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Deputy Head of Sixth Form 

Sir Roger Manwood’s Grammar School 

A friendly and dynamic mixed 

grammar school in Kent where 

staff and students thrive. 
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Welcome 
SRMS is a great place to work and teach – it is a friendly, dynamic school where 
both staff and students thrive because they are highly valued.  

We are seeking an exceptional and forward-thinking candidate. All subject spe-
cialisms will be considered but applications are particularly welcome from 
those with Maths, Computer Science or Chemistry’ (please see the separate 
adverts) to join our pastoral team.  

The Deputy Head of Sixth Form will have responsibility for supporting the Head 
of Sixth Form to oversee the academic progress and pastoral welfare of our      
students, including their transition into the Sixth Form and  the day to day     
operation of the Sixth Form Centre. 
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Our students are bright, able and eager to learn, and due to our environment of excel-

lent behaviour, teachers are able to teach their subjects to a high level. We are prepar-

ing to embark on a new strategic development plan for the school, which values a 

rounded education that not only delivers outstanding academic outcomes but also en-

courages participation in the wider life of the school and development of skills or life, 

including leadership, collaboration and independence.  
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Role description 

We are seeking to appoint a committed and hard-

working Deputy Head of Sixth Form to join our 

pastoral team from September 2025.  

This role will be responsible for: 

• Working with the Head of Sixth Form, the 

Sixth Form Administrator and the team of 

Tutors to support an exceptional academic 

and pastoral experience for the students at 

the School, contributing to it becoming the 

sixth form of choice in the area; 

• Providing leadership and management 

which enables the sixth from to give every 

student high quality education, and which 

promotes the highest possible standards of 

achievement and well-being;  

• Securing the long-term success of the school 

through supporting the delivery of an ex-

ceptional sixth form experience; 

• Deputising for the Head of Sixth Form as 

required. 

You will be someone who feels an affinity with 

our values and our vision seeking a core purpose 

of delivering for our students and community.  

You will have previous experience of working with 

students at a pastoral and academic level, with 

the ability to motivate and empower others.  

Other skills, knowledge and experience we look 

for include:  

• Qualified Teacher Status;  

• Degree or equivalent qualification;  

• National Professional Qualifications (helpful 

but not essential) 

 

To apply: 

If you have any queries about this role, please 

contact headsec@srms.kent.sch.uk 

All applications must be made through the        

application form available on the website 

(www.manwoods.co.uk)  



Sir Roger Manwood’s Grammar School, Sandwich, CT13 9JX 

 

 Engage, Explore, Excel 

Job Description 

Sir Roger Manwood’s is committed to creating a diverse workforce. We will consider all qualified appli-

cants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassign-

ment, pregnancy, maternity, age, disability, marriage or civil partnership. 

• The Deputy Head of Sixth Form will have responsibility for helping the Head of Sixth Form over-
see the academic progress and pastoral welfare of students in Years 12 and 13, including their 
transition into the School and the day to day operation of the Sixth Form Centre. 

• They will assist in leading form tutors in Years 12 and 13 as well as on the academic, wellbeing 
and pastoral matters for students in the Sixth Form.   

• They will keep student information up-to-date and up-date tutors on details of students and of 
administration that are relevant to form tutors. 

• The Deputy Head of Sixth Form is under the line management of the Head of Sixth Form. 

• The Deputy Head of Sixth Form must keep the Head of Sixth Form fully informed of all pastoral 
matters, but especially those which are presenting difficulty or which involve legal requirements, 
e.g. reporting to outside bodies of drugs involvement or child abuse.   

 

The Deputy Head of Sixth Form is given a lower teaching allocation to help them carry out their duties. 

