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Old Palace provides an excellent 
education for girls aged 4 to 18 
across our Senior site in Central 
Croydon and our Prep School 
site in South Croydon and we 
are a popular choice for families 
wanting an outstanding all-girls 
education for their daughters. Old 
Palace is also proud to be part 
of the John Whitgift Foundation 
which also educates boys at 
both Trinity and Whitgift Schools 
and cares for the elderly across 

three homes and this association 
brings many opportunities for 
collaboration. 

In this pack you will find a wealth 
of information about Old Palace, 
the John Whitgift Foundation 
and the requirements for the role.  
Additional information on the 
school can also be found on our 
website: 
www.oldpalace.croydon.sch.uk

I hope that after reading this 
information you will be interested 
in applying for the post of 
Assistant Head (Director of Sixth 
Form) and I look forward to 
receiving your application. 

Jane Burton 
Head
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Letter from the Head 

January 2023

Dear applicant,

Thank you for your interest in the position of Assistant Head (Director of Sixth 
Form) at Old Palace School of John Whitgift, Croydon from September 2023. This 
post has become available due to the retirement of the current post holder, Mr 
Stéphane Talleux, after many successful years in the role. 



We have two sites; our Prep School is 
based in South Croydon (and includes 
the Pre-School for students from 3 years 
of age) and our Senior School in Central 
Croydon. The Assistant Head (Director of 
Sixth Form) will be based at the Senior 
School which has the unique benefit 
of Grade 1 historical buildings coupled 
with modern teaching facilities and 
specialist spaces. The site was the former 
palace of the Archbishops of Canterbury 
which they used from the 14th to 18th 
centuries, and it is well worth looking at 
the school’s history on our website. 

In total we have around 650 students, 
c500 of which are at the Senior School, 
including just under 100 in the Sixth 
Form.  The main points of entry to the 
school are at Reception, Year 7 and then 
again at Year 12. At the Senior School 
we have four forms of entry in each year 
group from Years 7-11. These are grouped 
around our Houses which are named 
after four Archbishops of Canterbury: 
Anselm, Hatton, Laud and Stafford.  At 
the Prep School most of the year groups 
are one form of entry apart from Year 6 
which has now been extended to two 
forms to meet increased demand. We 
are proud of the fact that the majority of 
Prep students move to the Senior School 
for Year 7. 

Old Palace encourages and nurtures 
the special qualities of each and every 
individual entrusted to the school. 
The superb pastoral care is one of the 
foundations of the school and ensures 
that every student is well supported as 
they move through the school. Our aim 
is that our students leave us as capable, 
confident and connected individuals 
ready to be successful in their future 
lives. This is something we call the ‘3 Cs’ 
and you will see and hear this referred to 
throughout the school community.

The Old Palace community is vibrant 
and diverse. We are a multi-cultural and 
multi-faith school united by common 
values and high expectations. As part of 
the John Whitgift Foundation we benefit 
from a generous bursary scheme which 
allows us to offer places to bright girls 
who otherwise would not be able to 
access independent education and this is 
something we are very proud of. 

The curriculum at Old Palace is both 
broad and balanced and we are able to 
offer a wide range of subjects at both 
GCSE and A level. The academic strength 
of the school is reflected in the public 
exam results where Old Palace has high 
level of attainment and progress at both 
GCSE and A level.

Introduction to Old Palace School
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Old Palace is a very special, unique and stimulating environment for both students and colleagues alike. 
We have high expectations of our students at Old Palace who enjoy a first class, academic education and 
experience a wealth of opportunities to enable them to develop as an individual through an outstanding 
extra-curricular and enrichment provision. We are very proud of the wide range of clubs, activities, trips and 
events that the school provides across areas including music, sport, dance, drama and so much more. 



