
Deputy Head, Director of the Co-curriculum 

Full-time, permanent  

Required from September 2018 

The School seeks to appoint a Deputy Head Director of the Co-curriculum to take up post in September 2018. 

The post involves responsibility for many aspects of the day-to-day running of the School and is an exciting 

opportunity for the successful candidate to lead and develop a thriving co-curriculum, and to develop the 

threads of service to others and social awareness which are so important to our community.  The successful 

candidate will be a teacher of exceptional intellectual quality, vision and energy, who will play a major role in 

the School’s development. 

The School  

St Paul’s Girls’ School is one of the country’s leading independent secondary day schools for girls aged 11-18 

and is a lively academic community with excellent facilities for all subjects. There are approximately 740 pupils 

with a thriving sixth form. Entry to the school is by competitive exam held in January and there is heavy 

demand for each place. Public exam results are consistently outstanding and about half of all students every 

year move on to Oxford and Cambridge. Increasing numbers also go on to higher education at Ivy League 

colleges in the United States. Aspirations and achievements in many areas go well beyond what one would 

normally expect from a school, making St Paul’s a very exciting and stimulating place in which to work.  

Full details of the school, including our curriculum and public exam results, are available on our website at 

http://www.spgs.org  

Co-Curriculum 

St Paul’s, like many other independent schools, runs an ambitious programme of sport, music, drama, service 

learning, societies, trips and visits.  Sport has become highly successful, catering for those who take part as a 

source of enjoyment and fitness all the way through to international level athletes.   The opening of a new 

pavilion at our sports field has added significantly to our facilities and to the sporting programme on offer.  The 

quality of drama and music is superb with exceptional performance spaces and a reputation for excellence that 

is well deserved.  Gustav Holst was our first Director of Music.  He composed the Brook Green and St Paul’s 

Suites for the girls and wrote the Planets while he was in residence.  He was succeeded by Herbert Howells 

and by John Gardner.  Gardner wrote many pieces at St Paul’s including “Tomorrow Shall be My Dancing Day” 

and “The Holly and the Ivy”.  We have a composer in residence. 

All pupils are encouraged to take part in the wider co-curriculum.  This means that the successful timetabling 

and planning of the co-curriculum, clubs and societies, is paramount.  We are looking for someone with 

strategic vision, an eye for detail, excellent communication skills and an ability to work harmoniously with staff. 

He or she will be responsible for the communication and implementation of co-curricular policies and 

procedures, for monitoring the impact and success of co-curricular activities as part of the broader education 

the School offers. 

http://www.spgs.org/


General 

The Deputy Head Director of the Co-Curriculum line manages the Directors and Heads of co-curricular 

activities, clubs and societies.  He or she has overall responsibility for the charity committee and for our 

programme of service learning.  He or she has responsibility for the School calendar, trips and visits and line 

manages our educational links overseas.   

The Deputy Head Director of the Co-curriculum is a key member of the management team.  This comprises 

the High Mistress, the Directors of Operations and Resources, and the Deputy Heads Directors of Academic, 

Pastoral, the Co-curriculum, and People and Diversity.  The Assistant Heads join the team when relevant 

topics are under discussion. 

Key Management Objectives: 

 Maintain a broad, enriching and high achieving co-curriculum

 Expand opportunities for student leadership and teamwork

 Develop service learning as a central experience for all pupils

 Build our charity work in the School

 Build our relations with overseas partners

 Ensure a rich and varied range of trips and visits to underpin the curriculum and to broaden education

beyond the classroom, with opportunities for everyone to engage

 Build our reputation for excellence in the performing arts within the School and in the wider

community

 Take forward the sports programme to ensure enriching opportunities for all pupils

The Deputy Head Director of the Co-curriculum is responsible for: 

 Line-managing the co-curriculum, including co-curricular sport, drama and music

 Overseeing the development plans for all aspects of the co-curriculum, including staffing, budgets and

facilities, keeping the High Mistress informed

 Chairing the Calendar Committee

 Ensuring an effective, balanced and detailed calendar with clear communication between all areas of

the School

 Liaising with the Development Office about dates for fund raising activities

 Ensuring that space and opportunity is provided for the co-curriculum, in all its aspects, to thrive

 Staffing all aspects of the co-curriculum, service learning and, with, the Assistant Head of Partnerships,

our partnership work in the local community, ensuring equity across staff

 Working with the Deputy Head Director of People and Diversity to provide training for staff and

students as required

 Monitoring staff performance

 Monitoring and maintaining a balance in student participation in the co-curriculum

 Monitoring clubs and societies and encouraging attendance

 Monitoring the involvement of girls in activities outside school so that they are not over-burdened but

are appropriately engaged

 Overseeing the EVC (Educational Visits Co-ordinator) with responsibility for all exchanges, residential

visits and day trips, including their coordination, staffing and risk assessments

 Ensuring that policies are up-to-date and that the School is compliant in risk assessments, health and

safety practices and safeguarding with relation to the co-curriculum and service learning.