 

Responsible to:   

• Head of Sixth Form 

Responsible for: 

• Students in Years 12 and 13 

• Form tutors in Years 12 and 13 

• Sixth Form Administrator 

Important internal relationships:  

• SLT 

• Students and parents in Years 12 and 13 

• Members of the teaching and support staff 

• Head of Year 11 and Year 11 tutors (re transition) 

Important external relationships: 

• External agencies 
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Main areas of responsibility and accountability: 

 

• To run the Sixth Form in liaison with the Head of Sixth Form and the Sixth Form Administrator 

• To create a common sense of purpose within the Sixth Form 

• To set guidelines for good practice and maintenance of high standards through the direct moni-
toring of form tutors 

• To encourage Sixth Form students to participate in extra-curricular activities 

• To promote SRMS to ensure maximum recruitment of external applicants and retention of ex-
isting Lower School students 

• To encourage Sixth Form students to contribute positively to the life of the School, including the 
involvement of Sixth Form students in positions of leadership 

• To maximise Sixth Form students’ academic potential by monitoring students’ academic progress 
and organising interventions when necessary, with special regard to Pupil Premium and other 
Vulnerable groups 

• To ensure the highest possible level of pastoral wellbeing of Sixth Form students  

• To deal with Sixth Form student absence, lateness and disciplinary matters in liaison with the 
Head of Sixth Form and Sixth Form Administrator 

• To aid the Head of Sixth Form in creating and ensuring the delivery of high quality PSHCE, tutori-
al, E3 and enrichment programmes, including the Sixth Form Lecture series and involvement of 
Sixth Form students as form mentors and subject mentors 

• To aid the Head of Sixth Form in the appointment process and day to day management of Form 
Reps and Year and School Council Reps 

• To aid the Head of Sixth Form in the Year 12 and Year 13 Parents’ Evenings in conjunction with 
the relevant member of the support staff 

• To organise Year assemblies as required 

• To attend/lead regular tutor meetings, as required 

• To aid in the monitoring that tutors are checking homework diaries and then helping the Head of 
Sixth Form on any resultant actions needed  

• To aid in the monitoring of rewards, sanctions, lates and attendance, including checking for any 
patterns, and then leading on any resultant actions needed as required 
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Main areas of responsibility and accountability cont. 

 

• To promote the aims and ethos of the school at all times 

• To aid in the management of the UCAS process, including writing UCAS references for Year 13 appli-
cants in conjunction with the Head of Sixth Form, including those applying to overseas universities 

• To contribute to the Sixth Form admissions process 

• To attend and help as required in liaison with the Head of Sixth Form the Sixth Form Information 
Evening and Sixth Form Open Evening  

• To help ensure the smooth transfer of pupils in to the Sixth Form, including those new to the school 

• To deputise for the Head of Sixth Form at the KMGSA Heads of Sixth Form meetings when required 

• To help organise the private study arrangements of Sixth Form students 

• To help organise and run the Year 12 induction programme, including a Welcome Evening for Year 
12 and their parents 

• To contribute to the appointment process and day to day management of the Captains of School, 
House Captains and School Prefects 

 

Other responsibilities 

To undertake other duties as may be reasonably expected 

 

 

This job description is not exhaustive and the post holder will be expected to undertake any other duties 
as reasonably requested by the Headteacher 
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Person Specification 

 

Essential 

 

• A good Honours graduate with outstanding teaching skills 

• An ability to motivate and inspire others, both colleagues and students 

• A considerable work rate and high degree of administrative efficiency 

• Excellent inter-personal and communication skills 

• Sensitivity to deal with difficult pastoral and staffing issues 

• A positive approach to problem solving 

• Knowledge of current sixth form educational issues including developments in the spheres of 
public examinations, careers and university entrance 

• Strong ICT and data analysis skills 

• Enthusiasm 

• Adaptability 

• A good sense of humour 

 

 

Desirable 

 

• Experience of the UCAS process and of writing UCAS references 

• Experience of Sixth Form teaching to high achieving students 

• Experience of being a Sixth Form tutor 

 



Sir Roger Manwood’s Grammar School, Sandwich, CT13 9JX 

 

 Engage, Explore, Excel 

Sir Roger Manwood’s Grammar 

School,  

Sandwich,  

CT13 9JX 


