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Welcome/Introduction
I am pleased that you are considering applying for the post of Head of Pre-
Prep at St Martin’s Preparatory School.

St Martin’s is a highly-regarded and much sought-after school in a strong local 
community of excellent independent schools. Our School is a happy, vibrant, 
busy and thriving environment in which boys learn and develop in a friendly 
community for pupils, staff, parents and governors alike. We consistently 
operate at a target capacity of 400 pupils and demand for places continues to 
be strong. 

St Martin’s prides itself on its strong academic reputation, combined with 
broader educational benefits, and it continues to be a key preparatory school 
to a wide range of highly successful local senior schools. 

We are looking for an inspiring leader to take forward the Pre-Prep School in 
a positive and dynamic way following the excellent work of Melanie Horn over 
the past three years. The Pre-Prep is at an exciting stage of development and 
there is tremendous potential to make a real difference in the provision for our 
youngest pupils. 

The leadership team and Governors are committed to continuing to invest in 
the Pre-Prep and to take it forward to even higher levels of success. This is an 
excellent opportunity for an ambitious Early Years/Key Stage One practitioner 
to not only lead their own department but also play a significant role in the 
running of a large and highly successful preparatory school.

If you believe you have the right skills and experience and this role excites 
you, I would be delighted to hear from you.

Simon Dunn, Headmaster
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Setting 
St Martin’s is a preparatory school for just over 400 boys aged 3 to 13 and is 
set on a pleasant green site with 12 acres of grounds. It was originally founded 
in 1922 as a day and boarding school, although boarding was phased out in 
1994. Today, the School has a Pre-Prep department for EYFS, Years 1 and 2. 

The School is situated in Northwood, Middlesex, just to the northwest of 
London, in the London borough of Hillingdon. It is very accessible with regular 
Metropolitan Line rail services into central London from nearby Northwood and 
Moor Park stations as well as local bus services. The School is also an easy 
drive from Northwood, Rickmansworth, Watford, Pinner, Ruislip, Harefield, 
Bushey and Oxhey, although some boys travel from further afield.

Facilities 
While it is nearly 100 years since the School was founded, it has excellent, 
modern facilities that enable sport, science, Art, Music, Drama and Computing 
to be offered from a very young age and which continues to invest to ensure 
it offers the highest quality education. Recent improvements include a new 
Computing Suite, and EYFS outdoor provision. The School has a Performing 
Arts Centre, two new science laboratories, an Early Years Centre an Art/DT 
suite, two libraries, a nature reserve, a Sports Centre with indoor swimming 
pool and outdoor pitches.

The Pre-Prep has dedicated facilities including bright, spacious classrooms, a 
playground, kitchen and library. The Nursery is housed in the Stanley Building 
which is adjacent to the main Pre-Prep building.

Admissions
St Martin’s is an academically selective school. Entrants join the Pre-
Prep aged either 3 or 4, or into the Prep school from 7 years of age. Most 
families come from the local and surrounding areas and from professional 
backgrounds, and most boys remain at the School until Year 8 after which they 
join independent senior schools. The School has a variety of different ethnic 
backgrounds and cultures. 

For those joining the Nursery, they are invited for an informal visit/assessment 
accompanied by their parents in the November of the preceding year and this 
is done in groups of around eight children. During this time, they are observed 
and monitored by school staff and participate in a number of activities and mix 
with current pupils. Thereafter, offers are made. 

For entry into Reception at 4+, assessment takes place at the start of the 
January with offers following shortly after for entry in at the September entry 
point later in the year. The tasks in the assessment are play-based and they 
test learning behaviours such as listening and attention, general conduct, and 
interaction with peers. There are 44 places available in Pre-Prep Reception 
(two classes of 22 each with a teacher and classroom assistant) although 
current Nursery children usually account for a considerable number of places. 
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Ethos
The School prides itself on being a dynamic, friendly and caring community 
and it values the qualities of courtesy, sportsmanship and consideration  
of others. 

The mission statement is “to provide boys, aged 3 to 13, with the breadth of 
education and experience for them to realise their full potential at school in a 
safe and friendly environment, and to be well prepared for future life”. 

A strong and happy family community is the basis on which St Martin’s 
educates and nurtures. The governors, teachers, pupils and parents work 
together to recognise skills, develop potential and support and care for each 
boy throughout their time at the School. 

As a multi-cultural ‘family’, boys are encouraged to understand and value the 
best in every contribution. The mission statement is supported by a number of 
values which are: 

• Confident citizens: St Martin’s teaching programme aims to develop self-
confidence and inner belief in its pupils. 

• Involved in the community: each boy is involved in appropriate 
community projects throughout their time at St Martin’s. 

• The best start in life: a good education based on a wealth of teaching 
experience, exceptional facilities and well-balanced learning that develops 
young boys into well-rounded, caring young adults.

• Outstanding facilities: enthusiasm for new challenges through superb 
academic and co-curricular facilities.

• Dedicated to achievement: pupils are expected to achieve their full 
potential and the School helps them achieve.

• Committed to family values: pastoral care is a high priority and every form 
teacher takes primary responsibility for their pupils’ social development. 

The School has a Christian ethos but welcomes pupils from all faiths  
and none.
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Leadership  
and governance 
The Head of Pre-Prep reports to the Headmaster who leads the School 
supported by a Leadership Team (LT) that focuses on strategic matters and a 
Management Team (MT) that focuses operational matters. The LT comprises 
four Assistant Heads (including the Head of Pre-Prep), the Bursar and the 
Headmaster. The Head of Pre-Prep reports directly to the Headmaster. 

The LT/MT is supported by an experienced team of motivated and inspiring 
teachers focused on bringing out the talents, abilities and strengths of  
each boy.

The School has undergone regular ISI inspections, the most recent of which is 
a Compliance Report in 2017, which can be read here.

Co-curricular 
A wide ranging co-curricular programme is offered in sport, music and drama. 
Music, ICT, Art and DT are regarded as key aspects of the curriculum, and a 
large number of pupils learn a musical instrument. They also develop inter-
personal skills as they learn to collaborate and co-operate with their peers. 

Boys play football, rugby, hockey and cricket and they also take part in 
cross-country running, swimming and athletics. The School has a strong local 
reputation in inter-school matches. 

Pastoral 
Pastoral care is given a high priority with all teachers nurturing the social 
development of the boys. There is a warm family orientated atmosphere within 
the School which is reinforced when boys join Patrols in Year 2. The School’s 
system of ‘Inter-Patrol’ activities encourages teamwork and introduce the boys 
to the responsibility of supporting their peers. 

Boys learn to be courteous, confident and articulate individuals in a happy, 
caring, family environment. St
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www.isi.net/school/st-martin-s-school-7012


Academic
The boys in Nursery and Reception follow the Early Years Foundation Stage 
with a balance of pupil and teacher-initiated activities. They enjoy learning 
through play and are guided to listen, observe and ask questions to harness 
their curiosity. They also initiate some of their own learning – to learn the basic 
principles of language, to begin reading, and to do number work.  
Information technology is an integral part of the teaching and French is 
introduced in Reception.

All the boys’ achievements are celebrated through a culture of praise, the 
display of work throughout the School, and public presentation of awards. The 
curriculum is enriched with outside visitors, wide-ranging educational visits, 
and extra-curricular activities.

From the Nursery upwards, there is a ‘Before and After School Care’ facility, 
which is available from 7.30am until school starts and then from 3.00pm to 
6.00pm (for an extra charge). The boys take part in a variety of activities which 
include outdoor play, bikes and trikes, short tennis, cookery, arts and crafts, 
board games and story time.

As they move up the School, and building on the Early Years Foundation 
Stage, the boys study the core subjects of English, maths and science and the 
curriculum broadens to include art, computing, music and the humanities to 
stimulate their curiosity.

St Martin’s offers a wide range of core and specialist teaching. Class sizes 
are small to ensure each pupil benefits from the best possible attention and 

support. There is a system of regular communication between the School and 
home that ensures a positive working partnership. 

Year 3 boys benefit from working in smaller classes, allowing a greater focus 
on the individual. Learning encompasses a wider range of skills and is more 
formally subject based.

As they progress into Year 5, boys gain greater independence and take 
responsibility for personal organisation. Specialist subject teachers provide 
the academic rigour to meet the extra challenges of the 11+ and 13+ Entrance 
and Scholarship examinations for senior school places. 

St Martin’s prepares boys for a large number of Independent senior schools 
which include Merchant Taylors’, Haberdashers’ Boys, Harrow, The School 
John Lyon and Aldenham. The School has an excellent record in recent years 
of academic, sporting, music, DT and all-rounder scholarships.

The vibrant curriculum is enriched by a range of after school activities and 
educational trips and the teaching programme is designed to create happy, 
considerate young people with the confidence to make intelligent decisions 
and seize opportunities. Involvement in community projects expands their 
sense of responsibility and compassion for others.

Throughout their time at St Martin’s, boys are prepared for the challenges  
that lie ahead. They leave the School as independent, well-equipped, 
collaborative learners, with an excellent work ethic and prepared for the next 
stage of their education.St
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Job Description
Role Head of Pre-Prep

Job Purpose Working with the Headmaster and the Leadership Team 
(LT), the Head of Pre-Prep will have overall responsibility 
for leading the Nursery, Reception, Year 1 and Year 2 in 
order to help ensure that the statutory requirements of the 
EYFS are met and that aspirations are high for all boys, in 
line with the aims and ethos of the School.

Accountable to: Headmaster

The following items are included in the professional duties which a 
schoolteacher may be required to perform under the reasonable direction of 
the Headmaster.

Responsible for:
The Head of Pre-Prep will be a member of the Leadership Team as an 
Assistant Head and will work closely with the Headmaster and LT to generate 
and deliver the pastoral and academic vision and direction of the Pre-Prep. 
They will line manage Pre-Prep teaching and support staff.

Accountabilities
1. Policy/Strategic direction and development

• Develop and promote an accessible policy and action plan for the Early 
Years Foundation Stage and Key Stage 1 and keep these under regular 
review to ensure that policy and planning take account of the School’s 
changing needs and are appropriate to the full range of boys’ needs.

• Take the lead in ensuring that whole-school policies and strategies are 
embedded in planning throughout the phases.

• Assist the LT with the development and monitoring of policies and plans  
for the School as a whole to ensure that they take appropriate account of 
these phases.

• Complete the EYFS health and safety SEF (and/or Risk Assessment)  
each year.

• Ensure compliance with the statutory requirements of the EYFS and 
facilitate any moderation visits.

2. Teaching and learning

• Working with the Assistant Head Academic, lead the development and 
monitoring of curriculum provision for the phases to ensure continuity and 
progression, and the development of cross key stage/cross curricular links.

• Promote excellence and inspiration in learning and teaching as a lead 
practitioner and leading by example; consult and advise colleagues in order 
to establish creative, responsive and effective approaches to teaching 
throughout the School.

• Monitor, evaluate and review classroom practice; celebrate excellence; 
advise and update the LT on progress throughout the Pre-Prep including 
under-performance of boys and staff.

• Collate, disseminate and ensure effective use of relevant pupil assessment 
data to inform future teaching.

• Successfully manage the transition within the Pre-Prep and into Year Three.

3. Co-curricular activities

• Ensure balance and promotion of the Pre-Prep’s inclusion in all co-
curricular activities and contribute actively to this provision.

4. Pastoral care

• Monitor, evaluate and assess pastoral welfare of boys within the key stages. 
Ensuring continuous and consistent focus on boys’ achievement and all-
round development.

• Co-ordinate responses to the pastoral needs of boys throughout the  
Pre-Prep.

• Plan and lead the assembly provision.

5. Leadership & management of others

• Provide leadership for colleagues within the phases, inducting, developing, 
deploying, motivating and appraising teaching and support staff.

• ensuring that they have clear expectations of their roles, and that high 
performance standards are achieved and maintained.

• Work effectively with the Pre-Prep Deputy and Key Stage One Lead as part 
of the Pre-Prep Management Team.

• Develop and maintain a culture of high expectations for self and others.

• Regularly review own practice, set personal targets and take responsibility 
for own development.

• Line management responsibility for Early Years and KS1 teaching and 
support staff.



6. Key partnerships

• Build effective partnerships with parents to ensure:

• a shared understanding between school and home about pupil 
progression, and how parents can support their child.

• an excellent local reputation for the School through the promotion, 
profile and success of the department.

• co-curricular activities that enrich the timetabled curriculum experiences.

• Promote the department’s excellence and reputation of the School through 
public occasions (parents’ meetings, Open Days, workshops, prize giving).

• Develop links outside the School in order to increase opportunities for 
sharing good practice, learning opportunities for boys etc.

• Take responsibility for the Pre-Prep Parent Handbook.

7. Training & development of self and others

• Ensure that training needs within the department are identified, 
appropriately met, and that all members of the Pre-Prep are active in their 
own personal and continuous professional development.

• Lead/co-ordinate/organise, (as appropriate) phase-related INSET initiatives 
to offer support, guidance, innovation and motivation to colleagues, in 
liaison with the Head.

8. Management of resources

• Ensure that appropriate, well-maintained resources are available throughout 
the department and identify future resource needs and aspirations for 
consideration in the School budget planning process.

9. Monitoring, evaluation & assessment

• Participate in the School’s monitoring and evaluation cycle, providing 
constructive feedback and targets in order to raise standards throughout 
the Pre-Prep.

• Make effective use of performance benchmark data in for monitoring, 
evaluating and assessing aspects of the School’s work to ensure continuity, 
progression and the achievement of consistently high standards.

10. Safeguarding

• Support the work of the Safeguarding Team in safeguarding all boys in the 
Pre-Prep.

General requirements
All school staff are expected to:

• Work towards and support the School vision and the current School’s 
objectives outlined in the School Development Plan.

• Contribute to the School’s programme of co-curricular activities.

• Support and contribute to the School’s responsibility for  
safeguarding students.

• Work within the School’s health and safety policy to ensure a safe working 
environment for staff, students and visitors.

• Work within the Equal Opportunities Policy to promote equality of 
opportunity for all students and staff, both current and prospective.

• Maintain high professional standards of attendance, punctuality, 
appearance, conduct and positive, courteous relations with students, 
parents and colleagues.

• Engage actively in the performance review process.

• Adhere to all school policies. 

• Undertake other reasonable duties related to the job purpose required from 
time to time.

Review and Amendments
• This job description should be seen as enabling rather than restrictive and 

will be subject to regular review.
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Person Specification
Skills Required

Excellent classroom teaching skills Essential

Ability to communicate effectively and efficiently orally and in 
writing

Essential

Effective interpersonal skills Essential

Observational skills plus the ability to feedback constructively  
and sensitively

Essential

Ability to share/evaluate/review/implement current/new practice Essential

Adaptability Essential

Able to create effective links across the whole school Essential

Attitude/approach

Enthusiasm for promotion of EYFS & KS1 and able to communicate 
vision for the future direction of the phase

Essential

Tactful and diplomatic Essential

Approachable and helpful attitude towards boys, colleagues and 
parents

Essential

Value and promote inclusion and have the skills to run an inclusive 
and diverse school community

