
 

 
Est 1614 

 
 

Independent IAPS Co-educational Day, Flexi and Boarding School (3 - 13) 

 

Deputy Head Pastoral  

 

Safeguarding the welfare of children is of the highest priority to The Elms School. Every employee of the School has 

a responsibility to: 

 Protect Children from abuse; 

 Be aware of the school’s safeguarding procedures; 

 Know how to access and implement the required procedures; 

 Keep a sufficient record of any significant complaint, conversation or event; 

 Report any matters of concern to the Designated Safeguarding Lead; 

 Attend annual in-service training provided by the school. 
 

General 

The School is a vibrant, demanding and supportive community which encourages pupils and staff to be 

involved in a broad a range of activities and interests.  Art, Drama and Music are especially strong, and the 

School has an excellent reputation for Sport.  The sense of community and the knowledge of each child as 

an individual is at the heart of the school.  The Elms School is a vibrant and happy community with a great 

sense of purpose and collegiality. The aim of the school is to embrace childhood whilst giving every child a 

sense of adventure and willingness to try new things and be the best they can be, helping them to achieve 

the standard they need to gain entry into a carefully selected senior school. 

Responsible to: The Headmaster  

Purpose: 

To assist the Headmaster in the provision of professional leadership for the whole school as an integral member 
of the Senior Leadership Team. To help ensure the smooth operational running of the school and have a pastoral 
remit across the whole school. To have high expectations for all children and staff, as well as excellent 
organisational and inter-personal skills. 
 

 

 



Specific Remit: 

 To help organise general day to day running and organisation of school day/week/year (i.e. pastoral, co-
curricular etc)) and maintain the school calendar. 

 To maintain close links with parents. 

 Along with the Deputy Head Academic, to deputise for the Headmaster in the event of absence and support 
in every reasonable way. 

 Arrange cover for absent staff (when Deputy Head Academic is unavailable) 

 Update and monitor relevant handbooks and policies.  

 Undertake staff appraisals along with other members of SLT. 

 Arrange Gappy timetable and oversee their induction and their contribution in school. 

 Represent the view of the staff to the Head. 

 Maintain a regular and frequent presence around the school each week and at school events. 

 Contribute to the construction and on-going management of the school calendar, on-site visits and games 
programme, trips and outings programme with the Head of Sport/Music/Drama etc. 

 Provide input into the recruitment of staff and pupils to the school. 

 Attend weekly SLT meeting (including those before the start of each term, after each term and those after 
school when required). 

 To cover for absent colleagues when necessary. 

 To draw up prefect duty rota and House jobs rotas and be a member of a House Staff team. 

 Contribute to the strategic direction of the school 

 Investigate complaints against staff and provide the Headmaster with a balanced and professional overview 
of the situation. 

 Play a significant role in leading the safeguarding at the school.  

 Line manage the Boarding staff. 

 Keep records of and dealing with discipline issues within the school, passing issues on to the Headmaster at 
an agreed threshold. 

 To communicate with the Headmaster on a daily basis. 
 

Whole school aims: 

 

 To set the 'tone' and promote and maintain the school's ethos and values through the pastoral care and 
discipline within the school. Teach the value of integrity, morality and concern for others. 

 Assist the Head and work together within the SLT to formulate/maintain the aims of the school and manage 
the staff and resources to achieve these aims. 

 Lead, manage, support and encourage all staff to provide a positive culture and have high expectations both 
within the pupil and staff body (and lead by example). 

 Promote the welfare of the school, its staff and pupils at all times 

 Shared oversight of ISI preparation process with other SLT members, supporting the Assistant Head 
Academic/ Compliance in this. 

 To be aware of and implement school’s policy on Healthy and Safety, both when pupils are in school and 
when they are engaged in school activities. 

 

Academic: 

 Teach up to a 0.5 timetable. 

 Foster interest in and enthusiasm in his/her subject(s) amongst the pupils. 

 Support the Deputy Head Academic with behavioural and academic issues. 

 To participate in the school’s assessment, record-keeping and reporting system (both written and oral) 

 To attend parents’ evenings. 
 

 



Pastoral 

 Maintain counter bullying log and ensure a pro-active counter bullying policy is being used, educating 

pupils about bullying and how to deal with it. 

 Develop pupils’ self-confidence and independence so that they are well equipped to play an active role 
in society. 

 Create an atmosphere of happiness and warmth in which children are motivated to work and play to the 
best of their abilities. 
 

       General 
 

 Take games/matches/clubs. 

 Organise the Booth (staff) Room.  

 To be Involved in the organisation of school trips. 

 Liaise with grounds/gardens/catering/maintenance staff when necessary. 
 

 


