
 
 

JOB DESCRIPTION FOR HEAD OF ENGLISH  
(with History or another specialist subject) 

Full Time 
Possibility of Residential Role 

 
 
RESPONSIBLE TO: The Director of Studies and the Head 
 
AIM OF POST 
 
To develop, lead and teach an exceptional and inspiring English (and other) curriculum, that equips S. 
Anselm's children with the highest standard of attainment in written and spoken English. To deliver a 
thorough and broad-based literary knowledge and appreciation, which imbues all children with a 
lifelong reading habit and love of literature and theatre. Also to develop the reputation of S. Anselm's as 
outstanding among UK Preparatory Schools, held in the highest regard by the senior schools our 
children progress to. 

 
KEY TASKS AND RESPONSIBILITIES 
 
This job description may be modified at a later date by the Head, with your agreement, to reflect or 
anticipate changes in the job, commensurate with the salary and job title. 
 
Caring for Children 
 

1. Be up to date with and wholly engaged with the issues and requirements for the safeguarding of 
all children at the school. 

2. Assist in providing for a caring and stimulating environment that is appropriate to individual 
children and enables them to work towards their full potential. 

3. Work closely with other staff to plan and deliver an appropriate environment to help the child 
develop. 

4. Establish and maintain positive relationships with children and their families in a way that values 
parental involvement. 

5. Help with the setting up and tidying up after sessions. 
6. Provide a service that respects the life experiences of the pupils and celebrates diversity in terms 

of language, culture, ability, race and religion. 
 
Duties of the Leadership Role 
 

1. To ensure that the Dept is run professionally. 
2. To ensure that staffing is deployed reasonably and intelligently, offering the pupils the best 

possible opportunities and combinations.  
3. To be responsible for the organisation, delivery and monitoring of the English curriculum in 

accordance with the aims of the School. 
4. To prepare students for CE and scholarship, contributing to the scholarship programme and 

maintain the high standards of S. Anselm’s 



5. Contribute to the marketing of the school through outreach and enrichment activities as well as 
communicating summaries of activities to the marketing team. 

6. To order and maintain appropriate stock levels of text books and stationery. 
7. To promote a love of the subject and especially to foster a love of literature and make the 

reading habit an important part of children’s lives. 
8. To organise trips and activities that promote English. 
9. To liaise with senior schools and their English depts. 
10. To liaise closely with the Pre-Prep and their teaching of English. 
11. To promote the art of the spoken word and public speaking. 
12. Ensure that assessment procedures and marking policies as outlined by the school are followed 

by the department.  
13. Take part in in-service training and review activities as required.  
14. Attend school meetings and lead departmental meetings as required.  
15. Ensure equal opportunities in curriculum provision regardless of gender, ability and culture.  

 
Duties as an English teacher  
 

1. To facilitate and encourage a learning experience which provides pupils with the opportunity to 
achieve their individual potential.  

2. To contribute to raising standards of pupil attainment. 
3. To organise events and excursions that support the English curriculum. 
4. To employ a range of teaching methods and apply them effectively, according to the maturity 

and ability of the pupils and the desired learning outcomes.  
5. To plan work in accordance with department schemes of work.  
6. To contribute to department schemes of work.  
7. To take account of pupils' prior levels of attainment and use them to set targets for future 

improvement including following class recommendations for pupils on the Learning Support 
Register. 

8. To set appropriate prep work tasks and set work for pupils absent from school when needed  
9. To maintain good discipline and take responsibility for initial disciplinary sanctions (in accordance 

with school’s policy).  
10. To set high expectations for pupils' behaviour by establishing a purposeful working atmosphere  
11. To set appropriate and demanding expectations for each pupil’s learning, motivation and 

presentation of work.  
12. To promote effective learning by pupils through the development of mature work habits and a 

range of learning skills and methods.  
13. To liaise with support teachers particularly the learning support team and the office staff.  
14. To be familiar with assessment and examination results of pupils and use these when planning 

lessons and work.  
15. To keep up to date with current developments in your subject area and attend relevant in-

service training both within and without the school.  
16. To make use of ICT and other technologies to promote achievement.  
17. To ensure that all lessons are well planned and that records of pupils' work are kept.  
18. To mark (in accordance with the school’s and, where appropriate, department policy), monitor 

and return work within a reasonable and agreed time span providing constructive oral and 
written feedback and clear targets for future learning as appropriate.  

