
  

 

 

 

PREP SCHOOL DEPUTY HEAD  
 

 

Job Description 
 

The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff 
and volunteers to share this commitment. 
 

 
Summary of 
the role 
 

 
Job Title:   Prep School Deputy Head  

Location:   Bedford Prep School, De Parys Avenue, Bedford  

Department: Prep School  

Reporting Line: Prep School Headmaster  

Hours: Full-time  

Salary: School’s own salary scale 

Job Purpose: The Deputy Head reports to the Headmaster and is 
responsible for ensuring that the school runs highly efficiently 
and effectively in all areas.  The Deputy Head is a member of 
the whole school Core Management Team (CMT) and a 
leading member of the Prep School Senior Leadership Team 
(SLT), which entails involvement in the strategic planning of 
the Prep School. 

Line 
management 
responsibility 
for 

Teaching and Support Staff in the Prep School 
 

  

 
Main duties and  
responsibilities 

This job description does not form part of the contract of employment and may be varied in 
accordance with the demands of the appointment.   

The main duties and responsibilities of the Prep School Deputy Head are as follows (this list is 
not exhaustive): 

• Lead the SLT in ensuring that all areas of school function efficiently and effectively 
• Advise the Headmaster and Governors on strategy and development 
• Deputise for the Headmaster  
• Lead and Manage the Prep School staff  
• Run the staff appraisal system (Professional Development Review) and monitoring and 

quality assurance programme 
• Maintain cover provision and oversee staff absences 
• Manage Prep School trips and visits (as EVC) 
• Oversee the creation of the Prep School timetable  
• Alongside the Director of Studies, manage staff CPD and the meeting and training 

calendar  



  

 

• Investigate and resolve complaints as required by the Headmaster 
• Oversee arrangements for class setting throughout the Prep School, in tandem with the 

Director of Studies and the Headmaster 
• Manage the Prep School budgets and budget holders 
• Ensure the Prep School policies are up to date 
• Ensure that Prep School digital learning is outstanding 
• Take a lead on preparing the school for ISI inspection  
• Liaise with the Bursary and other SLT colleagues to ensure proactive oversight of estate 

development 
• Represent the Prep School on the Health and Safety Committee 
• Act as Fire Officer for the Prep School 
• Work closely with the Prep School Admin Team to ensure oversight of School routines 

and the requirements for pupil record keeping, registration and attendance 
• Work closely with the CMT in the Upper School on whole school strategic focusses 

and with equivalent roles in partner schools in order to ensure smooth transitions 
• Support colleagues in maintaining a purposeful learning environment in the classroom 

 
 

In addition, the Deputy Head will also provide support in the following areas: 

• Assist the Headmaster with the appointment of new staff 
• Assist the Headmaster with pupil admissions  
• Supporting the Assistant Head Pastoral with behaviour, discipline and safeguarding  
• Maintain a high profile at meetings, concerts, plays, presentations, parents’ evenings and 

other major School events 
• In conjunction with the Headmaster and the Assistant Heads, initiate and manage the 

staff INSET programme 
• Play a full part in the assembly programme 
• Take part in the duties rota and support the co-curricular programme 
• Play a full part in the marketing of the Prep School 
• Oversee initiatives, in consultation with the Headmaster, which enhance the quality of 

care and education of the boys 
• Support the running of the boarding house 
• Uphold the school values at all times 
• Play an active part in the strategic development of the Prep School 
• Ensure that equality, diversity and inclusion are promoted in all aspects of Prep School 

life 
• Assist the Headmaster where necessary in ensuring that Bedford Prep School delivers 

an outstanding education 
 
In addition, the job holder will be expected to carry out any other duties commensurate with the 
post as may be reasonably required by the Prep School Headmaster. 
 
The job holder will be responsible for ensuring that their working knowledge and skill base is 
kept up-to-date, to ensure that they can support the Prep School appropriately. 
 

 

Review date:  The Deputy Head will undergo an annual appraisal during which the job description for the post will 
be reviewed.  In addition, it may be reviewed at other time should circumstances prove necessary. 

 

You may also be required to undertake such other comparable duties as the Trust requires from time to time.  



 

 

 
Person Specification – Prep School Deputy Head  

The Trust is committed to safeguarding and promoting the welfare of children and young people and expects 
all staff and volunteers to share this commitment. 
 

 

Essential 

These are qualities without which the 
Applicant could not be appointed 

Desirable 

These are extra qualities which can be 
used to choose between applicants 
who meet all of the essential criteria 

Method of  
assessment 

Qualifications Degree or equivalent qualification 
 
Evidence of continued career 
development 

 

 

Certificates and 
application form 

Experience Extensive experience in academic and/or 
pastoral management of staff and pupils 
 
Experience in the application of a 
broad range of ICT in education 
 
An understanding of budget management 
and 
financial planning 

Experience in the delivery of an 
effective performance management 
system 
 
Ability to lead on ICT provision for 
staff and pupils 
 
Awareness of how AI can support 
learning and teaching 
 
Management of academic change 
 

Application form 
and references 

Skills and 
Knowledge 

An inspirational classroom teacher with 
proven delivery of high quality outcomes 
 
An awareness of recent curricular 
developments nationally 
 
An up-to-date understanding of 
educational issues relating to 7-13 year 
olds 
 
An awareness of current best practice in 
education, including the use of ICT 
 
An understanding of and commitment to 
an independent school ethos 
 
An ability to approach complex tasks 
with a strategic, analytical and innovative 
mindset 
 
Effective communication skills in all 
contexts and forms 

Expertise in the processing and 
application of academic data 
 
Understanding of the impact of mobile 
learning on 21st Century education 
 
Understanding or interest in how AI 
can be used to support learning and 
teaching  

Application form, 
references and 
interview 
 

Personal 
competencies 
and qualities 

Capable organiser, planner and 
administrator 
 
Confident communicator with a passion 
for education 

 Application form, 
references and 
interview 
 



 

 

 
Resilient; personable; tactful 
 
Natural authority, leadership by 

example; personal integrity 
 
Energy; imagination; courage to innovate 

 


