
HEAD OF PRE-PREP AND NURSERY
Required January / April 2022 



Handcross Park is one of the top co-educational, day and boarding Prep Schools in the
UK. We were named PREP SCHOOL OF THE YEAR at the prestigious Independent
Schools of the Year Awards 2019 and we were awarded BEST PREP FOR INNOVATION 
 (2020) and BEST PREP FOR PASTORAL CARE (2021) by The Week Independent Schools
Guide.  We have approximately 400 pupils aged 2 to 13. We are part of the Brighton
College Family of Schools and approximately 30% of our Year 8 pupils move on to
Brighton College each year. Year 8 pupils also secure scholarships and places to a wide
variety of leading independent senior schools, both locally and nationwide. At Handcross
Park, we want children to enjoy their childhood for as long as possible, but we also want
them to develop and progress within a stimulating environment that offers many
opportunities both inside and outside the classroom. We are a school that is described
as purposeful, ambitious, forward-thinking and, most importantly, kind. Our motto is Be
Trewe, and if children are happy then they flourish, reach their full potential and carry a
love of learning with them for the rest of their lives.

We are a Google Reference School, which enables us to apply all the latest technology,
including the use of Chromebooks and other ICT tools, to enhance the learning
experience of our pupils. We are also keen to ensure that all our pupils are ‘future
ready’, and we incorporate a robust leadership programme within the curriculum that
focuses on the skills of collaboration, communication, creativity, problem-solving and
teamwork. Although we are predominantly a day school, with no Saturday School, we
have a thriving, warm and vibrant boarding community, where we offer full, weekly and
flexi boarding. This option also gives excellent preparation for those pupils who may go
on to boarding at their senior school.

The School



The Role

Overview

The Head of Pre-Prep and Nursery will be a member of the Senior Management Team and will lead a
team of Pre-Prep and Nursery teachers in our magical  'Secret Garden' setting. This exciting role

demands excellent leadership and management skills together wtih a commitment to inspiring the very
best in teaching and learning through the Early Years and up to Year 2.  They will demonstrate a love for

learning in the younger years and a proven commitment to independent education. This is a superb
professional opportunity to join an outstanding forward-thinking school and progress a career in

leadership.
 



Key Responsibilities 

To establish a safe and stimulating environment that supports learning, where pupils feel secure, happy and confident and
where their all-round development can be nurtured.
To provide a strong foundation for pupils’ progress and to monitor carefully.
To share in the corporate responsibility of the pastoral care, wellbeing and discipline of all pupils at Handcross Park School.
To set high expectations for pupil behaviour; establishing and maintaining a good standard of discipline through well-
focused teaching and positive, productive relationships.
To oversee the assessment and performance of pupils, recording their development, progress and attainment.
To oversee and manage a rich and varied extra-curricular programme for the pupils including after-school and lunchtime
clubs and encoure children to take on new challenges.
To identify any children with particular educational or emotional needs and, where necessary, to make provision for them.
To welcome prospective and new pupils to Handcross Park School, supporting them in this transitional stage of their
education.

Pupils:



To effect the continuing development of a broad, balanced and stimulating curriculum and oversee its
delivery.
To ensure that schemes of work are regularly updated and policy documents reviewed.
To ensure that records are kept and to monitor the use of records to inform planning and target
setting.
To keep abreast of current educational thought and practices.
To liaise with the Head of Lower School and Transition Lead regarding the smooth and successful
transition to Year 3.

To keep the Headmaster, Deputy Heads and Bursar aware of events in the Pre-Prep, through
attendance at weekly meetings and other opportunities as appropriate.
To coordinate the Pre-Prep and academic administrative timetables.
To deploy teaching and non-teaching staff in an efficient manner.
To organise appropriate cover within the Pre-Prep in the event of illness, training and rescheduling.
To ensure the efficient management and use of available resources.
To monitor and oversee the ordering, maintaining and updating of resources within the Pre-Prep.
To ensure the efficient management of the Pre-Prep budget.
To delegate where necessary and appropriate, to ensure that the Pre-Prep fulfils the requirements of
the whole school policies.
To prepare class lists as required.
To run weekly assemblies with pupils and Celebration Assemblies with Parents. 
To ensure educational and recreational outings and visits from speakers take place for all year groups.
To have responsibility for the organisation of Pre-Prep events such as Harvest Festival, the Nativity,
induction meetings, parent consultations, weekly Celebration Assembly, termly Prize Giving and the
annual Sports Day.
To produce newsworthy items for the Friday newsletter, school magazine, website and social media in
collaboration with the Head of Marketing.
To oversee and monitor the use of Tapestry to communicate learning in the EYFS.