Old Palace School Sixth Form

Our Sixth Form allows our students to be 
empowered to be Confident, Capable 
and Connected (3Cs). Our offer is based 
around a broad curriculum offer, strong 
student support and the wealth of 
development opportunities on offer. 
These opportunities are incorporated 
into the Old Palace Diploma. Each year 
we publish a Guide to the Sixth Form for 
students who are considering Old Palace 
and this can be found here with some 
key aspects detailed below. 

Sixth Form Curriculum
The curriculum at Old Palace is both 
broad and balanced and we are able to 
offer a wide range of subjects A level 
and will run courses even with very small 
numbers.  The details of the Sixth Form 
curriculum can be found via this link and 
there are a number of subject videos that 
can be accessed here. Our Sixth Form 
students generally study three subjects 
at A level, with a small number choosing 
four. 

A Level exam success
The academic strength of the school 
is reflected in the public exam results 
where Old Palace has high level of 
attainment and progress at A level. A 
particular strength of the school has 
been the strong value-added scores at A 
level over recent years. In summer 2022, 
50% of all A level grades were at A-A* 
level with 16% of these being at A*. More 
details can be found here. 

Old Palace Diploma
This was introduced two years ago and is 
an in-house qualification that allows our 
students to shape their extra and supra-
curricular opportunities in a manner 
that suits their academic passions and 
interests. There are five elements to the 
Diploma; Global Citizenship, Community 
Leadership, Cultural Development, Career 
Progression and the Academic Research 
Project. More details about the Diploma 
can be found here. 

University Support
As part of the Old Palace Diploma, all 
students have fortnightly timetabled 
sessions on Higher Education and 
Careers. We have a dedicated Higher 
Education and Careers Co-ordinator 
who delivers these sessions and co-
ordinates the UCAS process. We also run 
preparation courses for those students 
applying to Oxbridge and for courses 
Maths, Engineering, Law, Medicine and 
Humanities.  There are also regular talks 
from career professionals, often from our 
alumni, and current university students. 
Our university support programme yields 
good outcomes. In 2022, 93% of our 
students went on to a university of their 
choice with the remaining 7% taking a 
gap year. 60% of these were at Russell 
Group universities with 2 students (4%) 
securing places at Cambridge University. 
More information on the university 
destinations can be found here. 

Other opportunities
As part of the Old Palace Diploma, all 
students have dedicated time for service 
within the community and sessions on 
current affairs, financial education, first 
aid and life skills. Sixth Form students can 
also participate in the Gold Arts award, 
Gold Duke of Edinburgh and the Sports 
Leader programme. They also play a key 
part, and often lead, the wide range of 
extra-curricular opportunities across the 
school which can be found here.  

There are also many opportunities for 
trips and activities. Given the proximity 
to Central London, our students regularly 
attend theatre productions, visit 
museums and galleries, access lectures 
and seminars. Further afield our students 
benefit from overseas opportunities  
such as trips to Iceland, Tanzania and  
the upcoming trip to Washington DC in  
April 2023. 

Workshops and lectures are also 
organised on a regular basis and these 
are called ‘Points of Departure’ (PoDs) and 
aim to stimulate and motivate students 
to explore an area beyond the normal 
school curriculum. These PoDs are often 
run by the Sixth Formers themselves. 
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We have around 100 students across Years 12 and 13 and numbers have grown over the past few years despite 
the challenging of a very competitive local market for 16+ education. The majority of our Year 11 students 
move into the Sixth Form and we also admit external students into Year 12. 

https://www.oldpalace.croydon.sch.uk/wp-content/uploads/2022/10/Guide-to-the-Sixth-Form-Booklet-2023-25.pdf
https://www.oldpalace.croydon.sch.uk/wp-content/uploads/2022/10/Sixth-Form-Curriculum-2023-25.pdf
https://www.youtube.com/channel/UCBqiB4Ik1sypJhM58FrukWQ/videos
https://www.oldpalace.croydon.sch.uk/wp-content/uploads/2022/10/Exam-Results-Booklet-2022_A5_FINAL-PRINT.pdf
https://www.oldpalace.croydon.sch.uk/wp-content/uploads/2022/10/Guide-to-the-Sixth-Form-Booklet-2023-25.pdf
https://www.oldpalace.croydon.sch.uk/wp-content/uploads/2022/10/Guide-to-the-Sixth-Form-Booklet-2023-25.pdf
https://www.oldpalace.croydon.sch.uk/wp-content/uploads/2022/09/FINAL_Senior-School-Clubs_A4.pdf


