
Friends’ School Lisburn 

 
Head of the Preparatory Department 

 
The Preparatory Department is a long-established and integral part of Friends’ School Lisburn.  The present 
Head of Department, Mrs Cathy Aughey, has been in post since 2004 and, although she will be stepping 
back from this role at the end of the academic year, she will continue in the Department as a P4 teacher.   
 
The Preparatory Department enjoys purpose-built premises in the School grounds.  The two storey 
building, which was opened in 1996, contains seven classrooms, one for each year group.  There are also 
resource areas, cloakrooms, a staffroom and a shared office for the Head of Department and the 
Preparatory Department Secretary.  There is an adjoining Meeting House belonging to the Religious Society 
of Friends, and during the school week, this is used to host the Pre-Prep.  Classrooms are networked and 
are all equipped with Clevertouch boards; the Department also has the use of the Grammar School’s four-
room ICT suite, sports hall, dining hall, and pitches.  The Department’s Nativity Play and annual drama 
production are staged in the Grammar School’s Assembly Hall. 
 
The Preparatory Department has an enrolment of 160 pupils, with a further 23 in Pre-Prep (currently 12 in 
the morning and 11 in the afternoon). Including the Head of Department, there are seven full time 
members of the teaching staff, although the P6 teacher is currently in the second year of a temporary 
variation in working hours, which means that a part-time member of staff takes her class for two days in 
the week. A Learning Support Teacher is employed for 15 hours a week, and there are four classroom 
assistants who help with pupils with Special Educational Needs and three general assistants in P1 – P3.  
Under the current arrangements, a Principal Release teacher is employed for one and a half days a week. 
School Meals Supervisors supervise the children during the lunchtime break.   
 
Teaching and learning in the Department follow the Northern Ireland Curriculum, and Foundation Stage,  
Key Stage 1 and Key Stage 2 staff work closely together to ensure progression in each area of the 
curriculum.   Care for the individual underpins all the work done in the Department, and there is a strong 
sense of community. Regular parent teacher interviews ensure that parents are fully informed as to the 
progress and welfare of their children.  Parents also provide support through the PTA, through acting as 
volunteers on school trips and residentials and assisting with extra-curricular activities.    
  
The comprehensive programme of extra-curricular activities is overseen by a Coordinator, with input from 
other staff as well as professional instructors and coaches.  It is highly valued by parents, pupils and staff 
and includes music, drama, and sports such as athletics, badminton, hockey, mini rugby and swimming, as 
well as cookery, gardening and dance.  Pupils perform at a high level; they have enjoyed considerable 
success in sport and have taken part in concerts at venues such as the Ulster Hall and the Waterfront.  
Breakfast Club runs from 8–8.30am and is run by a classroom assistant with help from Grammar School 
pupils. A Wrap-around Care Manager runs the after-school club from 12 noon until 6pm daily, along with 
three assistants, and is also responsible for schemes during the February, Easter and Summer breaks. 
 
 
Completed application forms, which must not be altered in length, should be returned to The Bursar, Friends’ School, 6 
Magheralave Road, Lisburn BT28 3BH, or emailed as an attachment to areddock920@c2kni.net by 12 noon on Thursday 13 April 
2017.  It is anticipated that interviews will be held during the week beginning 1 May.  Please note that we will communicate with 
candidates via email regarding shortlisting and interview. Late application forms will not be accepted. Posts involving work with 
children and young people in educational establishments are subject to the provisions of the Safeguarding Vulnerable Groups (NI) 
Order 2007. On taking up the post, the applicant must be a registered teacher with the GTCNI. Where an offer of employment is 
made on or after 1 April 2011, the individual offered the post will be expected to meet the cost of the Disclosure Certificate. 

Shortlisted candidates will be invited to visit the Preparatory Department prior to interview. 
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Duties and Responsibilities of the Head of the Preparatory Department 

 
The Head of the Preparatory Department is responsible for the overall leadership and management of the 
work of the Department.  The Head of the Preparatory Department is responsible to the Board of 
Governors through the Principal, Mr Stephen Moore, and works under his direction. 
 
A: Duties of the Head of Department 
 
Curriculum Organisation 
 

i. Writing, implementing and monitoring the Preparatory Department Development Plan; 
 

ii. Implementing and reviewing the curriculum in the Preparatory Department in keeping with the 
requirements of the Northern Ireland Curriculum; 
 

iii. Supervising and managing the work of staff in Foundation Stage, Key Stage 1 and Key Stage 2 
through regular meetings with Coordinators; 

 
iv. Evaluating the effectiveness of Learning and Teaching in the Department. 

