
 

 

 

 

 

 
JOB 

DESCRIPTION 
 

JOB TITLE: Deputy Head Academic  

LAST UPDATED: Sept 2021 

DIRECTLY RESPONSIBLE TO: Head 

DIRECTLY RESPONSIBLE FOR: Heads of Departments, Examinations Officer, Timetabler, Assistant 

Director of Studies, Advanced Skills Teacher(s) 

 

FREQUENT WORKING CONTACT WITH: Heads of Departments; other members of the School 

Leadership Team; Form Tutors; School Office team; SPS Deputy Head Academic; SPS Director of 

Teaching and Learning; SPS Director of Admissions. 

 
 

AIMS OF THE POST 
 

To lead and take overall responsibility for the academic life of SPJ 

To set high standards of academic aspiration, expectations and achievement 

To provide a curriculum for pupils that is exciting, innovative and dynamic, reflecting the unique nature 

of our pupils and our staff team. 

 
 

KEY TASKS OF A MEMBER OF THE SCHOOL LEADERSHIP TEAM 
 
1. To take a full and active part in School Leadership Team meetings.  

2. To play a key role in the strategic planning for the school and the implementation of the vision 
generated. 

3. To assist in the formulation, discussion and implementation of the School Development Plan.  

4. To take part in the appointment of teaching staff, as required 

5. To assist the Head in identifying staff needs and other issues in SPJ that require attention.  

6. To share in the appraisal of Heads of Department and other staff as required with other members of 
the Senior Management Team.  

7. To devise the observation schedule for the school and to observe Heads of Department and other 
members of staff teaching.  

8. To show prospective parents around the School, as required.  
 

 
 



SPECIFIC AREAS OF RESPONSIBILITY 
 

ACADEMIC LEADERSHP 
1. To lead the development and delivery of an inspirational, engaging and dynamic curriculum 

through a curriculum development plan. 

2. To be responsible for the implementation and review of the Curriculum Policy, Assessment 

Policy, Appraisal Policy, ECT and Staff Induction Policies and Learning Support Policy policies. 

3. To keep abreast of new educational initiatives and changes in educational policy, to advise the 

SLT of the same, and to ensure the curriculum development plan is updated accordingly. 

4. To set high standards of teaching, learning and assessment, including leading a system of ongoing 

and excellent INSET and CPD, and cross-curricular initiatives where appropriate. 

5. To establish, maintain and review an effective system of academic quality control. 

6. To ensure an innovative and effective system of reporting, and the collection and utilisation of 

data to support academic progress. 

7. To ensure that a coherent, comprehensive and effective system for intervention is in place for 

pupils who are performing below expectations. 

8. To ensure that the SPJ curriculum meets the requirements for transfer to SPS and dovetails with 

its provision. 

9. To deputise for the Head, as required. 

 

ACADEMIC MANAGEMENT 

1. To lead, support and monitor the work of Heads of Departments closely and professionally. 

2. To work with Heads of Departments in the formulation and review of subject development plans, 

in line with the SPJ curriculum development plan. 

3. To monitor the quality, content and updating of academic departmental areas of the school 
intranet and Parent Portal, and of departmental handbooks. 

4. To ensure each department has an effective and supportive system of intervention in place for 

pupils performing below expectations. 

5. To support Heads of Department in matters of staff discipline and capability.  

6. To run the Heads of Department meetings. 

7. To review the setting of and monitor the progress of academic budgets, including departmental 

budgets, in liaison with the Head. 

8. To be responsible for assessment, recording and reporting within SPJ, including grades, reports, 

parents’ evenings and school examinations; and to liaise with the Assistant Head on 

administrative arrangements and deadlines. 

9. To devise suitable methods and systems for monitoring, analysing and utilising the academic 

progress of individual pupils or groups of pupils. 

10. To coordinate the system of assessment for transfer to St Paul’s in liaison with the Deputy Head 

Academic (SPS) and the Director of Admissions.  

11. To maintain an overview of pupil transfer to other schools, in liaison with the Heads PA, Heads of 

Year, parents and admissions departments. 

12. To arrange and oversee a programme of quality control of teaching and learning, including lesson 

observations, classroom visits and a scheme for the review of pupils’ work. 

13. Establish and maintain a programme of CPD and training for staff, including appraisals. 
14. To liaise with SPS in the organisation of the new staff induction programme for all new staff 

15. To coordinate ECT and UQT induction tutoring for early career teachers joining the staff. 



16. To be involved with the admissions selection process at 7+/8+ and11+. 

17. To ensure all SEND requirements are met in accordance with the SEND policy, working in 

conjunction with the Head of Learning Support and the Examinations Officer. 

18. To direct the work of the timetable and the allocation of staff, and staffing teaching loads, each 

year. 

19. To liaise closely with the Deputy Head Academic and the Director of Teaching & Learning (SPS) 

and promote closer academic relations and integration with SPS.  

20. To oversee Digital strategy and the integration of IT into teaching and learning by leading the 

Digital Strategy Group. 

21. To work with the Director of Computing on the appropriate integration of ICT in the academic 

curriculum. 

22. To attend meetings of the Governors’ Education Committee, the ICT Committee, the SPJ/SPS 
Academic Liaison Group, the SPJ Teaching and Learning Committee and, when appropriate, the 
SPS Teaching & Learning Committee. 

23. To be responsible for the academic documentation needed for school inspections, working with 

the Assistant Head. 

24. To prompt members of the school leadership team, and others, when policies need to be updated 

and to liaise with the Compliance Officer and Director of Computing to ensure that the staff and 

school policy areas of the intranet are up to date.  

 

 

PROFESSIONAL DUTIES OF MEMBERS OF THE TEACHING STAFF AT ST PAUL’S JUNIORS 
 

1. To plan, prepare and deliver lessons that are stimulating and appropriate, inspiring children with 

enthusiasm for the subject and a love of learning. 

2. To teach the pupils assigned to you, according to their educational needs, and to set and mark 

work according to agreed guidelines and schemes of work. 

3. To assess, record and report on the development, progress and attainment of pupils. 

4. To promote the general progress and wellbeing of pupils and to provide guidance and advice, 

making records and liaising with colleagues and parents as appropriate. 

5. To maintain good order and discipline among the pupils and to have due regard for their health 

and safety both on the school premises and when engaged in authorized school activities 

elsewhere. 

6. To be an effective member of the department(s) in which you work, cooperating with the Head of 

Department and other colleagues in the development of programmes of study, schemes of work, 

teaching resources, and methods of teaching and assessment, as appropriate. 

7. To attend department meetings, staff meetings, assemblies, house meetings and other school 

meetings as required. 

8. To review from time to time your own teaching methods and use of resources. 

9. To participate in arrangements for the appraisal of your performance and that of other teachers. 

10. To participate in arrangements for your further training and professional development as a 
teacher. 

11. To communicate and consult with the parents of pupils and to attend parents’ meetings. 

12. To supervise and, so far as is practicable, to teach any pupils who are assigned to you by the 

teacher in charge of cover arrangements. 



13. To show a commitment to and be actively involved with the extra-curricular life of SPJ. 

14. To undertake such other tasks as may reasonably be assigned by the Head from time to time. 
 

All members of staff have a responsibility and duty of care to safeguard and promote the welfare of 

pupils. Staff must be aware of the systems within the school which support safeguarding and must act 

in accordance with the school’s Safeguarding & Child Protection Policy and Staff Code of Conduct. 

Staff will receive appropriate child protection training which is regularly updated. 


