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Unlocking Individual Greatness

Head of Lower School
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“The head is clearly an outstanding leader with an inspiring vision for the school and the development of its pupils. The 
children are given the widest opportunities across Academics, Arts, Sports and Outdoor Learning. Whilst standards are 
very high here, there is a huge sense of fun and spirit that makes for very happy learners”. Current parent

Rated ‘Excellent’ ISI inspection, December 2018



Swanbourne House School is a Co-educational Day and Boarding school for 3 – 13 years. Nestled 
within 55 acres of beautiful Buckinghamshire countryside, Swanbourne House offers every child 
the opportunity to unlock their individual greatness. We impart a sense of value and self worth 
to awaken a personal discovery of talents and passions.

Aims & Values

A fun and adventurous journey to inspire and discover individual greatness.

Core Beliefs

- Academic & broader personal achievements are both important

- Individual talents are to be discovered & unlocked 

- Educating for a modern, globalized world combining knowledge and skills based learning and 
development

- We want children to be challenged and have fun and most of all find out what they are good at

- We will awaken children to feel their value and self worth

- Encourage them to make their mark on the world and leave a legacy in many different ways

- Embracing a collective of individual talents is what makes us different 

Under the visionary leadership of our Head, Jane Thorpe, the school aims to be at the forefront of

Prep School thinking and has recently re-framed its strategic position for the future. 



Our Heritage

The school began as a boys’ boarding school at St Andrew’s College, Bradfield in 1915 and moved with just 
43 boys to Swanbourne House in 1920.  

The Prep School remains situated in and around the main house, which was built in 1860 as the residence of 
Lord Cottesloe. The school became co-educational in the 1970s and a Pre-Prep was opened in the 1980s. 
Swanbourne House has progressively expanded since the early days and now boasts a modern range of 
buildings housing a number of departments.  

The Pre-Prep department is situated in a late 16th century house, known as The Manor House. The Nursery 
was opened soon afterwards and is now housed in the Coach House extension built in 1997. 

The school remains true to its boarding roots, and day pupils benefit from the ethos of a boarding school in 
which the range of activities and the wrap-around care extend into the evening. Flexi-boarding is strong and 
complements the life of the weekly and full boarders. A large number of pupils move on from Swanbourne 
House to board at a wide variety of prestigious Senior Schools.

In 2020, the School will be celebrating its 100th year with a stand-out programme of Centenary celebrations.  
This school will not only look back at its rich history with its Alumni but will celebrate the legacies that are 
yet to come from an education at Swanbourne House. 

As a country school, we are an integral part of the wider Swanbourne village community. Children come to 
us from the surrounding areas and some from further afield.  We prepare our children for entry into leading 
independent senior schools including Eton, Harrow, Cheltenham Ladies’ College, Wellington College, 
Oundle, Uppingham, Rugby, Stowe, Marlborough, Bloxham and Malvern  in recent years.



We are incredibly proud of the breadth of our offering and the opportunities we provide 
for our children and staff to unlock their individual greatness. Our employees are 
encouraged to be active members of our school community.

. 

Full, Weekly & Flexi Boarding

Extensive Wrap Around Care

Chapel

Enrichment Program

Digital Leadership

Outdoor Learning

Sports and Games Played Daily 

Curriculum Music and Performing Arts

LAMDA

DT, Art & Science Centre

ICT & Technology In Action 

Senior School Masterclasses

Personal Tutors

Inter-House Competitions & Events

Internal Scholarships

Scholarships to leading Senior Schools
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Governance

The School is a registered charity, the most recent return to the Charity Commission can be viewed at:

http://apps.charitycommission.gov.uk/Showcharity/RegisterOfCharities/FinancialHistory.aspx?RegisteredCharityNumber

=310640&SubsidiaryNumber=0

The School is a member of the following independent school associations: IAPS, BSA, ISBA and AGBIS and it is 

inspected regularly by the Independent Schools Inspectorate (ISI). ISI’s most recent reports can be accessed on the 

School’s website at: http://www.swanbourne.org/Inspection. The School was recently awarded an ‘Excellent’ in all areas 

in its most recent ISI Inspection report (December, 2018).

