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RICKMANSWORTH SCHOOL
DEPUTY HEAD KEY STAGE 4
JOB DESCRIPTION and PERSON SPECIFICATION

This person will work with the Key Stage 4 Director of Learning and tutors to ensure the academic progress of students is as high as possible. They will identify students who are underachieving and put systems / procedures in place to support them. They will provide support for students’ pastoral needs. 
They need to be prepared to work evenings with notice, for example Parents’ Evenings / Information Evenings and fulfil any additional duties as deemed appropriate by the Head Teacher. 

Main duties and responsibilities
Pastoral Care

· Oversee the pastoral care of Key Stage 4 students
· To uphold and implement school policies and procedures in regard to school ethos, behaviour, safety and conduct

· To develop the transition programme from Key Stage 3 to 4 in liaison with the Director of Learning
· Monitor punctuality and attendance and identify students causing concern, developing strategies to deal with them
· To work with the Designated Safeguarding Professional (DSP) and become a lead DSP specialist

· To support students during their studies
· Support students in becoming resilient and more independent
· Design intervention programmes to support students
· Deal with student concerns as they arise

· Deal with staff concerns as they arise

· Liaise and meet with parents where necessary

· Refer students to and meet with external agencies where appropriate
· Take assemblies with the Director of Learning

Academic
· Work with the Director of Learning to reward high achieving students
· Monitor and report on underachieving students

· Read through and comment on Reports
· Be present for GCSE results day
· Identify students who require intervention
Leading Tutors
· Prepare and give out tutor information

· Hold tutor meetings

· Arrange resources for rotating Life Long Learning lessons
Events
· Oversee, coordinate and support Key Stage 4 events
This job description allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out and no part of it may be so construed.

This job description is not necessarily a comprehensive description of the duties required but outlines the main responsibilities of the post. It will be reviewed annually and can be added to at the discretion of the Headteacher.

An enhanced DBS check will be required for this post.

The job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title. The successful candidate must have a commitment to safeguarding and promoting the welfare of children and young people. 


Person Specification: DEPUTY HEAD KEY STAGE 4
	Training and Qualification
	Essential
	Desirable

	Degree or equivalent
	
	(

	Professional qualification related to support of young people (e.g. counselling)
	
	(

	Experience
	
	

	Experience of working with students 11-18
	(
	

	Aptitudes
	
	

	Good organisational and time-management and skills
	(
	

	Good written and oral communication skills
	(
	

	Good IT skills and the willingness to learn school systems
	(
	

	Good communication skills and the ability to inspire children, staff and parents
	(
	

	Ability to form strong working relationships with students and staff
	(
	

	Ability to work in partnership with parents
	(
	

	Empathy with students who are facing difficulties
	(
	

	Willingness to mentor students and act as a counsellor and the desire to develop these skills further
	(
	

	Know how to monitor and assess students’ learning needs
	
	(

	Values
	
	

	The belief that every student can and will achieve their best
	(
	

	A motivation to work with young people
	(
	

	Act as a role model to students
	(
	

	Safeguarding and Welfare
	
	

	To place the safeguarding of children as the first priority 
	(
	

	The ability to maintain appropriate relationships with all members of the school community
	(
	

	The ability to manage student behaviour in a positive way
	(
	

	Work with a genuine commitment to equal opportunities
	(
	


RS JD Deputy Head Key Stage 4
All job descriptions are subject to development and change.  All staff must adhere to professional standards and maintain safeguarding practises to protect children and the reputation of the School.


