
 

 

  



 

 

  

Alton is an excellent independent school in Hampshire educating pupils from 6 

months to 18 years. The School attracts bright, talented pupils, not just those who 

are academically gifted, but those who have something to offer and will make the 

most of the opportunities we provide. 

 

 

Alton is an all-through school with a clear academic offer, one that recognises global 

demands, one that encourages ambition and one that is holistic and prepares our 

young for the world that they will inhabit. 

We are a school that celebrates progress, that is truly rigorous, purposeful and that 

aims to always achieve the highest educational standards. At the centre of this one 

school community approach is a continuous educational and pastoral journey which 

is planned strategically for each student  

Our guiding principles, drawn from the Constitutions of our founders, the Sisters of 

Our Lady of Providence, recognise that excellence is not just about outstanding 

academic results. We believe in a broad, liberal education which nurtures mind, body 

and soul.  

 

 



 

 

  

Dear Applicant 

I am delighted that you are interested in a position at our school.  Entering or changing 

your employment is always a significant move so before you make a final decision, I 

thought you may find it useful to get an overview of what it is like to work at Alton School, 

our ethos and our community.   

Learning is at the centre of everything we do. Myself I identify as a teacher first and feel 

very fortunate that I still have the opportunity to teach at Alton School.  I firmly believe 

that the classroom is where the magic happens and therefore every decision that we make 

is focused upon ensuring our students receive the best education and that learning in the 

classroom is always excellent. 

We are also a community that listens.  How we communicate really matters, whether to 

each other as staff, to our students, our parents or other members of our school 

community.  Transparency, honesty and the opportunity to have your voice heard are 

critical in building relationships and as a result my door is always open.    

Finally, we are a community that loves.  Based upon our Catholic ethos, we are centred 

upon demonstrating Christian love throughout our community.  We understand the 

importance of outreach and the mission to help those less fortunate than ourselves and, as 

a school community, we are fully committed to charity work and helping those in need. 

Alton School is a wonderful place to work: it is caring, honest, open and supportive.  We 

are a community that thrives upon cooperation and there is a clear and distinct family feel 

about our school.  Our welcome is warm and our desire to always help is distinctive.  I 

know that people relish working here and I can only recommend it as a fulfilling and happy 

place to work. 

I hope that after reading about our current vacancies, you will decide to apply and join our 

Alton School community. We look forward to extending a warm Alton School welcome to 

you. 

With very best wishes 

 

 
 
Mr Karl Guest 
Headmaster 
 



 

 

  

 To ensure that the ethos and values of the school are sustained and that excellent relationships between 

staff, students and parents are a continuing priority. 

• To be a member of the Senior Leadership Team (SLT) 

• To be a member of the Safeguarding Team 

• To work with the Headmaster to develop a clear vision and strategic plan for the future of the school 

• To work with the Senior Leadership Team to ensure compliance with ISI regulations and requirements 

• To work with the Headmaster on all financial matters pertaining to the School 

• To teach Lower School pupils (expected 0.5 FTE Teaching, subject to change) 

• To be responsible for the day to day organisation and administration of the Lower School  

• To co-create Lower School timetable with Headmaster and Deputy Head 
 

• To have an overview of Lower School including academic content, pastoral care, policies related to pupils’ 
expectations and behaviour, with an overall responsibility for effective communication with all stakeholders: staff, 
pupils, parents and prospective parents 

• To review and evaluate the academic and pastoral programmes in conjunction with the Director of Studies, Deputy 
Head and Directors of Nursery, Middle and Upper School and the Headmaster 

• To ensure that there are appropriate provisions in place to meet the needs of the pupils – including educational, 
physical, social and emotional and to develop and review plans for meeting these needs in conjunction with the other 
members of SLT 

• To liaise with the Headmaster and other members of SLT regarding the recruitment and retention of Lower School  

• To work with the Deputy Head and Directors of Nursery, Middle and Upper School to establish programmes for the 
induction of new members of staff, for in-service training of all teachers and academic support staff to ensure that 
teachers are familiar with and adhere to school policies in all areas of the school operation 

• To work with the Director of Studies and Deputy Head to implement a rigorous programme of Academic Staff 
Performance Reviews focused on continuous professional development in line with School Development Plan 

• To coordinate pupil transition and induction 

• To assist in maintaining a comprehensive calendar of school events 

• To prepare fully for and undertake teaching of children across the ability range in the Lower School (expected 0.5 FTE 
Timetable, may be subject to change) 

 

 

 

 



 

 

  

• To keep full records of progress of all pupils taught, including formative and summative assessment and individual 
pupil targets 

• To guide staff in ensuring individual needs are met through appropriate use of differentiation in conjunction with 
Director of Studies and Head of Learning Support 

