
HEAD OF PREP SCHOOL
CANDIDATE INFORMATION 



DEAR APPLICANT
We are so pleased that you are interested in applying for the post of Head of Prep at 

St Helen’s. I hope this pack gives you a sense of the school and what we are looking 

for as we make this important decision.

St Helen’s is a large, thriving all-through school, and many of the girls who leave us at 

the end of Year 13 have been with us since Nursery or Reception. We are ambitious 

for all our pupils and committed to ensuring that every girl achieves her potential, has 

the skills to embark upon an exciting and fulfilling future, is able to deal with whatever 

life throws at her with a calm resolve and a sense of fun and is ready to go out into 

the world and make a difference. Our GCSE results put us very securely into the 

top 50 UK independent schools each year. However, we give our pupils much more 

than just academic success: our co-curricular programme is rich and varied, and our 

pastoral care ensures that every girl is valued and cared for.

Over the past four years, the Prep School has undergone significant changes to 

become a cohesive, successful community offering an academically challenging 

curriculum alongside an outstanding range of co-curricular opportunities. We 

negotiated the different challenges presented by Covid-19 with creativity and 

determination, and our pupils benefitted from the highest standards of remote 

learning and virtual pastoral care during the two lockdowns and then returned to a 

safe and nurturing environment at school. Our outgoing Head has raised standards 

in every aspect of the Prep School and successfully created an atmosphere and 

ethos which encourages everyone to become the best version of themselves and 

reach their potential – staff and pupils alike. The new postholder will be committed to 

working with staff, parents, pupils and Governors to build on her excellent work.

The successful candidate will be a confident and experienced leader who enjoys 

the benefits of working in a happy and thriving all-through school. They can expect 

to play a key role in the strategic development of St Helen’s as a member of the 

Executive Leadership Team.

If you have the right mix of skills, experience and enthusiasm, we would very much 

welcome your application. 

Best regards,

Mrs Alice Lucas 
Head



OVERVIEW
St Helen’s is a leading independent day school for more than 1,150 girls aged 3–18. 

The school was founded in 1899 by May Rowland Brown, a passionate believer in 

girls’ education. The Prep School is a vibrant and busy part of the school where the 

aim is to encourage the girls to make the most of their talents and passions.

The school is situated on a spacious and scenic 21-acre site in the heart of 

Northwood, Middlesex and is close to good public transport links. The nearest 

underground station (Metropolitan Line) is adjacent to the school, and the journey  

to central London takes around 30 minutes. The school also lies within easy reach  

of Hertfordshire and Buckinghamshire, including Watford and Rickmansworth,  

just 15 minutes’ drive from the M25 (Junction 18), the M1 (Junction 5) and the M40 

(Junction 1). The school also runs its own bus network to bring girls to/from school 

every day. 

The school has excellent facilities that include a recently completed state-of-the-art 

STEM building, our beautiful School of Music and the Woolfson building, which is 

home to KS2 girls and staff.

The youngest years in Prep comprise the Early Years Foundation Stage and Key 

Stage 1, which are housed in two dedicated buildings. EYFS place emphasis on 

child-initiated learning and achieve high standards of literacy and numeracy, enabling 

pupils to progress confidently to more structured activities at Key Stage 1. Key Stage 

2 enjoy a range of modern, specialist facilities, including specialist Art, Drama, DT, 

Music and Science rooms in the stunning Woolfson building.

St Helen’s Prep is an active member of the Independent Association of Prep Schools 

(IAPS), and the current Head is on the District Committee.



ETHOS
The school’s ethos is that our pupils will be:

“brave and true, ever intellectually curious.  
They will believe they can do anything.  
They will want to explore how they can  
best interact with the world around them  
and make a difference for the better in  
their own way. They will be ready for  
whatever the future brings.”

Our pupils will be:

• excited about their learning, always asking the question ‘why?’