 Communicating the development of all of the above to staff, parents, Governors, students and the

wider community as necessary

 Evaluating our co-curricular provision and the success of service learning

 Oversight and control of the budget for the co-curriculum, service learning, trips and visits

 Organising key School events such as Colet Day, our Christmas celebrations, Prize Giving,

Presentation Assemblies, School photos and other whole-school events as required.

 Drawing up the beginning and end of term arrangements and communicating these to staff, girls and

parents



General 

 The Deputy Head Director of the Co-curriculum will also play an important day-to-day and strategic

role, working with the Management Team on all matters involving the running of the School and the

development of its strategic vision.

 Being a strong and visible presence and figure of authority within the School community

 Supporting the work of staff and students through attendance at a wide range of events

 Where appropriate attending / chairing key decision making forums eg SMT /ESMT meetings,

HoD/HoY meetings, staff meetings

 Participating in the appointment of staff

 Deputising, with other members of SMT, for the High Mistress

The successful, candidate is likely to have had some managerial responsibility before, either as a Deputy Head 

elsewhere or as a Head of Department or Head of Year and will be hoping to move on the headship in due 

course.   

Terms and conditions of the post  

Salary is according to qualifications and relevant experience. St Paul’s Girls’ School has its own generous salary 

scale (current year’s attached). Successful candidates for posts here are required to complete a medical 

declaration and undergo the normal DBS checks.  

Application and interview procedures  

Please submit applications using the on-line form provided.  You should include a full supporting statement 

outlining why you are applying for this role and upload an up-to-date CV.  The form will, in addition, require 

you to give details of your qualifications and experience and the names, addresses, telephone numbers and e-

mail addresses of two professional referees, one of whom should be the head of your present or most recent 

school or college.  

Applications should be submitted by Monday 19 February 2018, noon. 

We will invite shortlisted candidates for interview at St Paul’s Girls School. As part of this process they will be 

expected to teach a lesson of 35 minutes, for which a full prior briefing will be given.  

We will acknowledge all applications and if you do not receive an acknowledgement it is advised that you e-

mail or telephone to confirm that your application has been received. Candidates who have not heard further 

from us within two weeks of the closing date should assume that the post has been filled.  

Disclosure and Barring Service (DBS) and overseas police checks 

St Paul’s is a “registered body” under the Police Act 1997 because employment here involves access to 

children under the age of 18. This post will require an enhanced DBS check from the Disclosure and Barring 

Service (formerly Criminal Records Bureau) before we can confirm an offer of employment. Unless you are a 

member of the DBS Update Service you will need to apply for a new disclosure, even if you already hold one. 

Former members of staff who are not on the Update Service who re-join us also require fresh disclosures 

unless less than three months have passed between their leaving and their re-employment date.  If you have 

lived or worked abroad for a period of 6 months or more during the past 5 years you will also need to 

provide appropriate paperwork, such as a police certificate of good conduct, from the countries you have lived 

in.  

Safeguarding guidelines 

The post-holder’s responsibility for promoting and safeguarding the welfare of children and young persons for 

whom s/he is responsible, or with whom s/he comes into contact, will be to adhere to and ensure compliance 

with our child protection policy statement at all times. If, in the course of carrying out the duties of the post, 



the post-holder becomes aware of any actual or potential risks to the safety or welfare of children at St Paul’s, 

s/he must report any concerns to our safeguarding designated teacher or to the High Mistress. 

 

Closing date: Monday 19 February, noon 

Interview date: w/c 19 February 2018 

Contact details: 

Miss Tobi Ojuri 

Human Resources Department 

St Paul’s Girls’ School 

Brook Green 

London  W6 7BS 

 

Tel: 020 7605 4875 

hr@spgs.org 

www.spgs.org 
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Deputy Head, Director of the Co-curriculum 

Person Specification 

 A good honours degree 

 

 Ability to teach and work with very able students 

 

 Significant management experience and a proven track record in leading and implementing change 

 

 An interest in working with people to maximise opportunities for diversity in the co-curriculum 

 

 A clear eye for detail, including health and safety and safeguarding regulations 

 

 An interest in the importance of service to others 

 

 The ability to promote reflection and ethical behaviour 

 

 A commitment to safeguarding 

 

 A sound understanding of the role of IT in enhancing and facilitating the work of the school 

 

 Good verbal and written communication skills and the ability to address large audiences persuasively 

and with authority 

 

 The ability to work effectively with all constituencies; staff, students, parents and governors         

 

 A capacity for strategic thinking coupled with excellent attention to detail 

 

 The ability to lead, inspire and think creatively, as well as to operate effectively within a team 

 

 Stamina, resilience, empathy and a sense of humour 

 

 Excellent organisational skills 

 

 Excellent communication skills and a good listener; approachable 

 