• To support and liaise with specialist teachers as required 

• To ensure appropriate course materials are available for pupils 

• In conjunction with other members of SLT to lead on all pastoral and educational matters across the Lower School, 
and ensuring that the School remains an exemplar of best practice in relation to pastoral care, education, equality 
and inclusion 

• To be the Deputy Designated Safeguarding Lead (Lower School) and ensure compliance with the statutory 
requirements as well as requirements of ISI regulation 

• Chairing Pastoral Team meetings for Lower School 

• Overseeing the pastoral and educational work of Lower School in conjunction with Director of Studies 

• Supporting classroom teachers to maintain standards and excellence in classroom practice 

• Meeting with teachers regularly to discuss individual students 

• Monitoring the progress of every child in the Lower School in conjunction with departments, parents and the 
members of the pastoral team 

• Ensuring appropriate systems are available for monitoring pastoral and educational matters, and sharing 
information as required across staff (with due regard to confidentiality) 

• Having general oversight of School discipline in the Lower School, ensuring that good behaviour is promoted and 
rewarded, and that any issues are dealt with promptly and fairly, in accordance with School policies and that 
adequate records are kept 

• Overseeing the use of rewards and sanctions with classroom teachers 

• Overseeing the implementation of the School Rules on a day-to-day basis, and recommending any changes to the 
School Rules, as required 

• Retaining oversight of the implementation of relevant parts of the School’s Strategic Vision, and reporting to the 
Deputy Head and Headmaster as required. Engaging with staff in the ongoing development of the School’s strategic 
planning in areas of school life related to teaching and learning, pastoral care, equality and inclusion. 

• Working within agreed budgets and budgetary systems in relation to the fulfilment of all elements of the Job 
Description;  

• Ensuring financial efficiency and value-for-money in all school activities related to this Job Description and consistent 
with the fulfilment of the School’s broader strategic objectives 
 

 



 

 

 

• Manage and/or investigate processes under relevant School policies at the direction of the 

Headmaster. Attend School events (including concerts, fixtures, plays, recitals, assemblies)

• Oversee the maintenance of School policies as directed by the Deputy Head and as specified in 
the Schedule of Policies 

• Provide relevant contributions for the School’s Strategic Plan, annual Development Plan and 
inspection documentation 

• Work with the Director of Marketing, Admissions and Communications to promote Alton School 
to prospective parents 

• Being a visible and prominent leader who sets a positive tone and leads with integrity and by 
example 

• To review performance annually in discussion with the Senior Leadership Team 

• To continue the development of the Lower School’s extracurricular programme 

• To organise cover for staff absence 

• To create and monitor a timetable of supervisory duties 

• To oversee the provision of Wraparound Care in the Lower School  
• To be available (on a rota basis) during the school holidays to provide SLT overview of the Nursery 

 
In line with all members of School staff, the post-holder is also expected to undertake the 
following general responsibilities: 

• Work within the School’s Health and Safety policy and related policies, to ensure a safe 
environment for all staff, pupils and visitors 

• Maintain high professional standards of attendance, punctuality, appearance and conduct, and 
maintain positive and courteous relationships with staff, pupils, parents and prospective parents 

• To ensure all risk assessments are completed 

• To attend Academic Committee meetings as required 

• To attend H&S meetings 

• To undertake any other reasonable duties/ tasks as directed by the Headmaster 
 

 

The successful candidate will have lots of ideas, energy, ambition and enthusiasm. They will help 

drive forward the next exciting chapter for the Lower School/Prep and the School as a whole.  

 (by email) should reach Amanda Comfort, Human Resources Advisor; 

acomfort@altonschool.co.uk  by Wednesday 1 December 2021. 
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Qualifications and Experience Essential Desirable 

Degree Level Qualification/Qualified Teacher Status   

Evidence of continuing professional development   

Ability to build on the current strengths and initiatives of the School and 
ensure a smooth transition that delivers continuous improvement 

  

High expectations of pupils’ learning and achievement, academic and 
non-academic 

  

Experience of adapting behavioural strategies for pupils with additional 
needs 

  

Experience of contributing to whole school planning, target setting and 
development  

  

Experience of observing lessons, mentoring staff   

Experience of effective pastoral care, effective behavioural systems to 
promote excellent pupil behaviour throughout the school 

  

Stamina, resilience and confidence and the ability to go the extra mile 
when needed 

  

Experience teaching pupils KS1/KS2   

Experience of school Marketing   

Evidence of implementing successful strategies for whole-school plans   

Understanding of and commitment to promoting and safeguarding the 
welfare of children/DSL/knowledge of safeguarding regulations 

  

  



 

 


