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Godstowe 
 

Job Description 

 

Deputy Head - Pastoral 

 

 
The School is committed to safeguarding and promoting the welfare of children 

and young people and expects all staff and volunteers to share this commitment. 

 
 

 

Introduction 

 
The Deputy Head – Pastoral participates in all aspects of school leadership (both Prep and Pre-Prep) and plays a 
key role in maintaining and developing excellent pastoral care for all pupils at the School. The Deputy Head – 
Pastoral is a key contributor to developing the vision for the School and initiating and managing change and 
improvements to the School.  This is a high profile role around the school and requires attendance at all school 
functions and events. 

 

Management 

 
The Deputy Head – Pastoral reports directly to the Head and is a member of the Executive Leadership Team 
(ELT) of the School, comprising the Head, the Deputy Head – Academic, the Deputy Head – Pastoral and the 
Director of Finance and Operations.  The School’s wider Senior Leadership Team (SLT) further comprises the 
Heads of Lower and Upper School, Head of Pre-Prep, Head of Boarding and the Director of Learning & 
Teaching.   
 
 

Key Responsibilities: 

 
1.   Responsibilities as part of the ELT and SLT 

• Contribute to the formulation of vision and strategy, as well as the School’s development plan 

• Share with the Head and ELT in determining general school policy and ensuring its implementation 

• Assist the Head in managing the School and leading a variety of initiatives 

• Deputise for the Head in her absence 

• Oversee the arrangements for and attendance and active participation at key events such as Speech Day, 
Open Days, Parents Meetings 

• Take whole School assemblies as and when required 

• Lead daily staff briefings in liaison with the Head and the Deputy Head – Academic 

• Oversee and support the Heads of Lower and Upper School and Head of Pre-Prep in respect of 
pastoral matters 

• Member of Health & Safety Committee 

• Chair regular meetings between Heads of School and Boarding House staff 

• Manage and develop the School’s Medical Centre 
 

 
2.  Responsibilities towards the Pupils 

• Oversee the wellbeing and standards of behaviour and discipline amongst pupils, actively seeking to 
achieve continual improvement 

• Develop strategies and initiatives in the whole school effort to develop confident, happy and successful 
children 



New Job Descriptions\JD Deputy Head – Pastoral Dec 2021 

• Lead and guide the monitors, prefects and pupils who hold positions of responsibility 

• Issue girls’ badges and assign new pupils to School Houses 

• Appoint play watch monitors and liaise with the Bursar’s Office and Estates Team on playtime 
equipment 

• Support all form tutors and staff members in respect of any pastoral concerns raised 

• Liaise with parents in respect of more complex pastoral matters 

• Responsible for in school rewards and sanctions 

• Ensure that adequate pastoral records are kept 

• Chair Pupil Council Meetings and follow up on ideas and issues raised 

• Induction of new girls into Main School 

• Liaison with the SEN and EAL Department  

• Responsibility for the Godstowe Challenge and School Quiz 
 
 
3.  Responsibilities towards Staff Members 

• Contribute actively towards the recruitment of staff members in leadership, academic and pastoral roles  

• Responsible for the training and induction of new staff members 

• Lead and actively participate in the process of staff appraisals, including appraisal meetings with 
members of the teaching staff, lesson observations and preparation of documentation 

• Line Manager for the staff in the School Medical Centre 

• Lead the team of Gap Students at the School, responsible for their appointment, induction and line 
management 

• Mentor the ‘Early Career Teacher’ (ECT) candidates, liaising with the appropriate bodies to ensure 
targets are met and documentation is submitted 

• Develop and manage the schedule of key meetings and INSET training at the start and end of each term 

• Participate in and, where appropriate, lead investigations in respect of staff disciplinary, capability and 
grievance matters 

• Organise staff duty rotas 

• Organise staff leaving cards and presents and the Christmas and Summer staff parties 
 
 
4.  Administration and Compliance 

• Contribute substantially to preparing the School for its regular ISI and Boarding Inspections  

• Formulate, develop and update Policies as appropriate for the role of Deputy Head – Pastoral 

• Annual update of the Staff Handbook 

• Ensure that adequate pastoral care notes are kept 
 
 
5.  Designated Safeguarding Lead (if appointed in this capacity) – see separate Job Description 

• Principal lead in all safeguarding matters, supported by the DDSL 

• Ensure that all required training has been taken and is being taken 

• Regularly update the School’s Safeguarding Policy, ensuring compliance with current legislation 

• Investigate safeguarding matters and act in accordance with policy and best practice 

• Maintain the register of all safeguarding training undertaken by the School 
 
 
6.  Teaching – see separate Job  Description 

• Teaching 10/11 lessons per week 

 

 

Review 

 
The job description will be reviewed annually and may be subject to amendment after consultation. 
The above is not a comprehensive statement of procedures and tasks but sets out the main expectations of the 
school in relation to the post. 
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Child Protection 

 
All members of staff are responsible for the promoting and safeguarding the welfare of children.  All members 
of staff are required to participate in regular child protection training and to follow the child protection policy at 
all times.  Any child protection issues must be referred to the designated person for child protection and/or the 
Headmistress. 
 

 
 
 
December 2021 


