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Deputy Head

Eaton House The Manor Preparatory School

The Eaton House Group of Schools is comprised of six individual schools spread across three different sites. All the schools are well known for their academic prowess and outstanding results across the board. Our understanding of all children and their different levels of development are addressed effectively with an emphasis on encouraging and fostering individual areas of talent as well as instilling confidence, self-worth and respect for others.
Eaton House The Manor Preparatory School (for boys aged 8 – 13) is a happy, hard-working and exciting place, providing its pupils with a thorough preparation for Common Entrance, Scholarship and future senior school life. With approximately 220 boys, the intimate nature of the School provides a supportive and warm environment in which the boys flourish. We aim to develop and nurture each pupil and encourage the boys to achieve their best in the academic, creative and sporting fields. Pupils are offered a broad, balanced curriculum and are helped to develop their independence within this framework. At the same time the pupils are encouraged to have good manners and respect for each other. These principles are key aspects of their life at school.
[bookmark: _GoBack]Eaton House The Manor is situated on Clapham Common and is housed in a beautiful Grade II listed building dating back to 1792. The school recently completed an extensive building project and facilities are of a very high standard.


Job Description

Eaton House The Manor Prep is a three-form entry school and has a selective entrance exam at 8+ with boys joining in Year 4 from our own pre-prep and other schools. Although entry is selective for both internal and external candidates, the majority of boys join us from our own pre-preparatory school. The boys are taught by a Class Teacher in Years 4 and Years 5 who deliver the majority of the curriculum to them, including English, maths, science, history and geography. For the final three years of the Prep School (Years 6 – 8) the boys have subject specialists for all subjects.
EATON HOUSE THE MANOR PREPARATORY SCHOOL


GENERAL

· Deputise for the Headmistress in her absence
· Contribute proactively to the strategic vision of the school
· Assist in the day to day running of school life

STAFF AND CURRICULUM

· Have an up-to-date knowledge of the requirements of Common Entrance, Scholarship, pre-tests and other entrance examinations
· Monitor and advise on teaching throughout the school including planning and curriculum development.
· Hold regular Heads of Department  meetings and liaise with staff about setting and classes 
· Organise staff and pupil timetables
· Monitor reporting, assessment and record keeping. Analyse assessment data to inform school-wide targets.
· Interview and select new staff in conjunction with the Headmistress and other members of
       the SMT
· Assist in the induction of new staff
· Appraise staff in conjunction with other members of the SMT 

PUPILS

· Monitor the progress of pupils in the school
· Be responsible for organising the assessment of new boys at  9+ 10+ and other occasional vacancies
· Assist the Headmistress with the 8+ and 11+ entrance examinations
· Assist with interview practice for senior school admissions
· Lead weekly assemblies 
· Teach a limited teaching timetable (to be agreed)
· Together with other members of the SMT, provide pastoral care and deal with disciplinary matters 

PARENTS

· Assist with weekly open house tours of the school 
· Assist with the organisation of all parent facing school events
· Organise Parents’ Evenings

ADMINISTRATIVE

· Monitor and order general educational stationery 
· Arrange cover





The Deputy will be required to carry out some administrative and supervisory work during the School holidays. However there will be a minimum holiday entitlement of two full weeks at Christmas, two full weeks at Easter and five full weeks in the summer.


Salary

The School has its own competitive salary which is reviewed annually.  The DfES Pension Scheme is available to all staff.

Safeguarding and Child Protection

Eaton House Schools are committed to safeguarding and promoting the welfare of children, and applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring check.

Applications

Please send by post or email a completed and signed application form and the Disqualification Self-Declaration form included in the application pack, along with any administrative enquiries, to hr@eatonhouseschools.com.

The post-holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the school’s Child Protection Policy Statement at all times. If in the course of carrying out the duties of the post the post-holder becomes aware of any actual or potential risks to the safety or welfare of children in the school s/he must report any concerns to the school’s child protection officer or to the Headteacher.