Pastoral support 
The strong level of pastoral care and 
support at Old Palace continues into 
the Sixth Form where our students are 
supported by a team of dedicated and 
experienced form tutors and other 
members of our wider pastoral team, 
including a School Counsellor. The 
Director of Sixth Form works with the 
Deputy Head (Pastoral) to ensure this 
care and support is available to students. 
The Old Palace PSHE programme also 

continues into the Sixth Form. 
Role of Sixth Form students in the school 
The Sixth Form students at Old Palace 
play a vital role in leading the student 
body through a wide range of leadership 
opportunities and they are ambassadors 
for our school community. The Student 
Leadership Team (Head Girls, Senior 
Prefects and House leaders) play an 
important and impactful role in school 
life as do our Curriculum, Service and 
Year Prefects. 

Sixth Form facilities 
Old Palace Sixth Formers enjoy a 
dedicated Common Room as well as 
high quality student spaces to access 
during their independent study periods.

There are three schools in the John 
Whitgift Foundation: Old Palace, Trinity 
and Whitgift. The Foundation provides 
support to Old Palace in a variety of 
ways and being part of a family of 
high performing schools brings many 
benefits in terms of collaboration and 
staff development opportunities. There 
are many opportunities for Sixth Form 
collaboration to be developed going 
forward. 

The Foundation also supports the 
schools through its generous means 
tested bursary scheme for students.
All staff at Old Palace are employed by 
John Whitgift Foundation and receive 
a number of benefits which are listed 
elsewhere in this document. 

The John Whitgift Foundation
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The Senior Leadership Team
The structure of the senior leadership 
team from September 2023 will be as 
follows:

•	 Head

•	 Senior	Deputy	Head

•	 Deputy	Head	-	Pastoral

•	 Head	of	Prep

•	 	Assistant	Head	-	Assessment	and	
reporting

•	 	Assistant	Head	-	Co-curricular,	
community and partnership

•	 Assistant	Head-	Director	of	Sixth	Form	

•	 Assistant	Head	-	Staff	development

As a team we meet twice a week; 
one of these meetings is for strategic 
agenda items and involves the Head 
of Prep where needed, with the other 
concentrating on day to day operations 
and the immediate week ahead.
We enjoy working collaboratively as a 
team and supporting each other, which 
is essential in any busy school.

Why choose Old Palace for the next 
stage of your career? 
Old Palace will provide a supportive 
environment for the successful applicant 
and will allow them to gain experience 
within their area of responsibility as 
well as through being part of the senior 
leadership team.  Support will be given 
to allow a successful candidate to gain 
experience to move to the next stage of 
their career. 

John Whitgift Foundation is committed 
to being as ambitious for girls’ education 
at Old Palace as it is for boys’ education at 
Trinity and Whitgift. Therefore, the years 
ahead for Old Palace will see a move 
towards ensuring there is equality in the 
provision across the Foundation.
In addition, Old Palace is a very positive 
place to work with experienced and 
hardworking staff, a dynamic and diverse 
student body and a supportive parental 
base. 

The location of the Senior School in 
Central Croydon affords it excellent 
transport links with both East and West 
Croydon railway stations within easy 
walking distance. The school is also 
served by various bus routes and the 
Croydon Tramlink. On-site parking will 
also be available for the post holder.  
Salary and overall package.

