
 

 

 

 

 

 

 

 

HR &  COMPLIANCE MANAGER 

Information for Candidates  

Required  January 2022   

 

The closing date for applications - Wednesday 1st December 2021 

Interviews will take place on Wednesday 8th December 2021 



 

 

 

 

 

 

THE SCHOOL  

Lambrook is a thriving Prep School for 600 boys and girls aged between 3 and 13, situated in 52 acres of beautiful 
Berkshire countryside. The School offers an enriching and exciting experience for each child, equipping and 
inspiring them ready for the next stage of their educational journey and indeed, life beyond.  

The School comprises of a Pre Prep for children in the early Years Foundation Stage and Years 1 and 2, and a Prep 
for children in Years 3 to 8. Lambrook offers weekly and flexi-boarding for boys and girls from age 7 to 13. There is a 
thriving boarding community where pupils can board anything from five nights a week to one night every so often. 
Boarding is seen as a happy extension of Lambrook School life with 75% of the Prep School taking advantage of 
boarding in some way. With 95% of pupils going on to board at their future school, Lambrook offers a great 
opportunity to prepare pupils for this.  

Lambrook has been rated ‘excellent’ in every area following its most recent ISI Inspection; which included the 
quality of teaching, pupils’ achievements, opportunities in sport, music, Performing Arts and extra- curricular 
activities, as well as boarding provision and pastoral care. Lambrook has an outstanding track record in preparing 
its pupils to go onto the leading Senior Schools in the country, including Eton, Wellington College, Winchester, 
Charterhouse, Downe House, Rugby, Radley, Marlborough, St Mary’s Ascot and St Edwards, Oxford. We are proud 
of our 100% pass rate for Common Entrance and a very generous spread of scholarships across all curricular areas.  
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A DISTINCTIVE APPROACH  

Lambrook is a forward-thinking yet traditional school, with a strong Christian and family ethos. Founded in 1860, 
the School has a rich history of success and is proud of its reputation as one of the leading Prep Schools in the 
country. Lambrook is proud of the quality of the educational experience provided for all pupils.  

With 52 acres of beautiful grounds, our own farm complete with bees, chickens and pigs, an Orchard, 
woodland, 9 hole golf course, and endless sports pitches, our children have plenty of opportunities to explore, 
play, learn and of course, to get muddy! We are fortunate to have some of the best facilities in the independent 
sector at preparatory level; a 25 metre swimming pool, Astroturf, Hard Courts, a Diamond Jubilee Performing 
Arts Studio, Dance Studio and Sports Hall. 2019 saw the completion of our Queen ’s Building; a £6m new 
development which offers pupils a remarkable environment for academic learning, Art, Design & Technology 
and the Performing Arts. 

“We say that we give our pupils ‘the feathers to fly’. Along with the academic, we believe in the importance of 
other ‘feathers’ too, including a healthy ‘plumage’ of sport, music, drama, the creative arts, leadership 
programmes, expeditions with a purpose, charitable events that make a difference and so much more. Such 
feathers are essential in equipping children with skills such as inner confidence, learning to work in a team and 
valuing others, handling success as well as disappointment, building resilience, stepping out of their comfort 
zones, thinking outside the box, and in so doing creating ‘whole’ individuals who can influence society for the 
good. We know that with these feathers, our pupils will go on to take flight when they leave us and to soar into 
the next stage of their academic journey and indeed, their lives beyond.” Jonathan Perry, Headmaster  

Thanks to the generosity of its supporters, Lambrook has been able to offer so much more to pupils at the School. 
Since its founding as a school in 1860, Lambrook’s campus has matured considerably, combining its historic 
architecture with an ever-growing list of state of-the-art facilities. Such improvements have had a 
transformational effect upon the Lambrook community and Lambrook has been able to offer exceptional 
educational opportunities to all of its pupils. As well as embarking on some exciting new building projects, 
the school has also been able to provide an increasing number of bursaries to those who would truly 
benefit.  
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SCHOOL AIMS  

Since 1860, Lambrook has been laying the foundations for its pupils’ futures. Children have one opportunity for an 
education which will form the basis of their lives and, at the same time, one childhood; Lambrook aims to keep a 
happy balance between the two. During their time with us, we give our pupils the ‘Feathers to Fly’ so that when 
they leave us, they will spread their wings and will take flight; leaving Lambrook as confident, happy, engaging, 
mature, considerate and thoughtful young adults who are outward looking global citizens.  

Inspiring pupils from Nursery through to Year 8, ensuring an outstanding level of education from our exceptional 

staff.  

Nurturing all pupils through an outstanding level of pastoral care, enabling them to flourish in a happy 

environment  

Providing pupils with an abundance of opportunities to discover, develop and showcase new talents.  