Academic:

Communication and Organisation:

Key Responsibilities



To be the Designated Safeguarding Person for Early Years and work closely with the school's
Designated Safeguarding Lead.
To maintain oversight of the Pre-Prep and Nursery Holiday Club provision in liaison with the Holiday
Club Leader and Bursar.
To adhere to and show commitment to best GDPR practice following legislation.
To attend and support whole school functions, including occasional weekend events.
To attend termly meetings of the Friends of Handcross Park (FHXP) committee.
To carry out other duties that may reasonably be required by the Headmaster.

To liaise with the Headmaster and the Pre-Prep staff where appropriate.
To be responsible for monitoring the work of the Teaching Staff, the Teaching/Nursery Assistants and
admin staff in the Pre-Prep.
To lead the team of Pre-Prep and Nursery staff and encourage their continuing professional
development through regular appraisal and INSET. 
To facilitate communication between colleagues including leading weekly staff meetings
To liaise, as appropriate, with other members of staff across the school, including Heads of School and
SMT.
To attend Senior Management Team Meetings.
To assist in the appointment and induction of new staff.

To ensure that positive communication is maintained with parents through reports, parents’
consultations, letters and other informal opportunities. 
To be ready and enthusiastically available to parents, displaying approachability and professionalism at
all times.

Colleagues:

Parents:

This job description outlines the duties for this post to indicate the level of commitment and
responsibilities expected. It is not a comprehensive or exclusive list and duties may be varied from time-to-
time, which do not change the general character of the job or the level of responsibility.

Key Responsibilities



Person Specification

A good Honours degree in a relevant subject with a strong track record in teaching
A teaching qualification together with Qualified Teacher Status (QTS)
Experience of teaching to a high standard in the independent or maintained sector
The ability to teach in the Early Years is desirable but not essential
Current or recent experience of management in a Primary or Pre-Preparatory School
Experience in using IT for education, administration and communication
An awareness of recent subject developments
Experience of implementing differentiated teaching strategies
Knowledge and understanding of assessment

A genuine interest in the personal development and wellbeing of young people
Commitment to excellent provision for all children
Enthusiasm with a positive outlook
A commitment to comprehensive and inclusive education
A positive attitude towards professional development and their own learning
Reliability, integrity and gravitas
Approachability
Plenty of energy and a good sense of humour

Strong leadership and interpersonal skills
The ability to work independently and collaboratively as a member of a team
Strong written and verbal communication skills
Creative in problem-solving together with a willingness to take on or try new approaches and ideas
Able to motivate others
Ability to work under pressure and a capacity for hard work. 
Outstanding organisational skills
Ability to strike the balance in understanding the needs of the whole school whilst being a persuasive
advocate for the Pre-Prep

Knowledge & Experience

Personal Qualities

Skills & Abilities



Safeguarding

Promote and safeguard the welfare of children and young people for whom you are responsible, and
with whom you come into contact

Be aware of and comply with policies and procedures relating to child protection, health, safety and
security, confidentiality and data protection, reporting all concerns to an appropriate person

Be aware of, support and ensure equal opportunities for all

Contribute to the overall ethos/work/aims of the school

Appreciate and support the role of other professionals

Attend and participate in relevant meetings as required

Participate in training and other learning activities and performance development as required

Assist with pupil needs as appropriate during the school day.

Handcross Park School is committed to safeguarding and promoting the welfare of pupils. The successful
applicant will be required to undergo child welfare screening including checks with former employers and
the Disclosure & Barring Service (DBS). The school is an equal opportunities employer.



Benefits

Competitive salary, commensurate with experience
Handcross Park is a member of the Teachers' Pension Scheme
Potential for fee remission for children, where relevant
Forward-thinking, professional staff body
Continued professional development
Meals provided during term time



Applications

 
 

A brief letter of application (no more than 2 typed pages, font size 12) highlighting why you are the ideal candidate and a
completed and signed application form should be addressed to the Headmaster, Richard Brown, as soon as possible.

The current Head of Pre-Prep, Mr Jason Gayler, would be happy to talk to any candidate who would like to know more
about the post. He can be contacted at the School on 01444 400526 or via email – jgayler@handxpark.com.

Closing date: Monday 27th September 2021      Interviews: Week commencing 4th October 2021. 

Details of the post and application forms are available on the school website – www.handcrossparkschool.co.uk  or from
the Bursar’s Assistant, Mrs Lynne Adsett-Knutsen - hr@handxpark.com Tel : 01444 400526.