• independent, adventurous and ambitious

• the problem-solvers and trailblazers for tomorrow

• always guided by integrity and their own strong moral principles

• compassionate towards themselves and others and celebrate diversity

The school’s aims are:

• to provide each and every girl with the opportunity and means to achieve 

academic excellence

• to provide our pupils with the personal skills, emotional resilience and confidence 

to achieve their full potential through a varied, rich and challenging extra- and  

co-curricular programme

• to know, value and respect all girls as individuals so as to best support them on 

their journey through the school

• to ensure that the girls are ready to play a full and active part in their communities 

and in an interconnected digital world



LEADERSHIP  
AND GOVERNANCE
The school is constituted as a company limited by guarantee. It is governed by the 

Council of Governors, who are members and directors of the Company and who are 

also trustees of the Charity. The Governors and their sub-committees generally meet 

once each term. There are five sub-committees: Education, Estates & Finance, Risk, 

HR, and Enterprises.

The successful candidate will report to the Head of St Helen’s, Mrs Alice Lucas, 

and will join the Executive Team comprising the Head, Head of Prep, Deputy Head 

Pastoral, Deputy Head Academic, Deputy Head Operations and the Business 

Director. The Head of Prep leads the Prep Leadership Team comprising the two 

Deputy Heads of Prep, SLT secondee and four Phase Leaders.

The school also has an independent trading subsidiary called St Helen’s Enterprises 

Ltd, overseen by a separate Board of Directors. It facilitates the school’s physical 

assets, hiring them out for sports activities and events and the profits from this help 

fund school bursaries.

St Helen’s School was inspected by the Independent Schools’ Inspectorate (ISI) in 

2016. It was graded excellent in all categories. A Regulatory Compliance inspection 

was carried out in September 2019, and the school was compliant in all areas.  

These can be read on the school’s website here.

ADMISSIONS
St Helen’s is an academically selective school, and entry points for the Prep and Pre-

Prep are Nursery (3+) and Reception (4+), which are both oversubscribed.

Girls wishing to join the Nursery or Reception are aged 3 or 4, respectively,  

by 1st September in the year of entry. After parents apply, their daughters are  

offered places following observations made during assessments (online or in person). 

References and/or a school report may be requested from their current school  

(if applicable).

For entry to Reception, girls are invited to the Prep School to participate in a number 

of age-appropriate activities. These are observed by our teaching staff. Shortlisted 

girls are then invited back for a one-to-one meeting with a member of the Prep 

Leadership Team, which offers the opportunity to get to know applicants on an 

individual basis. Offers of places are made on the basis of the play session and the 

one-to-one meeting. A reference and/or school report is also requested from the 

applicant’s current school (if relevant).

Scholarships and bursaries are available to pupils in the Senior School only. 

http://www.sthelens.london/about/inspection-reports/


ACADEMIC STANDARDS
Academic excellence is a core part of the offering at St Helen’s, with a curriculum 

designed to offer a well-balanced education that develops each pupil’s intellectual, 

creative and physical abilities to the full.

The curriculum offers breadth, balance, stretch and challenge to all pupils across the 

school, including at prep level. This includes the development of:

• numeracy and literacy

• language acquisition

• scientific skills and understanding

• digital and emotional intelligence

• creativity, design and performance skills

Our aim is to ensure that every pupil develops the critical ‘Learner Habits and 

Character Attributes’, which the school believes are essential for success in 

education and life. By nurturing these key characteristics, the school empowers its 

pupils to be critical thinkers and to develop a life-long love of learning and a strong 

sense of right and wrong.

LEARNER HABITS CHARACTER ATTRIBUTES

• pursuit of knowledge • courage

• problem-solving • integrity

• creativity • ambition

• metacognition • kindness

Teaching in the Prep School is characterised by being creative, child-led and 

exploratory to meet the girls’ needs. Most working is collaborative – in pairs or small 

groups – and girls are encouraged to take intellectual risks and explore areas of 

interest. The school believes in a broad rather than a ‘fast’ curriculum and for deep 

and meaningful learning.

At EYFS level, the emphasis is on imaginative, play-led, child-initiated activity in small 

groups and individually, covering all parts of the EYFS Foundation stage curriculum 

and beyond. Much of the learning is done outside with a designated Assistant 

Teacher for outdoor learning. There is specialist teaching for Drama, Music, PE and 

Ballet for all girls. Girls also have swimming lessons every week from the summer 

term of Nursery.

At Key Stage 1, the learning becomes more classroom-based, with separate subjects 

taught in a more formalised way. Girls receive specialist teaching for French, Drama, 

Music, PE and Ballet and all girls have access to class iPads to support their learning.

