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“It is an environment in which children thrive 

in a whirlwind of opportunity and excellence”   

– A Blackheath Parent  



   
 

  

  

  

Introduction  
Blackheath Prep School is an independent prep school for 

just over 350 boys and girls aged 3 to 11. Founded in 1996, 

it occupies a beautiful five-acre site close to Blackheath 
village and its original Georgian and Victorian buildings have 

been extended and adapted to include large playgrounds 

and extensive playing fields, tennis courts, cricket nets and a 
Forest School area.  

It is a remarkable school with outstanding facilities, a 

formidable track record in academic success and impressive 
achievements in Music, Sport, Drama and Art.   

The vision of Blackheath Preparatory School is to be a real 

beacon of excellence. This means providing an exceptional 

quality of education for every child. The ethos of the school 

is purposeful and supportive and the moral character of the 

children is developed well. The school’s aim is to provide an 

environment in which pupils can flourish, confident in the 
adults caring for them, through trust, respect, responsibility 

and consideration. Our overarching priority is the children’s 
happiness and wellbeing. 

Children go on to a range of independent and maintained 

secondary schools, with a large proportion (at least 50% of 

the cohort over the last five years) being awarded academic 

scholarships at schools such as Alleyn’s, Colfe's, Dulwich 

College, Eltham College, James Allen’s Girls’ School, 

Sevenoaks School and City of London Schools and/or places 
at top Grammar schools such as Newstead Wood and St 

Olave’s. A large number of children are also awarded 

scholarships in Art, Drama, Music and Sport. 

The school was inspected in June 2019 and both the quality 

of pupils academic and other achievements and the quality 
of pupils’ personal development were judged to be 

excellent. Our website will give you a flavour of the school, 

its beautiful grounds and its superb facilities.  

 

 

  

https://www.blackheathprepschool.com/
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The Role 
Blackheath Prep School is seeking to appoint a dynamic, enthusiastic and inspirational Deputy Head.  

This is a vital role within the School’s Senior Management Team. After the Head and the Bursar, the Deputy 
Head is the most senior role in the school. The Deputy Head deputises for the Head in his absence and in other 
capacities as required and is responsible for the day to day running of this dynamic school. They will be 
expected to play a full and active part in every aspect of school life. 

This is an exceptional opportunity for a highly motivated individual looking for the opportunity to lead, shape 
and influence the future direction of a vibrant prep school under the direction and support of a new Head.  

  

Blackheath Preparatory School,  Appointment of  Bursar   

  

  

  

  

  

  

  

  

  



   
 

Person Specification 
The successful candidate will possess a good honours degree from a respected university. They will have an 

excellent teaching record, in any academic discipline.  

The successful candidate will have experience of middle or senior management, whether academic, pastoral 

or administrative.  

Other valuable qualities include enthusiasm, understanding, organisational ability, a capacity to work hard 

and the ability to stay calm and good humoured under pressure. The successful candidate will have the ability 

to command respect amongst all segments of the community.  

A pleasure in the life of a thriving, busy school, and the ability to act as an approachable, sympathetic and 

principled role model will be likely to characterise the successful candidate. 

Most importantly, the Deputy Head must have a genuine interest in the evolving needs of young people and 

a strong commitment to children’s academic and personal development from Nursery to Year 6. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

Key Duties  
 AS A MEMBER OF THE SENIOR MANAGEMENT TEAM 
 
1. To take a full and active part in Senior Management Team meetings.  
2. To play a key role in the formulation, discussion and implementation of the School Development Plan. 
3. To play a key role in the strategic planning for the school and the implementation of the school’s vision. 
4. To take part in the appointment of teaching staff. 
5. To assist the Head in identifying staff needs and other matters that require attention.  
6. To share in the appraisal of Heads of Department and other staff as required with other members of 

the Senior Management Team.  
7. To observe teachers and provide feedback.  
8. To show prospective parents around the School as required.  
9. To maintain positive and supportive relationships with staff, parents and governors. 
10. To carry out teaching duties, as agreed with the Head, providing a model of excellence for colleagues.  
11. To attend all school events including those which may be held during evening hours, at weekends or in 

school holidays. 
12. To promote positive relationships with senior schools and the local community.  
13. To take whole school assemblies as required. 
14. To be the primary liaison for staff welfare and concerns; identifying needs, acting on them and 

bringing solutions and ideas to SMT. 

 

Areas of Responsibility 
1. To lead and take overall responsibility for day-to-day organisation and running of Blackheath Prep 

School. 
2. To ensure that procedures, routines and rules are properly understood and observed by pupils, 

parents and staff. 
3. To assist the Head in taking responsibility for the tidiness and good order of the premises.  
4. To assist the Head in ensuring that the behaviour, manners and appearance of pupils are as good as 

possible.  
5. To assist the Head in taking responsibility for staff welfare.  
6. To oversee the running of the appraisal system for teaching staff and to have overall responsibility for 

the induction of new members of staff to Blackheath Prep School.  
7. To take responsibility for the investigation of staff conduct matters reporting to the Head and HR 

Manager. 
8. To coordinate NQT and UQT induction tutoring for newly qualified teachers joining the staff. 
9. To coordinate the system of application and assessment for entry to Blackheath Prep in liaison with 

the Head, Head of Pre-Prep, Head of Nursery, Assistant Head Academic and Admissions Secretary.  
10. To oversee entrance testing and the selection processes throughout the school. 
11. To coordinate and oversee the secondary transfer process. 
12. To organise the practical arrangements for Parents’ Meetings. 
13. To work with the Head, Assistant Heads and Head of Pre-Prep to address the needs of staff 

development and training, and to support the organisation of the whole staff INSET programme.  
14. To organise and keep a record of cover arrangements for absent colleagues. 
15. To maintain an accurate record of staff absence that is accessible to the Head and the Head’s Executive 

Assistant. 
16. To be responsible for staff duty rotas. 
17. To organise and oversee arrangements for whole school events. 
18. To produce the annual staff commitment rota for all events. 
19. To organise and take overall responsibility for the school’s open morning. 
20. To be responsible for the organisation of assemblies, house meetings and form times. 
21. To have an overview of charity fund raising. 



