Heads of Lower and Middle School;
1. liaising with the Learning Support Co-ordinator to ensure the needs of all children with learning difficulties are being met;  
1. liaising with the Head of EAL to ensure the needs of all children for whom English is a second language are being met;  
1. leading and supporting Heads of Department, particularly in developing high standards within each subject area;
1. assisting with the appraisal programme;
1. co-ordinating school prizes and planning termly and annual prize-giving ceremonies.

Annual National Conference for Directors of Studies in British Prep Schools
· inviting speakers to this prestigious annual event held in early October
· marketing the conference to delegates
· hosting the conference
Liaison with Governors
· reporting to the governors, termly, on the academic life of the school
· assisting with the preparation of the agenda for the biannual Governors’ Education Committee meetings, and acting as secretary for the committee.

Exams, Scholarships and Senior School Transition
1. maintaining contact with Directors of Studies and Admissions Depts. in senior independent schools;
1. co-ordinating the list of pupils’ destination schools in liaison with the Headmaster, parents and colleagues;
1. advising parents about senior school entry procedures and scholarships;
1. overseeing the selection and proper preparation of academic scholarship candidates;
1. organisation of all external and internal examinations – 
1. scholarships
1. Common Entrance
1. pre-tests
1. interview preparation
1. internal cognitive testing
1. school exams
 liaising with Art, Music, DT, ICT, Sport and Drama over scholarship examinations and applications;
· overseeing references and leavers’ reports for senior schools;
· overseeing the work of the Reporting and Assessment Co-ordinator;
· maintaining the online accounts for Bofa pre-test practice and GL cognitive testing.

Committee Memberships
· Senior Management Team
· Chair, Academic Management Committee
· Chair, Heads of Department 
· Secretary, Governors’ Education Committee
· IT Strategy Committee
· Calendar Committee


    


