
 
 

 

D of E Award Leader and Enrichment 
Co-ordinator 

(launched June 2017 for end August 2017 start) 

 

Letter to Candidates from Ms Sophie Cavanagh, Head 
Teacher of The Kingston Academy 

Dear Candidate, 

 

   Thank you for your interest in The Kingston Academy. I am delighted that you are considering joining our 

accomplished team.  The opportunity to share in the architecture of a new school is unique.   

   The successful candidate for this role will join us at an exciting stage in our development.  The project to 

build a large modern extension, with state-of-the-art STEM provisioning, to house our growing school will be 

well underway.  The addition of a new Year 7 intake in September 2017 will take total pupil numbers to almost 

500, whilst original History Makers, entering in Year 9, will be starting to consider their options for KS4.  In 

addition, planning for the development of our Sixth Form will begin in earnest.  Recruitment and development 

of exceptional staff is a top priority for us at The Kingston Academy.  Our team comprises teaching 

professionals who are invested in the process of ensuring our pupils achieve to the very best of their abilities, 

supported by an experienced and committed operations team.  We understand that our drive to build an 

exceptional school relies upon our ability to recruit a fantastic staff cohort and offer them excellent 

opportunities for professional development.   

   We hope you will be able to see your place in The Kingston Academy story and come forward to apply for 

this new role.  The Duke of Edinburgh’s Award is a really valuable programme that makes a difference to young 

people’s lives and prepares them for life and work beyond school.  It will be an integral part of our enriched  

curriculum.  The role of the successful candidate will not only be to lead on our Award Programme but also to 

co-ordinate our broader enrichment programme, ensuring that it is sufficiently challenging and worthwhile. 

   Prospective candidates are very welcome to come for an informal visit to the school prior to submitting their 

application.  Alternatively, you may call me to discuss any questions you may have prior to submitting your 

application.  You can contact my PA, Justine Free, on 0208 465 6200 in order to arrange a suitable time.  

However, please do not feel that you will be disadvantaged in any sense if you choose not to. 

 

I very much look forward to receiving your application. 

 

Ms Sophie Cavanagh 

Head Teacher 

 



 
 

 

 

Key Dates 

Commencement:   June 12th 2017 
Closing date:                midday Wednesday 30th June 2017 
Candidate shortlisting: Monday 3rd July 2017 
Candidate assessment day:   Friday 7th  July 2017(candidates applying for this role should keep this 

date free when submitting their application). 
  

D of E Award Leader and Enrichment Co-ordinator 

 
Job Title:  Duke of Edinburgh Award Leader and Enrichment Co-ordinator 
 
Job Purpose: The successful candidate will be responsible for planning and leading all areas of 

the award including expeditions with a target uptake of 100 bronze, 50 silver 
and 25 gold.  They will oversee broader enrichment opportunities and 
participation, promoting engagement of our disadvantaged pupils and 
coordinating the Going Beyond programme, developing links with local 
providers.  They will be responsible for some lesson cover as required but no 
more than 5 periods per week. 

 
Salary: Grade F, Spinal 26 – 30, FTE£26,778 to £31,878 (actual £23,997.21 to £28,567.59) 
 
Reporting Line:   Assistant Head Teacher 

 

Start Date:  August 31st 2017 

 
Tenure:  4 – 5 days per week, 46.6 weeks of the year (to be negotiated) to include expeditions 

during the school holidays 
 
Location:  The Kingston Academy, Richmond Road, Kingston Upon Thames KT2 5PE 
 

DISCLOSURE LEVEL: Enhanced – The Kingston Academy is committed to safeguarding and promoting the 

welfare of children and young people.  We expect all staff to share this commitment 

and to undergo appropriate checks, including enhanced DBS checks, checks with past 

employers and eligibility to work in the UK.  Identity and qualification documents will 

be checked prior to any offer being made. 

 

 

Thursday 29th June 2017



 
 

 

 

 

 

JOB PURPOSE 

 

Specific Duke of Edinburgh Accountabilities 

 Ensure the delivery of high quality programmes on DofE groups to TKA pupils. 