At Key Stage 2, the girls still have a form teacher who leads most of their lessons,  

but they have a variety of teachers to help prepare them for the Senior School  

and to allow additional specialist teaching in subjects such as DT, Art and  

Computer Science.

The school has excellent learning support, and pupils with identified learning needs 

have a bespoke Learning Profile which they and their parents review and contribute 

to each year in partnership with the Head of Individual Needs. Teachers adapt their 

lesson planning and resource creation to the needs of every pupil. The team also 

liaises on behalf of pupils and parents with outside agencies and examination boards 

to make sure that every pupil can achieve their potential.



CO-CURRICULAR  
PROVISION
Pupils in EYFS, KS1 and KS2 explore and play in three well-resourced playgrounds 

and are encouraged to take positions of responsibility. For example, pupils in EYFS 

may be asked to become an ‘Eco Elf’, and in KS1, they may be elected to the School 

Council or the Eco Council. All Year 6 girls are part of one of our responsibility teams.

All pupils from KS1 upwards are encouraged to take part in a wide range of lunchtime 

and after-school clubs, with choices such as woodwork, board games, chess club, 

cooking, knitting, mindfulness or table tennis. Music is strong, and girls take part 

either in after-school music lessons, where they are introduced to violin and cello in 

small groups, or can join a variety of ensembles, including the Prep School Orchestra 

or Jazz Band.

On the sporting front, the Prep School benefits from the facilities at the Senior School 

that include a floodlit astroturf pitch, a six-lane swimming pool, five netball courts, a 

fitness studio, a dance studio and a four-badminton-court Sports Hall. Girls may trial 

for the Prep School swimming squad (from Year 3) and the dance, gym or netball 

squads (from Year 5), where they can compete against other schools. There are 

additional inclusive co-curricular sports clubs for all pupils to enjoy, irrespective of 

squad selection. 

PASTORAL CARE
St Helen’s is a warm, friendly and supportive environment where every pupil is 

known, respected and celebrated for who she is. The happiness and well-being of 

each pupil lie at the heart of the school’s pastoral ethos, which is one of self-respect, 

tolerance and kindness.

All staff are involved in caring for and supporting the pupils. Each pupil is a member 

of a small, cohesive form group with a designated form teacher (Prep School).  

Each section of the Prep School has a ‘Phase Leader’, responsible for two years,  

and the system of pastoral care across the whole school is overseen by the Deputy 

Head Pastoral.

There is also a House system, and all girls from Years 1–6 are in one of our four 

Houses: Nightingale, Earhart, Curie and Keller. Pupils elect Year 6 House Captains, 

attend House meetings, and the girls earn House points for academic effort or good 

behaviour. There are inter-House competitions in swimming and singing that are 

designed to integrate the girls and foster positive relationships.

There is a designated Welfare Room in the Prep School where girls can be looked 

after by the Welfare Team. This team consists of an experienced paediatric-trained 

Nurse and a Welfare Assistant based in the Prep School who are on site from 8am 

until the end of co-curricular activities in the evening. The Welfare Team is also 

available to meet with parents and discuss and devise care plans for any child with 

specific medical or physical needs. 

The Pastoral team at St Helen’s is the first port of call for pupil well-being, and girls 

can speak to a range of counsellors. In the Prep School, this is called the ‘Listening 

Ear’ service, and the counsellor works closely with parents. There is also a multi-

sensory Sunshine Room in KS2, which is a peaceful and quiet ‘safe’ room for girls to 

use when needed.

The school has a bespoke PSHCE learning programme that runs throughout the 

school dealing with age-appropriate topics and issues. In Early Years, this might 

include enabling the girls to meet people such as the local policeman, a dentist and 

the fire service, and in older Prep Years, topics such as democracy or the safe use of 

technology are covered.

The whole St Helen’s community is moving towards being a coaching community, 

and, to this end, all the Prep School staff have been trained in coaching techniques 

and are increasingly using these in conversations with peers, managers and pupils. 



COMMUNITY:  
PAST AND PRESENT
The school seeks to develop and maintain positive and durable relationships with the 

wider community – comprising alumnae, parents and friends of the school.