The post will attract competitive salary 
to secure the right candidate. In addition, 
the post-holder will be entitled to:

•	 	Membership	of	the	Teachers’	Pension	
Scheme

•	 	Fee	discount	of	66.7%	at	any	one	of	the	
Foundation schools (capped at 50% of 
total salary)

•	 	Membership	of	the	BUPA	healthcare	
cash back scheme

•	 Free,	high	quality	lunch	each	day

•	 	Opportunity	to	apply	for	the	Cycle	to	
Work scheme

•	 Season	ticket	loan

•	 	Various	other	discounts	on	goods	and	
services
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Job Description
The Director of Sixth Form will play a key role in the strategic direction for Old Palace. Building on the current successes, the Director 
of Sixth Form will have the opportunity to develop a strategic plan for the Sixth Form to allow it to be a destination of choice for 
both our own Year 11 students and for external applicants. This will be an exciting time to take on this role. 
Alongside the leadership of the Sixth Form, the post holder will also be responsible for the programme of activities for the 
development of academic scholars (also open to others) across the wider school.  

The Director of Sixth Form will report to the Senior Deputy Head. It expected that the post holder will have a teaching allocation 
commensurate with the Assistant Head role.

Main Responsibilities 

Overall Role	 •	 	Provide	highly	effective	leadership	of	the	Sixth	Form	creating	a	successful	and	
supportive climate in line with the Old Palace aims and ethos

	 	 •	 	Support	the	Head,	and	work	with	the	rest	of	the	leadership	team	in	providing	an	
excellent standard of education at Old Palace. 

	 	 •	 	Promote	and	uphold	a	culture	of	high	expectations	in	the	school

	 	 •	 	Provide	highly	effective	line	management	to	relevant	middle	leaders

	 	 •	 	Be	a	visible	presence	to	students,	staff	and	parents	both	in	the	school	and	at	school	
events

	 	 •	 	Be	available	during	the	summer	holiday	for	the	A	Level	and	GCSE	results	days	(Weds,	
Thursday, Friday of both weeks) and for recruitment to the Sixth Form in the week 
post-	GCSE	results

	 	 •	 	Maintain	a	commitment	to	safeguarding	and	to	promoting	the	welfare	of	Sixth	Form	
and be trained as a Deputy Designated Safeguarding lead in the school

	 	 •	 	Develop	and	update	the	relevant	areas	of	the	School	Evaluation	Form	

	 	 •	 	Lead	in	the	formulation	of	relevant	policies	and	procedures	and	contribute	to	the	
School Development Plan by identifying specific areas for improvement

	 	 •	 	In	conjunction	with	the	Deputy	Head	Pastoral,	contribute	to	the	evaluation	and	
development of the School’s welfare, support and guidance provision 

	 	 •	 	Assist	in	the	formulation	of	relevant	policies	and	procedures	and	contribute	to	the	
pastoral improvement plan by identifying specific areas for improvement

	 	 •	 	Undertake	any	other	such	duties	as	the	Head	or	Senior	Deputy	Head	may	reasonably	
request

To lead in the following areas:
Sixth Form Student Welfare  
and Support	 •	 	Provide	professional	leadership	and	guidance	to	the	Sixth	Form	tutor	team	in	order	to	

secure a positive ethos and high-quality educational experiences

	 	 •	 	Monitor	the	performance	and	emotional	well-being	of	each	Sixth	Form	student	and	
ensure the provision of appropriate levels of support and guidance, liaising with the 
Deputy Head Pastoral and external agencies, as required

	 	 •	 	Develop	and	promote	the	highest	standards	in	all	issues	relating	to	student	welfare,	
support and guidance throughout the relevant year group

	 	 •	 	Have	a	sound	knowledge	of	relevant	legislation	and	its	significance	eg	KCSIE	and	help	
to raise awareness of welfare implications

	 	 •	 	Ensure	a	culture	of	celebrating	diversity	and	promoting	equity	and	inclusivity	is	
embedded across the Sixth Form 

