
 

D of E Award Leader and Enrichment 
Co-ordinator 

 

JOB DESCRIPTION 
 
 

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. 



 
 
 
 
 