Each class in the Prep School has a ‘class rep’ who liaises with the school and  

helps to arrange and support community events and school events for parents, 

including quiz nights, fundraising has, over the years, provided the Prep School with 

a secret woodland for outdoor learning and exploration, play equipment, Parent 

seating for the Prep Hall and instruments for the Music Department. Through the 

class rep system, parents are also involved in helping on outings and many enriching 

activities for the pupils. Examples include running a ‘Secrets Room’ where girls 

can ‘shop’ for their parents’ Christmas presents, parties for phases and the Harvest 

Festival. Parents are involved in their daughters’ lives in the Prep School in many 

ways through invited events such as ‘Lunch with your daughter’, Book Looks and 

‘Learn with your daughter’ mornings, as well as through termly formal feedback 

reports and parents’ evenings.

St Helen’s also runs a successful alumnae association. Notable former pupils  

include Dame Barbara Mills, former Director of Public Prosecutions; television 

journalist Louisa Baldini; Patricia Hodge OBE, actress; Penny Johnson,  

Director of the Government Art Collection; and Joan Eardley, painter.



JOB DESCRIPTION

LEADERSHIP AND VISION
• Contribute to the strategic development of the whole school

• Lead the Prep Leadership Team to ensure the highest standards of teaching and 

learning, pastoral care, academic progress and co-curricular provision across the 

Prep School

• Ensure that every child fulfils her academic potential, is valued as an individual, and 

has the opportunity to develop the full range of her talents

• Develop the strategic aims and objectives of the Prep School in line with the 

whole-school strategic plan and strategic planning cycle

• Ensure that our Prep School provision is ambitious, thought-provoking and caring 

and that this is communicated effectively to all current and prospective parents

• Prepare the pupils for a successful transition to the Senior School at 11+ and work 

with the Head to improve retention of Y6 into Y7

• Work with other members of the school community to promote the school within 

the wider local community and build relationships with neighbouring maintained 

and independent prep and pre-prep schools

• Ensure that St Helen’s is the leading independent school choice within the 

school’s  catchment area

• Be responsible for the management of the budget for the Prep School and ensure 

that the most effective use possible is made of all available resources

• Lead phase-specific curriculum development and staff professional development

• Successfully market the school to all stakeholders

WHOLE-SCHOOL LEADERSHIP  
AND MANAGEMENT
• Contribute to the school’s operational plans and development

• Contribute to the general management and day-to-day running of the school

• Liaise effectively with all members of the school’s Senior Leadership Team on 

whole-school issues

• Promote the school’s ethos, aims and objectives to stakeholders

• Support whole-school events, including after-school, evening and weekend 

commitments

• Represent the school and deputise for the Head as required

PASTORAL AND CO-CURRICULAR
• Ensure that every girl is known, valued and feels happy and secure

• Ensure the effective oversight of the external provision of before- and after-school 

care for pupils in the Prep School

• Ensure girls have access to a broad, vibrant and age-appropriate co-curricular 

programme

• Ensure staff and pupils are aware of the expected standards of behaviour and 

monitor  behaviour throughout the primary phase

• Ensure that the girls learn to respect and care for others

• Ensure the continued growth of the Prep School as a coaching community both for 

staff and pupils



ACADEMIC
• Work with all members of the Prep School team to achieve the highest standards of 

teaching and learning for all pupils from Nursery to Year 6

• Ensure that the curriculum in each section of the Prep School is vibrant and 

creative and engages all learners

• Promote and support the highest standards of planning and lesson delivery, 

implementing schemes of work and evaluating teaching across the Prep School

• Ensure staff are given appropriate support and guidance so that marking, 

assessment for learning and feedback promotes outstanding progress

• Work with the teachers to promote best and innovative practices to enrich the 

range of learning and teaching styles in the school, especially with regard to whole-

school initiatives, for example, our drive to Teach to the Top and Scaffold Down

• Work in close partnership with the Head of Middle School to ensure a smooth 

transition for pupils moving from the Prep School to the Senior School

• Lead pupil review meetings

• Ensure that planning, assessment, target-setting, recording and reporting systems 

are implemented in line with school policy

• Organise and lead meetings with staff to ensure that continuity and progression of 

pupils’ learning is maintained across each phase

• Monitor standards within each phase, analysing data from school tracking systems 