	 	 •	 	Ensure	a	consistency	of	practice	within	the	Sixth	Form	tutor	team	

	 	 •	 	Promote	the	highest	standards	of	student	behaviour	in	the	Sixth	Form,	using	rewards	
and the Behaviour Policy where needed

	 	 •	 	Provide	high	quality	links	and	communication	between	parents	of	the	Sixth	Form	
students and the School;

	 	 •	 	Monitor	and	evaluate	the	implementation	of	relevant	aspects	of	the	improvement	
plan and relevant policies and procedures within the Sixth Form

	 	 	•	 develop	and	maintain	a	positive	partnership	with	feeder	schools
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Job Description
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Sixth Form Student Welfare  
and Support continued...	 	•	 	Develop,	with	colleagues	where	appropriate,	a	programme	of	appropriate	activities	for	

the year group, including induction events, assemblies, celebration events and social 
opportunities 

	 	 •	 In	conjunction	with	relevant	colleagues,	assign	students	to	tutor	groups	

	 	 	•	 Chair	Sixth	Form	Student	Voice	meetings

	 	 	•	 Lead	the	Sixth	Form	Parents	Information	Evenings

	 	 	•	 Lead	Sixth	Form	Tutor	Team	meetings

	 	 	•	 Attend	Head	of	Year	meetings

University Preparation  
and Admissions	 •	 	Provide	overall	leadership	for	the	UCAS	process,	managing	the	Higher	Education	and	

Careers Coordinator 

	 	 •	 	Ensure	that	other	post	18	routes	are	also	promoted	within	the	school	eg	Degree	
apprenticeships

	 	 •	 	Monitor	the	implementation	and	effectiveness	of	the	various	preparation	courses	on	
offer eg Med Prep 

	 	 •	 	Be	available	on	and	around	the	A	Level	results	day	to	ensure	effective	support	is	given	
to students 

	 	 •	 	Ensure	that	students	and	parents	understand	the	UCAS	process	and	are	kept	
informed. 

	 	 •	 Lead	the	Higher	education	Evenings	for	Years	10	and	12.

Oxbridge and Whole School  
Scholarship Programme		 •	 	Ensure	a	culture	of	celebrating	academic	enquiry	and	curiosity	is	embedded	across	

the school

	 	 •	 	Analyse,	after	key	assessments,	exams	and	reports,	the	progress	of	scholars	and	liaise	
with HODs and HOYs to ensure that effective action and support are implemented

	 	 •	 	Oversight	of	Year	10	and	11	Twilight	programme	–	Classical	Greek,	HPQ	and	Further	
Maths

	 	 •	 	Provide	support	and	promotion	of	both	internal	and	external	academic	enrichment	
activities	(currently	Curiosity	Club	for	Years	7	–	9	and	Oxbridge	Tea	for	Year	10+)

	 	 •	 	Oversee	UCAS	applications	for	students	applying	to	Oxbridge	–	including	Personal	
Statement	support	(including	SQA),	preparation	for	admission	tests,	selection	of	work	
for submission and interviews

	 	 •	 	Contribute	to	UCAS	references	for	Oxbridge	candidates	

	 	 •	 	Provide	professional	leadership	and	guidance	to	HODs	in	order	to	ensure	students	
are confidently prepared for Oxbridge applications, including sourcing training as 
necessary

	 	 •	 	Liaise	with	link	colleges	at	Oxford	and	Cambridge	to	organise	talks	and	visits

	 	 •	 	Organise	annual	visit	to	Oxford	University	Open	Day	for	Years	11	and	12

Governance	 •	 	Attend	and	present	when	required	at	the	School	the	Education	&	Welfare	
subcommittee.

	 	 •	 Work	with	the	Head	to	produce	the	papers	and	agendas	for	governor	meetings

Payscale  The post holder will benefit from a competitive salary and a range of benefits 
being an employee of the John Whitgift Foundation including fee discounts for 
any child accepted into one of its schools.
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Person Specification

The following criteria will be used when assessing the suitability of applicants:

Essential: without which candidates will be rejected
Desirable: useful for choosing between two strong candidates 

Essential Desirable Evidenced by

Qualifications

Honours degree.