The Governors - The Board of Governors meet at least once a term and act as the School’s proprietor.  There are a 

number of sub-committees that oversee delegated functions: Education;  Governance, Marketing & Communications; 

Development; Finance and General Purpose. These committees also meet once a term and the Head attends all these 

meetings. Members of the Board are drawn from within the local community and further afield. They provide a wide 

range of experience and a diverse range of skills and offer significant support to the School’s leadership team.  Profiles 

for our Governors can be found at:  http://www.swanbourne.org/Governors

The Staff – The Head is supported by a Senior Leadership Team which will include the Head of Lower School. There are 

over 60 teaching staff and Swanbourne House employs over 160 people making the School one of the largest 

employers in the local area.

http://apps.charitycommission.gov.uk/Showcharity/RegisterOfCharities/FinancialHistory.aspx?RegisteredCharityNumber=310640&SubsidiaryNumber=0
http://www.swanbourne.org/Inspection
http://www.swanbourne.org/Governors


THE CANDIDATE

• This is an exciting opportunity to lead and care for the youngest pupils at Swanbourne House School at both an operational and strategic level.  The post holder will have oversight of the 

academic and pastoral provision of the Lower School (Nursery to Year 4). It is anticipated that the post holder will not teach a specific curriculum subject or class but will mentor the Lower 

School teaching staff and model outstanding teaching practices. He/she will offer cover when Lower School staff are absent. 

• The Head of Lower School will have a solid understanding of the importance of building relationships between pupils and adults. They should be knowledgeable regarding the best practices of 

a variety of educational approaches and fully understand the importance of providing a progressive pedagogy that builds a strong literacy and numeracy framework that will be the foundation 

of learning and understanding. A mastery of differentiated teaching in a caring, nurturing environment is expected. It is essential that the post holder appreciates that the Lower School years are 

the foundation of learning and discovery. 

• The post holder must be outgoing, receptive and eager to work with parents to promote each child's full potential. They will be passionate, resourceful, innovative, team oriented, highly 

organised and able to work independently. Excellent oral and written communication skills are required. Candidates should also have high energy and a willingness to be flexible, collaborative 

and creative. Expertise in technology to be able to fulfil a professional role in school is an expectation.

• The Head of Lower School will ensure that all pupils in the Lower School are well cared for, safe and secure in order that they may flourish. 

• It is important that he/she is regarded as the figurehead by both pupils and parents and is a visible presence in the Pre-Prep (including the Nursery section) 

and Junior School. 

• The Head of Lower School must create an atmosphere which encourages pupils to thrive and engender a strong sense of belonging. 

• The post holder must be able to think strategically and put in place plans to develop the Lower School within the whole school vision. 

• The person appointed will understand the importance of strong relationships with all stake holders, including parents and will be able to communicate 

effectively. The Head of Lower School must maintain close contact with parents and show strong interpersonal skills. 

• The post holder will, under the leadership of the current Deputy Head/Director of Teaching and Learning, develop a curriculum programme that will offer 

rigour, alongside offering the opportunity for pupils to be inspired and creative. 

• The post holder will set high standards and provide strategic leadership, accountability, and management to the Lower School team. 

Under the leadership of both the Deputy Head/Director of Teaching and Learning and the Assistant Head/Director of Pastoral Care, the post holder is 

responsible for the administrative, academic and pastoral well-being of pupils in the Lower School. 

• A key aspect of the job will be to market and promote the significant points of entry into the Lower School (Nursery, Reception and Year 3).

• The Head of Lower School must be organised and effectively disseminate information as and when required. 

RESPONSIBILITIES



Job Description

Pastoral: 
 To oversee and lead the Class Teachers in the Lower School. 

 To ensure a positive and effective induction process for all pupils joining the Lower School. 

 To ensure that all pupils are supervised appropriately, and Health and Safety procedures are in place to ensure the welfare of all pupils in the Lower School. 

 To ensure that pupils present with a clean and tidy appearance and promote positive behaviour, creating intervention strategies when pupils fail to meet the School’s 

expectations. 

 To ensure that School Rules are known and understood by all pupils and in consultation with the School’s behaviour policy and the Assistant Head/Director of Pastoral Care 

to take appropriate disciplinary action when necessary.

 To act as one of the School’s DDSLs 

Academic: 
 It is desirable that the candidate will have teaching experience across EYFS, Key Stage 1 and 2. It  is essential that the candidate has recent and considerable teaching 

experience in at least one of the stages and a deep understanding of all three stages. 

 To be an outstanding teacher.

 To ensure that every child is flourishing academically. 

 To create a culture of positive working in all timetabled lessons and prep. 

 To track and monitor pupil progress regularly and to provide the Deputy Head/Director of Teaching and Learning and Class Teachers with information for intervention 

when required. 

 To ensure that the school’s SEND policy is followed and co-ordinated in consultation with the SENDCo. 

Staff:
 To create strong staff, curriculum and pupil links with the Middle and Senior School 

departments. 

 To act as a source of advice and encouragement for Lower School staff facilitating their 

role as effective teachers. 

 To monitor, support, manage and develop the role of Class Teacher within the Lower 

School. 

 To evaluate the performance of teaching staff in the Lower School including classroom 

visits with observations.



Job Description 

Administration:
 In conjunction with the Deputy Head/Director of Teaching and Learning, to write the academic timetable for the Lower School including staff duties. 

 To undertake performance management of Lower School staff. 

 To organise/recommend opportunities for CPD for Lower School Staff.

 In conjunction with the Deputy Head/Director of Teaching and Learning, to administer and manage finances related to the Lower School. 

 In conjunction with the BM, to ensure the facilities of the Lower School are maintained so that all pupils may have the benefit of a safe, comfortable and conducive educational 

environment. 

 To being present, whenever possible, on public occasions, for example matches, plays, concerts, Carol Services, Open Mornings, and Sports Day etc. 

 To organise Parents’ Evenings for the Lower School. 

 To help coordinate Assessment & Familiarisation Days with the Registrar 

 In conjunction with the Deputy Head/Director of Teaching and Learning, to coordinate appropriate class and form tutor allocations for new pupils and to publish relevant lists.

 To ensure Lower School lunch is properly supervised. 

 To arrange (weekly) staff meetings within the Lower School and keep minutes up to date. 

 To hold meetings with the Head of Middle and Senior School and to coordinate and ensure a smooth handover of pupils, and the continuation of the teaching curriculum. 

 To assist the SENDCo with the assessment of relevant pupils in the Lower School. 

 To ensure the production of reports, grades etc. for Lower School pupils, according to set deadlines, and check these are correctly completed by Lower School teaching staff. 

 To ensure that grades are applied consistently (in consultation with the Deputy Head/Director of Teaching and Learning). 

 To lead Lower School assemblies/Chapel 



Head of Lower School, Buckinghamshire

Reporting to the Head, via the Deputy Head/Director of Teaching and Learning.

Position Start Date: September 2019 

(preferred)

Closing Date: 16th May (completed 

application forms)

Interviews: 20th & 21st May Salary: Competitive (according to 

experience & qualifications)

Contract Type: Full - time Contract Term: Permanent 

How to Apply: 

Please apply via www.swanbourne.org using the Application Form for Teaching Staff

For any further information, please contact personnel@swanbourne.org

Swanbourne House School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to 

share this commitment. Safer recruitment practice and pre-employment checks will be undertaken before any appointment is confirmed. Appointment is 

subject to an enhanced Disclosure and Barring Service (DBS) check for regulated activity.  The supplied references will be taken up and the School may 

approach previous employers to verify particular experience or qualifications.  The successful candidate will need to complete a medical questionnaire.

http://www.swanbourne.org/
mailto:personnel@swanbourne.org