and base-line tests, and use this information to ensure that required support is 

provided and evaluated

• Ensure that pupils with individual needs are identified swiftly and sensitively and 

that they receive appropriate support

MANAGEMENT OF STAFF
• Lead, motivate and manage teachers, teaching assistants and support staff across 

the primary phase

• Enable all teachers to achieve expertise in planning and teaching through 

example, support and by leading or providing high-quality professional 

development opportunities

• Review the performance of teachers and assistant teachers in line with  

school policy

• Promote a culture of personal and professional development and manage  

the annual professional review process (PDRs) for teaching staff across the  

Prep School

• In conjunction with the Head, recruit and appoint all teaching staff and assistant 

teachers who work in the Prep School

SAFEGUARDING AND COMPLIANCE
• Ensure the Prep School meets all of its obligations in relation to health and  

safety, ISI, OFSTED and Department for Education Regulations, EYFS framework 

and other statutory requirements

• Ensure appropriate management of safeguarding issues



SKILLS AND QUALITIES
ESSENTIAL DESIRABLE

Education • Educated to degree level with Qualified Teacher Status

Skills/Knowledge
• Strong relationship-building and communication skills

• Thorough knowledge and understanding of the Early 
Years Foundation Stage and Key Stages 1 & 2 curriculum

• A good understanding of 
the Prep and Pre- Prep 
independent school sector

Experience

• Track record in managing, motivating and leading teams 
to consistently deliver high performances as part of a 
Senior Leadership Team

• An outstanding classroom practitioner

• Deep understanding of what exceptional learning 
and teaching looks like and how to make this happen 
consistently across the school

• Experience in identifying and managing change, with 
positive and effective results 

• Experience serving as Head 
or Deputy Head

Personal Attributes

• Demonstrates personal strength of character through 
transparency, integrity and fairness

• Has a strong sense of personal accountability

• Demonstrates personal dynamism, energy and 
enthusiasm, with a positive outlook

Personal 
Characteristics

• A team player with excellent interpersonal skills

• Passionate about creative learning, with high expectations 
for all

• Values and promotes inclusion and has the skills to run an 
inclusive and diverse school community

• Organised, self-motivated, innovative, pragmatic, 
proactive, flexible, adaptable and reflective

• Committed to driving forward his/her own learning and 
professional development

• Possesses a coherent and strong vision for the future of 
St Helen’s

• Sense of humour

• Calm and kind under pressure

• Resilience in the face of challenging situations

• A strong leader with 
credibility who can build 
strong relationships founded 
on mutual respect by 
displaying strong, positive 
attributes

• Ability to balance empathy, 
thoughts and feelings with 
analysis and logic in decision-
making



APPLICATION PROCESS
Interested candidates are invited to contact RSAcademics by email or telephone to 

arrange a confidential discussion with Search Consultants Jenny Funnell, or Miranda 

Landale, or Barbara Elliott, Senior Advisor:

Jenny Funnell, Search Consultant – jennyfunnell@rsacademics.com 

Miranda Landale, Search Consultant – mirandalandale@rsacademics.com 

Barbara Elliott, Senior Advisor – barbaraelliott@rsacademics.com

The deadline for receipt of applications is 10.00am on Friday 15th 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 Barbara 

Elliott and Jennifer Funnell in the week commencing Monday 18th October 2021

• Longlist interviews will take place at school on either Thursday 4th or  

Friday 5th November 2021 

• Shortlist interviews will take place at school on either Friday 12th or  

Monday 15th November 2021

Note: the arrangements for final interviews may be subject to change in light of 

prevailing public health restrictions.

St Helen’s School is committed to safeguarding and promoting the welfare of 

children and young people. The post is subject to an enhanced Disclosure and 

Barring Service check, sight of original qualification certificates, satisfactory 

references and a medical. The post is also subject to a negative response to an 

enquiry as to whether a prohibition order has been made by the Secretary of State.

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. 

mailto:jennyfunnell@rsacademics.com
mailto:mirandalandale@rsacademics.com
mailto:barbaraelliott@rsacademics.com
https://www.rsacademics.com/current-vacancies/head-of-prep-school-st-helens-northwood
mailto:applications@rsacademics.com