Qualified	Teacher	Status.

Further degree level (or 
above). 

Qualifications	in	
education and/or 
leadership.

Application form.

Experience

Track record of successful experience in senior leadership or middle 
leadership within either the independent or state sectors.

Experience of curriculum and/or pastoral leadership.

Experience of an all-
girls environment.

Application form.

Interview process.

References.

Knowledge, Skills and Abilities

Demonstrable ability to establish a strategy for a department/year group/
project and to lead, motivate and develop others to ensure it is achieved.

Excellent understanding of the welfare needs of students and the strategies 
to implement to ensure success.

Ability to teach to a very high standard and be able to support others in 
developing their own pedagogy. 

Ability to analyse student performance data and plan appropriate actions.

Very	strong	written	and	oral	communication	skills	to	both	internal	and	
external audiences.

Excellent management and organisation skills including time management. 

Experience of successfully leading and line managing others.

Understanding of the current educational landscape and both the 
opportunities and challenges facing independent schools.

Evidence of professional and personal development and ambition.

Commitment to the safeguarding of children young people and vulnerable 
adults.

Experience of leading 
other middle leaders. 

Application form.

Interview process.

References.



Person Specification

Essential Desirable Evidenced by

Personal Qualities

Alignment with the aims and ethos of Old Palace and is excited by working 
both at the School and the Foundation.

Commitment to the academic, social, emotional and cultural development 
of	all	students	including	their	understanding	of	British	values.

Ability to recognize and take account of the diversity of the school 
community.

Possession of a strong passion for educating young people.

High professional standards and expectations of self and others.

Personable and professional approach that inspires and motivates others 
and gains the confidence of the school community.

Ability to form highly effective working relationships across all levels in the 
school.

High levels of emotional intelligence and able to show sensitivity and 
flexibility as circumstances demand.

Highly resilient and able to work calmly under pressure
Excellent and unequivocal references.

Application form.

Interview process.

References.
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Safeguarding

Old Palace School is committed to 
safeguarding and promoting the 
welfare of children and young people 
and expects all staff and volunteers to 
share this commitment. Candidates 
are expected to demonstrate a sound 
understanding of leadership of, 
and contribution to, a safeguarding 
environment.  

The successful candidate will be 
required to undergo an enhanced 
DBS	with	barred	list	check	followed	by	
safeguarding training as part of their 
induction. The School may also conduct 
an online search as part of the due 
diligence process during recruitment. 
This will include any publicly available 
social media material.

The Old Palace Safeguarding Policy can 
be found here.

Your Application

If you would like to apply for the position 
of Assistant Head (Director of Sixth 
Form) at Old Palace, please complete the 
application form which can be found on 
the Old Palace website vacancies page:  

www.oldpalace.croydon.sch.uk/about/
vacancies

Timescales

Closing date: Tuesday 31 January 
2023 at 12 noon

Interview date: Thursday  
9 February 2023 

If you are shortlisted, we will take up 
references prior to your interview unless 
otherwise specified. 

Contact Details

Further enquiries about this position or 
application process are welcome.

Please contact:
Mrs Jane Thomas
Head’s PA
hmsec@oldpalace.croydon.sch.uk
020 8256 1881

Notes to Applicants
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https://www.oldpalace.croydon.sch.uk/wp-content/uploads/2022/11/Safeguarding-Policy-Autumn-2022.pdf
https://www.oldpalace.croydon.sch.uk/about/vacancies
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Old Palace of John Whitgift School
Old Palace Road 
Croydon 
CR0 1AX 
Telephone: 020 8688 2027
Email: schooloffice@oldpalace.croydon.sch.uk
www.oldpalace.croydon.sch.uk

Follow us on:




