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ST MARY’S SCHOOL GERRARDS CROSS

DIRECTOR OF STUDIES (PREPARATORY DEPARTMENT)
JOB DESCRIPTION
The Director of Studies (Preparatory Department) will be appointed by the Head in consultation with the Governors.  The role is to assist in the overall management of the Preparatory Department as part of the Preparatory Department Management Team with special responsibility for supporting the Head in monitoring the quality of teaching and learning in the Preparatory Department. The successful candidate will also be responsible for co-ordinating the professional review process within the department.  The Director of Studies will be a Class Teacher with an appropriately reduced teaching timetable.

General Requirements

· To be committed to the aims of the School; to seek to ensure that each girl achieves her potential within an academic and caring environment.

· To promote the welfare of the girls.

· To support, help and advise the Headmistress and the Head of the Preparatory Department 
· To work closely with the Head of the Preparatory Department.

· To provide leadership for the staff with a sensitive awareness of their needs and to promote an open and consultative style of management.

· Taking assemblies as required.

· Raising the profile of the school through attendance at community and other events involving parents

· Assisting in the appointment of new staff
· Encouraging good behaviour and dealing with breaches in accordance with the School’s Discipline Policy

· Promoting self discipline among pupils and a proper regard for authority
· To be actively and pro-actively involved in the marketing of the school.

The Director of Studies will undertake the following specific responsibilities:

Teaching and Learning
· With the Head of the Preparatory Department advising on the curriculum and keeping abreast of curriculum development nationally and within the independent sector.

· Overseeing and further developing independent personalised learning within the School
· Making presentations, as required, to staff, Governors and parents about educational developments.  

· Staying abreast of new teaching initiatives nationally and in the independent sector.
· Working closely with the Head of the Preparatory Department to ensure the delivery of a rigorous 21st Century curriculum
· Working with the Headmistress and the Head of the Preparatory Department to identify appropriate INSET opportunities for all staff

· Responsibility for NQT registration and supervision if appropriate.  

· Responsibility for monitoring of the performance of teachers new to the school
· Being fully involved in the School’s academic transition initiative.
· Along with the Head of the Preparatory Department, ensuring the production of high quality school reports
· Further developing the tracking system in the Preparatory Department
· Identifying and developing procedures which will enable the school to monitor the value added component of assessment of pupils in the Preparatory Department
· Constructing the Preparatory Department timetable and curriculum maps in close consultation with the Headmistress and Head of the Preparatory Department.
Departmental Improvement Plan

· Working closely with the Head of the Preparatory Department in the production and presentation of the Plan. Implementation, review and evaluation of the Plan.

· Liaising closely with all budget holders and interested stakeholders regarding their contribution to and implementation of the Plan.

Co-ordination of Professional Development
· Co-ordinating, developing and reviewing the Professional Development process in order to retain effectiveness and to ensure training needs are met as far as practicable.

Communication

a) To contribute to effective communication within the school.
b) Communicating essential information about pupils to staff
c) Communication with staff, pupils and parents as necessary

Health and Safety

 Along with all staff, to ensure the effective implementation of the School’s Health and Safety Policy and to take all possible steps to ensure the safety of pupils whilst in the care of the School.

The Director of Studies will also undertake from time to time any other professional duties as may be reasonably required by the Headmistress and the Head of the Preparatory Department.
February 2018