Preparing our children for the next stage of their educational journey by giving them the skills for scholarship and 

Common Entrance entry at leading Senior Schools.  

Equipping our children for the ever-increasing challenges of the world in which they live; giving pupils the skills 

and the confidence to understand technology, the environment and other cultures better, thus enabling them to 
make a difference in the world, both now and in the future.  



 

 

 

THE ROLE 

 

Strategic: 

 Work with the Director of Finance to ensure the effective delivery of HR services to the whole school; 
 Deliver employment best practices for the School; 
 Proactively assist with filling vacant posts with high calibre candidates in line with the required skills, 

talent and safeguarding requirements for the role; 
 Provide the necessary professional expertise to ensure measured and relevant advice is given; 
 Monitor current processes and practices and work with the Director of Finance to facilitate any neces-

sary changes to ensure effective and efficient delivery; 
 To stay abreast of changes in employment legislation and school specific compliance regulations 

through attendance at seminars, networking groups and reading bulletins from recognised sources; 
 Assisting the Senior Leadership Team with disciplinary or performance processes. 
  

Regulatory and Compliance: 

 Manage and maintain the Single Central Register in line with the School’s Safer Recruitment practices 
and policies and in accordance with ISI regulatory compliance; 

 Maintain recruitment and vetting procedures ensuring the Safeguarding of pupils.  This will include en-
suring all adults at the School, whether employees or not, have undergone sufficient checks to ensure 
the School complies with the letter and spirit of safeguarding regulations; 

 Ensure the School has HR policies that are up to date, accessible and effective; 
 Ensure compliance with HR legislation, guidance, good practice, Independent Schools Inspectorate re-

quirements and the School’s HR policies; 
 Issue all employment related documents including offer letters, contractual documents and agree-

ments relating to benefits; 
 Visa and sponsorship matters; 
 Ensuring all maternity leave is suitably managed; 
 Providing HR based references where appropriate; 
 Read and communicate updates to ISI Inspection/regulatory requirements. 
  

Recruitment and Selection: 

 Assist the Headmaster and the Senior Leadership Team, in the recruitment of new staff, including plac-

ing advertisements, issuing application details; 

 Liaison with the Headmaster’s PA and the Director of Finance in the coordinating of interviews for 

shortlisted candidates;  

 Coordinate the recruitment process (send applications, log returns, prepare shortlisting packs etc); 

 Undertake pre-employment checks for all staff, volunteers and Governors and ensure files and checks 

are updated in accordance with GDPR and SCR regulations, including the identity checks, references, 

medical fitness questionnaires etc; 

 Liaise with the Bursary Manager to ensure the accurate administration of payroll records. 
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Absence Management: 

 Work with all staff managers to accurately record staff absences; 
 Prepare absence reports for the Director of Finance and Bursar as requested. 
 Work with the Bursar to effectively manage and administer support staff annual leave entitlements. 
 

Training: 

 Work with the Director of Finance and Bursar to ensure all support staff receive an effective, annual 
appraisal; 

 Oversee the administration and completion of all new staff and Governor training across the School; 
 Set up the annual online safeguarding check and test for all staff in School as required by the DSL; 
 Maintain a record of staff CPD in liaison with the School’s staff development programme 
 Maintain and communicate all matters relating to statutory training records. 
 

Administration and Other Responsibilities: 

 Ensure accurate retention and archive of unsuccessful applications in line with the School’s data 
retention policies; 

 Complete the new starter process, including drafting standard contracts, arranging a start date and 
providing induction paperwork to managers; 

 Take notes of formal personnel meetings, ensuring all correspondence and minutes are provided in 
good time; 

 Maintain personnel files and the HR records on the School database (currently Every) to ensure good 
practice and housekeeping measures are in place in accordance with GDPR requirements; 

 Maintain and review the Staff Handbook; 
 Any other duties as reasonably required in order to fulfil the School’s aims and objectives as directed by 

the Headmaster, the Director or Finance or the Senior Leadership Team. 
  

Safeguarding  

The welfare, health and safety of all those who learn, work or visit Lambrook School is our prime concern.  

The post holder is responsible for promoting and safeguarding the welfare of children and young persons for 

whom they are responsible or with whom they come into contact.  They must adhere to and ensure 

compliance with the School’s Safeguarding policies and procedures at all times.  If, in the course of carrying 

out the duties of the post, the post holder becomes aware of any actual or potential risk to the safety or 

welfare of the children at the School, they must report any concerns to the School’s Designated Safeguarding 

Lead or to the Headmaster.  

This role profile is not exhaustive and it will be subject to periodic review.  

