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APPOINTMENT OF DEPUTY HEAD 

 

Required for:   September 2020  

Closing Date:   Wednesday 6th November 2019, 12pm 

Long List Interviews:  Tuesday 19th and Wednesday 20th November 2019 in central London 

Short-list interviews:  Tuesday 26th November 2019 at OBH 

 
 
 
General Information for Candidates 
 
Old Buckenham Hall was founded in 1862 by Ellen and Margaret Ringer. In the 157 years that have 

followed, the School has become known as one of the leading Pre-Preparatory and Preparatory 

schools in the country. A co-educational school for children aged three to 13, we serve a boarding and 

day community and send children on to some of the best public schools in the UK. Many of these 

pupils leave having achieved scholarships. Regular destinations include Eton, Harrow, Oundle, 

Uppingham and Rugby, as well schools in the Cambridge area and in East Anglia. The School firmly 

believes in a rounded education, where there is a strong emphasis on pastoral care and opportunity 

for all. We believe that happy children who are well taught are given an outstanding platform for 

future success. 

 

 



 

 

Context of the Appointment 
 
In September 2018, David Griffiths became the ninth Headmaster of Old Buckenham Hall.  His first 

appointment was the new post of Director of Finance and Operations in October 2018. The 

appointment of a Deputy Head will complete the Senior Management Team. With the election of 

Andrew McGregor as Chairman of Governors from August 2019, this is a new and exciting chapter in 

the School’s history. There has been considerable investment in the past 12 months, with more 

planned for this academic year.  

 

OBH was inspected by ISI in May 2018. We were rated as Excellent in both categories with inspectors 

noting: 

 

‘Pupils of all ages are energetic, enthusiastic, confident and happy learners.’ While the pupils were 

‘well prepared for the next stage of their education which they embrace with confidence and 

excitement.’ 

 

We are looking to appoint staff, who are committed in their approach to education as well as keen to 

explore and contribute fresh ideas. Most importantly, we seek colleagues, who are willing to throw 

themselves into the broader life of the School, but do so with enthusiasm and a sense of humour. In 

return, we offer a beautiful working environment within rural Suffolk, a competitive salary and 

benefits (including a generous fee remission and access to the TPS), and tremendous opportunities 

for professional development. Accommodation may be available for the right candidate.  

 
 
Person Specification 
 
The Deputy Head will demonstrate extensive knowledge of current thinking within Prep School 

Education so that they are able to contribute meaningfully to the School’s development. They will 

have not only energy and drive but also the ability to manage a range of academic, pastoral and 

organisational issues whilst keeping the Headmaster, SMT and Governors fully briefed.  

 

Although the final job description will be discussed with the successful candidate, the Deputy Head’s 

primary task will be to lead the School’s day-to-day organisation. This will require excellent 

communication skills, the capacity to forward plan and an appreciation of potential pinch-points 

within the School Calendar. The successful candidate will assume responsibility for organising and 
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overseeing the School’s systems for rewards and sanctions. Previous experience of managing these 

important aspects of school life will be essential in fulfilling this role. 

 

The successful candidate will be ambitious, both for their own professional development as well as for 

the School. They will have a positive outlook and relish the challenge of balancing multiple complex 

tasks in a sensitive, calm and efficient manner. First and foremost, they will be passionate about the 

children’s well-being and education. 

 
Outline of the role 
 
The role will include, but not be limited to, the following tasks: 
 

• Deputising for the Headmaster in his absence; 

• Leading the day-to-day running of the School and its activities;  

• Organising the School Calendar in liaison with the Headmaster and members of SMT; 

• Line-managing and mentoring the team of Tutors to ensure smooth operation of the School’s 

systems for pastoral support;  

• Supporting the Headmaster and Director of Studies in the line-management and mentoring of 

the team of academic staff to ensure that the School achieves and maintains the highest 

standards in teaching and learning; 

• Reviewing and implementing an effective rewards and sanctions system across the School; 

• Chairing a range of meetings in line with the agreed job description; 

• Leading and managing the Heads of House and developing the role of the Houses within the 

School; 