19. To carry out assessment programmes (reports, grades) in accordance with school guidelines.  
20. To undertake basic First Aid and Fire Safety training.  
21. To read and apply the School’s Health and Safety Policy.  

 



 
Professional Duties and Expectations (applicable to all teaching roles)  
 

1. To support and promote the aims and ethos of the school.  
2. To treat all members of the community, colleagues (teaching and non-teaching) and pupils, with 

respect and consideration.  
3. To treat all pupils fairly, consistently and without prejudice.  
4. To carry out break and supervisory duties as designated.  
5. To promote the aims of the school when attending and participating in events such as 

assemblies, open mornings and sports, music and drama events.  
6. To take responsibility for own professional development and participate in training when 

provided.  
7. To reflect on own practice and contribute to the process of continuous improvement of the 

school e.g. participation in mutual observation process (within department and across the 
school).  

8. To contribute to the school's extra-curricular programme according to the needs of the school 
and own personal interests and expertise and/or participate similarly in the games programme.  

9. To read and adhere to all the school policies as outlined in the school handbook.  
10. To undertake all responsibilities as prescribed within school policies.  
11. To undertake professional duties as may be reasonably assigned.  
12. To be proactive and take responsibility for matters relating to health and safety and all other 

legislative requirements.  
13. To take on opportunities for additional roles and responsibilities.  
14. To attend school outings and take part in residential trips as needed.  

 
 
Duties as a Form Teacher  
 

1. To be the first point of contact for pupils and parents.  
2. To be responsible in the first instance for the general welfare of the pupils in that form.  
3. To be responsible for overseeing a pupil’s academic and social progress in school that year.  
4. To co-ordinate the form’s school reports and interim grades.  
5. To disseminate any information or correspondence as required.  
6. To help the form to develop a collective spirit of loyalty, trust and support.  
7. To prepare a form assembly when required. 

 
Other Duties and Responsibilities 
 

1. S. Anselm’s is a day and boarding school with a rich co-curriculum. All staff are expected to 
contribute to these wider aspects of the curriculum and school life. This usually compromises 
one evening duty per week and two 3-hour Sunday duties per year. 

2. Attend and complete training as required. e.g. First Aid 
3. Any other duties that may from time to time reasonably be assigned by the Head. 
4. Maintain confidentiality over School and pupil information. 

 
The Appointment  
 
All applicants must complete our standard application form. A statement of the personal qualities and 
experience that applicants believe is relevant to their suitability for the post and how they meet the 
person specification is required in the form.  



 
In addition to a candidate’s ability to perform the duties of the post, the interview process will also 
explore issues relating to safeguarding and promoting the welfare of children. Candidates for interview 
will have the opportunity to meet the members of staff and have a tour of the School.  
 
One referee should be the applicant’s current or most recent employer. Please note that references will 
not be accepted from relatives or from people writing solely in the capacity of friends. The School will 
seek references for short-listed candidates and may approach previous employers for information to 
verify particular experience or qualifications, before interview.  
 
Where an applicant is currently working with children, the current employer will be asked about 
disciplinary offences relating to children and whether the applicant has been the subject of any child 
protection concerns and if so, the outcome of any enquiry or disciplinary procedure. Where an applicant 
is not currently working with children but has done so in the past, that previous employer will be asked 
about those issues. The appointment will be subject to satisfactory outcome of a DBS enhanced 
disclosure.  
 
All candidates invited to interview must bring documents confirming any educational and professional 
qualifications referred to in their application form. Where originals or certified copies are not available 
for the successful candidate, written confirmation of the relevant qualifications must be obtained from 
the awarding body. Where the successful candidate has worked or been resident overseas in the past 
five years, the school will carry out such checks and confirmations as may be required in accordance 
with statutory guidelines. If relevant, the School will verify the right of foreign nationals to work in the 
UK.  
 
All candidates invited to interview must also bring with them: 
- A current driving license including a photograph or passport or full birth certificate  
- A utility bill or statement showing their name and home address 
- Where appropriate, any documentation evidencing a change of name  
 
Applications should be sent either by email (head@anselms.co.uk) or by post to: 
Head, S. Anselm’s School, Stanedge Road, Bakewell, Derbyshire DE45 1DP  
and to arrive no later than the date specified in the vacancy advert.  
 
Interviews will be held on Monday, 25th April 2022 
 
Frank Thompson, March 2022  
 
 
 
 
 
 


