
 

 

Society of Heads, BSA 
300+ pupils aged 11-18 

Co-educational, boarding and day school 

Kingham Hill School is a small independent school with a distinctive Christian ethos, set in the heart 
of the glorious Cotswolds, and we now have the following vacancy: 

Deputy Head 
Required from September 2018 

 
The successful candidate will have responsibility for the day-to-day operational management at KHS. 

The role is a key post on the SMT, and would suit an inspirational educational leader with 
aspirations towards headship. In addition to management responsibilities, the Deputy Head would 
teach a reduced timetable, as well as having involvement in the extra-curricular life of the school.  

Achieving excellence for our pupils is at the heart of our vision for the future and if you are 
interested in helping us to set and maintain high standards, please visit our website for a job 

description and application form: www.kinghamhill.org.uk  

Closing date for applications:   Friday 26th January 2018 
1st round Interviews: w/c 29th January 2018    

Please send completed application forms with a covering letter and CV to: 
Julie McGiffen, HR Manager 

Kingham Hill School, Kingham, Chipping Norton 
OX7 6TH Tel: 01608 658999 

E-mail:  j.mcgiffen@kinghamhill.org  
Charity No. 1076618 

Kingham Hill School is committed to safeguarding and promoting the welfare of children. Applicants must be willing to undergo 
child protection screening appropriate to the post, including checks with past employers and the Disclosure & Barring Service. 

http://www.kinghamhill.org.uk/
mailto:j.mcgiffen@kinghamhill.org


 

Job Description 
 

Job Title:     Deputy Head 
 
Reports to:   Headmaster 
 
Location:              Kingham Hill School 
 
Date:                      September 2018 
 
___________________________________________________________________ 
(Note – regulation 7(2)a of the Employment Equality (Religion or Belief) Regulations 2003 applies. There 

is a Genuine Occupation Requirement (GOR) that the role be held by a Christian man or woman). 
 

1.  PURPOSE OF THE JOB:  To manage the day-to-day running of the School and to 

deputise for the Headmaster as required. 
 

2.   ORGANISATION CHART:  
 

 
 

 

3. PRINCIPAL ACCOUNTABILITIES: The duties and responsibilities of this post are 

numerous and varied and give the holder considerable scope for contributing to the 
development of a successful school.  The successful candidate will shape the job according 
to his or her own strengths and character, but the duties will include the following: 

Headmaster 

Bursar Deputy Head 
 

Senior Houseparent Head of Extra 
Curricular 

Chaplain 

Director of Sport 



 
a. To assume the full delegated authority of the Headmaster as required; 
b. Actively supporting the Christian ethos of the School, including occasional leading 

and preaching in Chapel; 
c. To assist in the appointments of staff; 
d. To oversee new teaching and pastoral staff induction and INSET, and to manage the 

appropriate CPD budget; 
e. To manage the smooth running of the daily routine, ensuring the dissemination of 

information and general welfare of staff and pupils, and ensuring that duties are 
effectively carried out, such as staff cover, duty rotas, and any changes to normal 
routine; 

f. To be a presence in School at key times; 
g. To manage Speech Day and other public occasions; 
h. To oversee the production of programmes for the beginning and end of terms, 

detailing timings and any other specific instructions; 
i. To oversee the School Calendar, chairing termly meetings, and adjudicating on 

requests for additions, liaising with those affected and keeping other members of 
the SMT informed when new events arise; 

j. To oversee the extra-curricular programme, including sport, ensuring as fair as 
possible a balance between colleagues and ensuring a good coverage of extra-
curricular activities; 

k. To have SMT oversight of off-site visits: checking plans/communications with 
parents/risk assessments; emergency contact and on call until trips return to School; 

l. To have SMT oversight of boarding, line-managing the Head of Boarding (Senior 
Houseparent); 

m. To have a significant day-to-day role in coordinating Marketing and Admissions 
including Open Days, liaison with feeder schools, and the admission and induction of 
new pupils into the pastoral and academic structures of KHS; 

n. To update the Staff Handbook annually, liaising with other colleagues as necessary; 
o. To be responsible for the management of inspections by ISI, Ofsted, NEASC, or other 

bodies as directed by the Headmaster;  
p. To be a member of SMT, and to chair OMT;  
q. To ensure that School Policies are maintained in a timely fashion, to best practice, 

statutory compliance and by practical experience; 
r. To teach on timetable according to subject specialism, up to 14 periods per week; 
s. To undertake any other duties as reasonably required the Headmaster. 

 
 

4. KNOWLEDGE EXPERIENCE, SKILLS AND PERSONAL ATTRIBUTES DESIRABLE 
IN THE SUCCESSFUL CANDIDATE:  

 

a. A practising Christian in sympathy with the evangelical ethos of the   Kingham Hill 
Trust;  

b. A graduate of a recognised university; 
c. A track record of management indicating an ability to handle different colleagues 

effectively, fairly, and firmly when required; 
d. Excellent teaching skills; 



 
 
e. Ability to manage the pastoral development of students;  
f.         Supportive of a coeducational, boarding and day environment; 
g. The ability to manage, train and encourage staff at all levels; 
h. The ability to control and manage budgets and manage resources (time, people, 

equipment and facilities) effectively; 
i.         A proven ability to think strategically, to embrace and promote change and to at 

times think ‘outside the box’; 
j.         Natural leadership skills, with a pro-active nature;  
k. Clear communication skills, with the confidence to chair meetings and openness to 

ideas and suggestions from others; 
l.         To be ICT literate. 

 
 

5.   REQUIREMENTS OF THE NOMINEE: 
 

a. The nominee is to be entitled to employment within the EU or can be, following a 
successful application; 

b. The nominee will be subject to an enhanced Disclosure & Barring check prior to their 
permanent employment being confirmed.  This is a statutory child protection 
requirement; 

c. The nominee will be required to provide original or certified copies of their 
professional qualifications and provide the details of one personal and two 
professional referees.   Acceptable references must be received before any offer of 
employment is confirmed; 

d. The nominee must offer the School a verifiable, detailed and unbroken history of 
education and employment; 

e. The nominee should be in good health and be willing to undergo a pre-employment 
medical examination by the School doctor if requested. 

 
 

6.   REMUNERATION PACKAGE: 
 

a. The post will attract a salary commensurate with the applicant’s experience and 
skills; 

b. The post holder if qualified to do so can join the Teachers’ Pension Scheme.  If they 
cannot join the Teachers’ Pension Scheme the School’s Contributory Pension 
Scheme is available to them; 

c. Holidays will always be taken during normal School holidays, although the post 
holder will be expected to work some days of the holiday as required in support of 
the position and in further training.   Additional payments will not be made for these 
days. 

 
 
 
 
 



 
 
 

7.   ALL STAFF ARE REQUIRED TO ACKNOWLEDGE: 
 

All Kingham Hill School employees have a responsibility towards the safeguarding of our pupils’ 
welfare regardless of their role at the School. 
 
The post holder’s responsibility will be to adhere to and ensure compliance with the School’s 
Safeguarding Policy, and other related policies, for promoting and safeguarding the welfare of 
children and young people. If, in the course of carrying out their duties, the post holder 
becomes aware of any actual or potential risks to the safety or welfare of children in the school, 
s/he must report any concerns to the school’s Designated Safeguarding Officer. 
 
 

Agreed Job Description 
 
 
___________________________ Job Holder (Signature) 
 
 
___________________________ For the School (Signature) 
 
 
___________________________ Date 
 