• Offering advice, support and encouragement to all staff, as required; 

• Acting as mentor for trainee teachers and newly qualified teachers, as required, and 

overseeing a Mentor Programme; 

• Contributing towards the induction of new members of staff; 

• Contributing towards the strong boarding ethos of the School and playing a role in leading and 

supporting the Boarding Team; 

• Maintaining oversight of the School’s co-curricular provision and activities; 

• Contributing proactively towards a high-quality safeguarding culture; 

• Contributing towards the activities of the SMT, including (but not exclusive of) appointing staff 

and contributing towards appraisals, the strategic direction of the School, updating and 

reviewing policies; and 
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• Teaching a reduced timetable. 

 
Wider School Life 
 
These are as follows: 

 
• To perform duties as allocated in the duty rota to include supervision before or after school 

hours and during the school day and weekends; 

• To contribute towards the School’s co-curricular programme; 

• To support the School by supporting co-curricular events such as Match Teas, performances 

and sports fixtures as reasonably requested; 

• To act with professionalism at all times, and be aware of supporting the reputation of the 

School; and 

• To support the School in its marketing when opportunities arise, such as engaging with visitors 

on Open Days or during prospective parent tours. 

 

Person Specification 

 Essential Desirable 

Qualifications • Educated to degree level 

• Qualified Teacher Status 

• Evidence of Continuous Professional 

Development 

• Masters-level qualification 

Experience • Experience of working with relevant 

age groups in a school environment 

for a minimum of five years 

• Experience of working within a 

boarding school environment 

• Experience of middle management 

within a school  

• Experience of working in a Prep 

School environment 

• Experience of teaching children to 

13+ CE and Scholarship 

• Experience of the EYFS and Pre-Prep 

• Experience of living within a school 

community 

Knowledge • Understanding of excellent 

pedagogical practice 

• Understanding of successful pastoral 

systems 

• Understanding of Safeguarding 

measures (including legislative 

requirements) 

• Understanding of the changing 

nature of boarding across the 

Independent Sector 

• Experience of developing rewards 

and sanctions processes 

• Familiarity with the senior schools in 

the locality and wider area 

• An understanding of school 

marketing 

• Experience of working with SEN 

pupils 

• Experience of timetabling and 

curriculum design 
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• Understanding of the holistic 

education of the Prep School 

environment 

• Understanding of the individual 

needs of children 

• Awareness of the challenges of the 

political and economic climate 

• Experience of using value added data 

such as CAT scores 

• An awareness of school transfer 

processes and the nature of the top 

public schools in the UK  

 

Skills • Ability to manage time effectively 

• Ability to inspire colleagues and 

children within the School 

• Good communication with all 

stakeholders (including staff, parents 

and outside agencies) 

• Sensitivity towards the needs of all 

members of the School community 

• Sound IT skills 

• Skill as a creative problem solver 

• Ability to adapt to changing 

circumstances  

• Ability to offer a subject to CE and 

Scholarship Level 

• The ability to offer more than one 

subject 

• Ability to coach a sport 

Personal 

Attributes 

• To be calm and reflective 

• To listen to the views of others and 

then to be able to be decisive when 

decision making 

• To possess effective people 

management skills 

• To support and contribute towards 

the School’s mission statement and 

aims 

• To be a critical friend to the 

Headmaster and Bursar 

• To be both consistent and principled 

in actions taken and relationships 

with all 

• To desire constant professional 

development 

• To possess a good sense of humour 

To desire or be open to future promotion 

to headship 

 

 

 

 

 

 

 

 

 

 
The Deputy Head will be line-managed by the Headmaster. 
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Applicants should write to the Headmaster, Mr David Griffiths, enclosing a letter of application and 

completed application form including the names and contact details of at least two referees (including 

the current or most recent employer). 

 

At Old Buckenham Hall we are committed to safeguarding children and expect all staff and 

volunteers to share this commitment. All successful applicants are required to complete Disclosure 

Application Forms, which means providing criminal conviction information, and must be prepared 

to undergo checks as relevant to the post, including with the Disclosure and Barring Service.  

 