 
Pupil welfare and progress 
 

i. Overseeing Safeguarding and Pastoral Care by taking on the role of Designated Teacher or Deputy 
Designated Teacher and liaising with the Grammar School Vice-Principal (Pastoral), as appropriate; 
 

ii. Overseeing arrangements for children with Special Educational Needs and the provision for 
Learning Support, and liaising with the Grammar School SENCO, as appropriate; 

 
iii. Ensuring that pupils have access to a wide range of extra-curricular activities, and attending events 

including sports fixtures and concerts, as appropriate; 
 

iv. Overseeing the efficient running of the after-school club;  
 

v. Liaising with the Pre-Prep Leader on issues relating to the Pre-Prep, and attending events organised 
for its pupils and their parents; 
 

vi. Liaising as required with Heads of Department in the Grammar School (for example in Music, PE, 
Modern Languages and ICT) who contribute to life in the Preparatory Department. 

 
Personnel 
 

i. Assisting the Principal and the Board of Governors in making appointments to the Preparatory 
Department of teaching staff, classroom assistants and supervisors; 
 

ii. Assuming responsibility for the effective deployment of teaching and non-teaching staff in the 
Department; 
 

iii. Supervising the teaching of staff in the Department and providing particular assistance should the 
member of staff be a  Beginning Teacher or in the process of Early Professional Development; 

 
 



iv. Encouraging the professional development of staff in the Department through appropriate In-
service training, sharing of good practice, and through the allocation of responsibilities in curricular 
and extra-curricular activities; 
 

v. Overseeing the PRSD process in the Department and acting as a reviewer, as required; 
 

vi. Encouraging good communications and a cooperative team approach within the Department; 
 
vii. Working in close contact with the Principal on the leadership and management of the Department. 

 
General  
 

i. Ensuring that all Department policies are kept under regular review; 
 

ii. Analysing relevant whole-school data and submitting statistical returns; 
 

iii. Assuming responsibility for admissions policy and procedures for the Preparatory Department and 
the Pre-Prep, in conjunction with the Principal and Board of Governors; 
 

iv. Overseeing the Transfer procedure for P7 pupils and their parents; 
 

v. Assuming responsibility for Health and Safety within the Department in conjunction with the 
Bursar; 

 
vi. Liaising with the Bursar and managing the budget allocated for teaching resources in the 

Department; 
 

vii. Providing reports for full meetings of the Board of Governors; 
 

viii. Promoting the work of the Department on Open Days, at School events and through the website, 
social media and the press; 
 

ix. Encouraging good relationships and good communication with parents through regular contact, 
parents’ meetings, and documents such as the termly Newsletter, the Prospectus and the Annual 
Report; 

 
x. Carrying out any other duties, under the direction of the Principal, which might reasonably be 

expected of the Head of the Preparatory Department. 
 

B: Teaching Duties 
 
The role of the Head of Department is essentially a non-teaching role, and will not include ongoing 
responsibility for a specific class.  However, the Head of Department will be expected to: 
 

i. Provide cover on occasion for absent members of staff, either for planned activities or, in the case 
of illness, for a period of up to two days. 
 

ii. Fulfil such other duties as may be agreed with the Principal. 
 
 
The person appointed as Head of the Preparatory Department will be placed on Scale Points L10- L12 on 
the Leadership Scale. 



Personnel Specification 
Post:  Head of the Preparatory Department 

 

                     
CRITERIA 

 

 
1  Education & 
    Professional   
    Qualifications 

 
Essential 

 
(i) Honours Degree (2.2 or above) 
(ii)    A teaching qualification recognised by the Department of 

Education for teaching in a primary school 
 

     
Desirable 

 
(iii) Honours Degree (2.1 or above) 
(iv) An appropriate further qualification 

 

 
2  Experience and  
    Training 

 
Essential 

 
(i) At least 7 years’ successful experience of teaching in a 

primary school in the last ten years 
(ii) In-service training linked to key areas such as literacy, 

numeracy or ICT 
(iii) Responsibility for an area of the curriculum at Foundation 

Stage, Key Stage 1 or Key Stage 2 
(iv) Knowledge of the NI curriculum and awareness of current 

curriculum initiatives 
(v) Evidence of involvement in curriculum development 

 

     
Desirable 

 
(v) Currently holding a paid post of responsibility in a primary 

school 
(vi) Experience of leading the work of others in an area of 

school life 
(vii) Experience of developing  elements of pastoral care in a 

primary school 
 

 
3  Interpersonal 
Skills 
  
 

 
Essential 

 
i)       Strong communication and organisational skills 
ii)      The ability to show initiative and to work as a member of a    

team 
iii)     The ability to form good relationships with pupils and a 

commitment to supporting their welfare  
iv)    The ability to work effectively with parents 
 

 
4 Special Factors 
 

 
Essential 

 
(i) The ability to support and contribute to extra-curricular 

activities in the Preparatory Department. 
 
 

 
The above are the minimum criteria required for the post.  They may be enhanced to enable the appointments panel to 

draw up a short list. 
 

Candidates should also address the above criteria in their application forms.  

 