 Manage the provision of a safe and enjoyable D of E programme for participants in D of E groups 
through: 

o developing effective links with local providers and businesses with a view to developing a rich 
and diverse programme; 

o promoting participation for our disadvantaged pupils; 
o co-ordinating the Going Beyond Programme. 

 Promote and encourage the participation in the programme with a view to achieving a target uptake 
of 100 bronze, 50 silver and 25 gold. 

 Oversee the effective implementation of eDofE by participants and agree the completion of Awards. 

 Celebrate achievements as often as possible. 

 Run the D of E awards annual ceremony. 
 
Enrichment Co-ordination Accountabilities 
 

 Assume responsibility for co-ordinating the delivery of the school’s wider Going Beyond and a 
bespoke enrichment programme ensuring that it is: 

o challenging and appropriate to the specific age groups of individual year groups; 
o diverse –offering a wide range of enrichment opportunities; 
o taking full advantage of the local opportunities (e.g. given our location near to the river and 

Richmond Park). 
 

 Track participation in enrichment activities. 

 Assisting pupils in completing the assigned work programme. 

 Managing behaviour and ensuring the lesson plan is delivered to a high standard. 

 

Communication  

 
 Liaise with parents and staff on their child’s participation in the D of E programme, ensuring that they 

are clear on the involvement required. 
 Respond to parental enquiries and follow up, logging date, time, reason, and action.  
 Ensure all pupil programme records are kept up to date using the eDofE system. 
 Provide effective liaison with relevant outside agencies. 

 Effectively market and communicate our enrichment programme and capitalize on the opportunity 
represented for differentiation from other local schools. 



 
 

 Communicate with all parties involed in the delivery of the enrichment programme ensuring that 
roles and accountabilities are well-understood. 

Academy – General 

 
 Carry out student supervision duties immediately before and after the Academy day, and at break 

and lunchtimes 
 Participate in Pastoral Team meetings where relevant 
 Participate in annual reviews of performance providing clear evidence of impact 
 Participate in training as appropriate 
 Invigilate examinations as required 
 Ensure all appropriate information and communications are disseminated to appropriate staff 
 The post holder may be required to work some hours after school and evenings in order to engage 

with parents and attend external agency meetings as required.  
 The post holder will be expected to have an agreed flexible working pattern to ensure that all 

relevant functions, including extra-curricular activities and expeditions, are fulfilled through direct 
dialogue with employees, contractors and community members. 

 The person undertaking this role is expected to work within the policies, ethos and aims of the 
Academy and to carry out such other duties as may reasonably be assigned by the Principal.   

 
 

 
This job description will be reviewed annually and may be subject to amendment or modification at any time 
after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks, but 
sets out the main expectations of the Academy in relation to the post holder’s professional responsibilities 
and duties. 
 
Elements of this job description and changes to it may be negotiated at the request of either the 
Headteacher or the incumbent of the post.  
 
 
 
The above responsibilities are subject to the general duties and responsibilities contained in the Statement 
of Conditions of Employment.    
The duties of this post may vary from time to time without changing the general character of the post or 
level of responsibility entailed. 
The post holder will be subject to performance objectives agreed annually with the relevant body and these 
objectives will be reviewed annually. 
 

 

 

 

 

 



 
 

 

 

 

 

 

Person Specification – D of E Award Leader and Enrichment Co-ordinator 

 

Essential 

An ability to: 

 communicate effectively with young people both verbally and in writing. 

 organise and plan effectively. 

 work effectively with other staff members. 

 act as an inspirational leader and motivate young people. 

 effectively plan, manage and monitor own tasks and time. 

IT literate. 

An outdoor qualification such as MLTE SPA, MLTE Summer ML or BCU Star Test. 

Experience of running a D of E Award programme in the past. 

Awareness of safe-guarding issues associated with working with young people and latest safe-

guarding guidance. 

 

Desirable 

 Experience of running D  of E programmes. 

 Experience of managing staff and / or volunteers. 

 Knowledge and awareness of current issues facing young people. 

 Experience of working with young people. 

 Health and safety qualification. 

 

Qualities 

 Integrity. 

 Respected decision maker. 



 
 

 Committed to ensuring high standards. 

 Commitment to D of E’s principles. 

 Flexible approach. 

 Self motivated and highly organized. 