Essential

Knowledge Base

Understands the nature of the EYFS and KS1 and has a secure 
phase knowledge

Essential

Has knowledge of current educational developments including 
Early Years

Essential

Has a thorough knowledge of the teaching standards Essential

Give clear direction that enables boys to achieve the highest quality 
education

Essential

Has knowledge of the policies/plans of the whole school Desirable

Qualifications/Attainment

Qualified Teacher status Essential

Evidence of continuing professional development in the field of 
Early Years

Desirable

Experience

Experience in leading INSET/supporting colleagues/professional 
development

Desirable

Experience of line-managing others Essential

Experience of Leadership Essential
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In addition, all staff are expected to:

• manage their time effectively.

• encourage a high level of motivation in the boys.

• use technology to good effect.

• offer a high level of pastoral care to the boys.

• develop a culture of mutual respect with the boys.

• empathise with boys, staff and parents.

• communicate effectively with boys, staff and parents both verbally  
and in writing.

• be flexible, well organised and professional.

• be adaptable and a team player.

• demonstrate emotional resilience.

• be willing to be involved in all aspects of School life.

The successful candidate’s responsibility for promoting and safeguarding the 
welfare of boys and young persons for whom they are responsible, or with 
whom they come into contact, will be to adhere to and ensure compliance 
with the School’s Safeguarding Policy at all times. If in the course of carrying 
out the duties of the post the postholder becomes aware of any actual or 
potential risk to the safety or welfare of boys in the School, they must report to 
the School’s Designated Safeguarding Lead and to the Headmaster. 

Remuneration
The successful candidate will receive an attractive salary package according 
to experience and expertise. A three bedroomed family house at a significantly 
reduced rent is available for the successful candidate should they require it 
and there is fees remission available for any sons of the postholder attending 
St Martin’s. The School is currently a member of the Teachers’ Pension 
Scheme and the post also benefits from private medical insurance for the 
successful applicant (and their immediate family if appropriate).St
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APPLICATION PROCESS
Interested candidates are invited to contact RSAcademics by email or 
telephone to arrange a confidential discussion with Jenny Funnell, the Search 
Consultant handling this appointment or Brodie Bibby, the Senior Advisor: 

Jenny Funnell, Search Consultant,  
jennyfunnell@rsacademics.com 

Brodie Bibby, Senior Advisor, 
brodiebibby@rsacademics.com 

The deadline for receipt of applications is 10.00am on Monday 11  
October 2021.

Applications should be made electronically to RSAcademics. To submit your 
application, please upload your documents according to the instructions on 
the RSAcademics website. If you have any questions about uploading your 
application documents, please contact Julia Coffey, Project Coordinator at 
applications@rsacademics.com. Julia can also be reached by calling our Head 
Office on +44 (0)1858 383163.

The process is as follows:

• All applications will be acknowledged by email. If you have not received 
acknowledgement that your application has been received within two 
working days of sending it, please contact our Head Office by telephone.

• Selected candidates will be invited for a preliminary interview online with 
Brodie Bibby and Jenny Funnell in the week commencing Monday 11 
October 2021.

• Final round interviews will take place at the School in early November 2021.

*Note: the arrangements for final interviews may be subject to change in the 
light of prevailing public health restrictions.

St Martin’s Preparatory School is committed to safeguarding and promoting 
the welfare of children and the successful applicant will be subject to an 
enhanced disclosure through the Disclosure and Barring Service.

Founded in 2002 by Russell Speirs, RSAcademics specialises in schools, in the UK and internationally. The company advises on business strategy and 
strategic marketing, development and fundraising, leadership consultancy and the search and selection of Heads, Chairs of Boards, Bursars and other 
senior staff. Comprising a team of exceptional talent and experience, RSAcademics provides a high-quality service to schools with rigour, expertise and 
warmth. RSAcademics is committed to promoting diversity and inclusion in schools. Please visit www.rsacademics.com for more information.
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