   
 

22. To prepare the termly School Calendar, Homework Diary, Week and Fortnight Ahead and Dates and 
Deadlines. 

23. To coordinate and produce the Parents’ Handbook.  
24. To review and update the Staff Handbook as necessary.  
25. To take responsibility for the staff and school policy areas of the intranet, and to prompt members of 

the SMT, and others, when policies need to be updated.  
26. To be the School’s Compliance Officer for ISI inspections and to coordinate the programme for ISI 

inspections. 
27. To organise the programmes for teaching staff recruitment interviews.  
28. To liaise with other schools, the local community and charities to plan, organise and deliver a 

stimulating and exciting outreach and community engagement programme. 

 
AS A MEMBER OF THE TEACHING STAFF AT BLACKHEATH PREP SCHOOL 
 
Teaching and Learning 

 Promote an environment where children are inspired and excited to learn, and which fosters a spirit 
of enquiry. 

 Plan, prepare and deliver high quality, differentiated lessons that are pacey, stimulating and 
challenging in line with the School’s schemes of work. 

 Be an effective member of the department(s) in which you work, participating actively in meetings, 
cooperating with the Head of Department and other colleagues in the development of programmes 
of study, schemes of work, teaching resources, and methods of teaching and assessment. 

 
 

Assessment, Recording and Reporting 

 Provide or contribute to oral and written assessments and reports on the development, effort,  
progress and attainment of pupils 

 Mark work according to agreed guidelines.  

 Communicate and consult with parents both formally during parents’ evenings and informally, as 
required. 

 Make effective use of assessment information to promote and facilitate pupil progress and well-
being. 

 
 

Pastoral Care, Safeguarding and Well-being 
All members of staff have a responsibility and duty of care to safeguard and promote the welfare of pupils. 
Staff must be aware of the systems within the school which support safeguarding and must act in 
accordance with the school’s Safeguarding and Child Protection Policy and Staff Code of Conduct. Staff will 
receive appropriate child protection training which is regularly updated.  
 

 Provide a safe, secure and well-organised environment that encourages the development of 
children as independent learners and considerate members of the school community 

 Maintain good order and discipline among the pupils and have due regard for their health and safety 
both on the school premises and when engaged in authorised school activities elsewhere. 

 Act as a role model to pupils in all actions and behaviour 

 As a Form Tutor or Assistant Form Tutor and as a teacher, promote the general progress and well-
being of pupils and provide guidance and advice, making records and liaising with colleagues and 
parents, as appropriate. 

 
 
Supervision 

 Supervise and, so far as is practicable, teach any pupils who are assigned to you for cover 

 Participate in supervisory duties before and after school, during breaks and lunch-times as required. 



 

 
 
Professional Development and Appraisal 

 Review from time to time your own teaching methods and use of resources. 

 Have knowledge of and keep up to date with current pedagogy. 

 Actively participate in arrangements for your professional development as a teacher. 

 Actively participate in arrangements for the appraisal of your performance. 
 
 
Other professional responsibilities 

 Uphold and follow the Staff Code of Conduct 

 Operate at all times within all stated policies and practices of the school and annually review policy 
and procedure updates 

 Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, 
courteous relations with pupils, parents and colleagues 

 Maintain an attractive and stimulating classroom environment with displays of pupil work and 
learning resources and contribute to displays in the school as a whole.  

 Maintain positive working relationships with pupils, colleagues, parents and other members of the 
school community. 

 Actively contribute to the co-curricular life of the school through involvement in clubs, outreach 
activities and, as required, residential trips.  

 Attend staff meetings, assemblies, parent information evenings and house meetings as required. 

 Attend major events such as the Carol Service, evening concerts and performances, as required 

 Participate in Open Mornings and support with invigilation and marking of examinations  

 Undertake such other tasks as may reasonably be assigned by the Head from time to time. 
 

 
It is understood that areas of responsibility are from time to time subject to review and we retain the right 

to alter it in line with annual needs. 

All members of staff have a responsibility and duty of care to safeguard and promote the welfare of pupils. 
Staff must be aware of the systems within the school which support safeguarding and must act in accordance 
with the school’s Safeguarding and Child Protection Policy and Staff Code of Conduct. Staff will receive 
appropriate child protection training which is regularly updated. 
  



   
 

Terms of Appointment 
 The post is available from April 2021 on a permanent, full time basis 

 A competitive salary reflecting the seniority of the post and level of experience to date 

 Automatic enrolment into the Teachers’ Pension Scheme 

 Fee remission  

 A free staff lunch is provided during term time 

 

How to Apply 
Please send by email a completed application form with a covering letter to Nikki Baddick, Executive 
Assistant: recruitment@blackheathprepschool.com.   
 
Closing date for applications is 9am on Friday 6th November.   
 
First round interviews will be held on Friday 13th November. 
 
Final round interviews will be held on Friday 20th November and / or Monday 23rd November. 
 

 

The School is committed to safeguarding and promoting the welfare of children and expects all staff to 
share this commitment. The successful applicant will be subject to an enhanced DBS check. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

4 St Germans Place, Blackheath, London SE3 0NJ 
Tel: 020 8858 0692 

www.blackheathprepschool.com 
Company No. 672569 Registered Charity No. 312732 
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