The successful candidate with be expected to undertake an Enhanced DBS security check prior to taking up 

the position. 

 

 

Page 6 



 

 

 

PERSONAL SPECIFICATION  

 

 

 

Qualifications and Training Essential Desirable 

CIPD Level 5    

Minimum of 3 A Levels (or equivalent), with good passes, in the absence of 
the desirable CIPD qualification 

   

GCSE (or equivalent) Grades A-C in English and Maths    

Experience     

Recent and relevant training and experience in HR administration    

Excellent IT and database skills (e.g. Word, Excel, and PowerPoint)    

Experience of administering personnel procedures and systems    

Personal Skills     

Flexible approach and willingness to carry out a variety of tasks    

High level of administrative accuracy and eye for detail    

Ability to work well under direction but also to use own initiative and work 
   

Ability to maintain confidentiality    

Ability to understand and interpret legislation and statutory requirements    

Ability to engender and sustain a culture of customer service excellence    

Ability to work as part of a team and to work independently    

Excellent written and oral interpersonal and communication skills    

Ability to foster positive and constructive relationships with external agen-
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APPLICATION DETAILS  

 We are seeking to appoint an HR and Compliance Manager as soon s possible 
 The role attracts a competitive salary depending on experience and qualifications 
 The role is for 40 hours per week for 52 weeks of the year 
 38 days paid holiday (which is inclusive of 8 bank holidays) to be taken at times as agreed with the 

Director of Finance.  
 The school operates a support staff group pension scheme with Pensions Trust  
 Free school meals and refreshments are provided during term time and INSET days  
 A means tested remission on school fees is also available 
  

HOW TO APPLY 

Those wishing to be considered for the post should download an application form from the vacancies page of 
the School website.  Completed applications should be emailed to the Director of Finance, Mrs Claire 
Hetherington, at finance@lambrookschool.co.uk. 
Applications not submitted on the Lambrook application form, or applications not completed in full, will not be 
considered. 
The closing date for applications is 9.00am on Wednesday 1st December 2021. 
  

THE INTERVIEW PROCESS  

 Shortlisted candidates will be invited for interview during week commencing 13th December 2021. 

 Lambrook encourages early applications and reserves the right to close this vacancy and appoint prior to 

the application closing date if we receive a sufficient number of suitable applications. 

 Lambrook School is committed to safeguarding and promoting the welfare of children and applicants 

must be willing to undergo child protection screening appropriate to the post, including checks with past 

employers and the Disclosure & Barring Service.  

 Protecting your personal data is of the utmost importance to Lambrook and we take this responsibility 

very seriously. Any information obtained is held and processed in accordance with the relevant data 

protection legislation.  

 If you would like to discuss any aspect of the post in greater detail, please contact the Director of Finance 

mailto:finance@lambrookschool.co.uk


 

 

WHAT OTHERS SAY  

“They say they give children the ‘feathers to fly’ we say; they help them soar”  “It’s pretty bucolic: we spotted 
children cartwheeling on the croquet lawn, racing around with cricket bats and swinging from old tyres hanging 
from the trees, sporting proper rosy cheeks and a healthy outdoorsy glow. The school is anchored around a pristine, 
grand white country house, with a nursery and pre-prep on site. There’s a sense of delicious freedom and fresh air” 
Talk Education 

“Parents can’t believe their luck to have stumbles across Lambrook, wondering at how such an all-rounder country 
prep can be within such easy reach of West London. Head Jonathan Perry is one of a kind, and parents marvel at his 
ability to proffer a smiling welcome each morning, come rain, shine or minus two degrees. There is a real outdoor 
culture: little ones have wellies and waterproof all-in-ones so they can romp freely through the 52 acres. The 
amazing facilities are ever improving: pupils are enjoying synchronised swimming in the new pool, acting in the 
Performing Arts Centre, and studying in the new Queen’s Building.”  Tatler  

“If you’re lucky enough to visit the magnificent white Berkshire mansion that is Lambrook on a sunny day, it is a 
glorious site. And if you pick a day to see the school’s 52 acres of lush prime estate at their peak of green and 
pleasantness, expect to see children playing under distinguished trees, with the cricket pitch and nine-hole golf 
course (yes, really) looking like velvet and birdsong coming from every direction….Lambrook is a happy, dynamic 
and unstuffy prep school in an idyllic pastoral setting where children are educated to the best of their potential. 
Providing a fabulous range of opportunities to broaden horizons and instil new interests.” Good Schools Guide 

“Parents love the facilities, the ridiculous choice of clubs and after-school options and the head gets a good report. 
Their children are happy, enjoy school life and are well prepared for life after Lambrook. There’s a lot to 
love.“  Muddy Stilettos 
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