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Dear Applicant,







February 2017
Position: Head of Primary School
This application pack consists of:

· Information about the school

· The job description and person specification

· A summary of the terms and conditions of employment.

The Application Form for the position is available on the “work with us” section of our web page.
Before preparing your application make sure you read through all the material carefully. Shortlisting will be carried out based only on the information you give us in your application form. 

Applications must be received as soon as possible and no later than 10 March 2017. Please email the relevant Application Form to jobs@lyceeinternational.london. Applications will be considered as they are received. Please ensure your name is on each document you send.
The Lycée International de Londres (LIL) is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Bureau.  Please do not apply unless you have a valid permit allowing you to work in the UK, as proof will be requested during the recruitment process.
Lycée International de Londres Winston Churchill is an equal opportunities employer.
Interviews and assessment for the post will take place as soon as possible. If you are selected for an interview you will be given as much notice as possible. 

Information in the form of personal data will be used to process the application for recruitment purposes. Unsuccessful applications will be destroyed after one year. The personal data on successful applicants will be needed to administer their employment and further information on how this will be used will be available during the induction period.

I look forward to receiving your application. If you have any queries, please do not hesitate to email me at jobs@lyceeinternational.london

Yours faithfully,

HR Department

Lycée international de Londres

Description of LILWC

Lycée International de Londres - Winston Churchill (LILWC) opened to pupils in September 2015. It is located at 54 Forty Lane, Wembley, London HA9 9LY.
Although it opened to 460 pupils in 2015-2016, it will in due course accommodate up to 1300 children between the ages of 5 and 19. The School initially recruited 62 members of staff including 34 teachers with a mixture of nationalities.

The principal aim of the school is to provide a French international education to young French, British and international students and to encourage academic excellence as prescribed by the French Ministry of Education with the goal of exceeding the stated requirements. 

We are seeking a Head of Primary School.
Lycée International de Londres, a registered charity, is the proprietor of the School.
Further information about the School is available on its website: http://lyceeinternational.london/
Job description – Head of Primary School
Principle responsibilities

Reporting to the Head of School and member of the senior leadership team, the Head of Primary School will provide and lead the strategic direction for the Primary School in line with the whole school vision and development plan. He/she will motivate and inspire students and staff to ensure the intellectual and individual development of each and every student. The successful candidate will establish a culture that promotes the Lycée’s philosophy and values of excellence, integrity, courage and awareness.
Key Responsibilities and duties

The Head of Primary School will:
· Ensure all Primary Teaching Staff are committed to the school’s mission and values;

· Oversee systems for collecting and tracking data on students’ progress towards academic goals;
· Visit classrooms and evaluate the quality of teaching and learning across the Primary school on a daily basis;
· Hold all staff to the highest standards of excellence in education;
· Provide all Primary teaching staff with the support and guidance necessary to implement successful and modern teaching;
· Organise professional development opportunities in accordance with the School’s objectives;
· Be responsible for the daily organisation of the Primary school life including the creation of student and teacher timetables;
· Be first point of contact for teachers and parents/carers;
· Ensure the safety and wellbeing of students including working in close collaboration with the School Nurse on health matters;
· Keep the Head of School informed of any issues arising;
· Collaborate with the Senior Leadership Team to develop and maintain a challenging and clear vision for the school and ensure that plans following the strategic direction are evaluated regularly;
· Advise the Head of School on Primary School staffing, budgetary and facility’s needs.
Education & Experience Required

The successful candidate will need to:
· Possess management experience in a school, ideally in a bilingual environment;
· Hold at least a QTS qualification or equivalent, Masters preferred;
· Have a strong personal experience in teaching;
· Be able to provide training/coaching sessions for Primary staff;
· Exhibit excellent planning and organisational skills
· Show excellent communication and interpersonal abilities 
· Be fluent in both French and English;
· Demonstrate astute judgement and the ability to provide regular feedback;
· Exhibit imagination, creativity and a sense of humour;
· Demonstrate the ability to organise, inspire and lead a team.
This job description sets out the duties of the post at the time it was drawn up.  The post holder may be required to undertake other duties within the School as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post.

It is a requirement that all staff work in a flexible manner compatible with their jobs and in line with the objectives of the Lycée International de Londres. Please note that the job description for this position may be reviewed and amended to incorporate the future needs of the Lycée.
For more information about the school, please visit our website: 

http://www.lyceeinternational.london
Lycée International de Londres Winston Churchill 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 and overseas police checks from any countries a candidate has lived for longer than three months since the age of 18.

Lycée International de Londres Winston Churchill is an equal opportunities employer.
TERMS & CONDITIONS

The terms below do not form part of a contract and are for information only.  Should you be offered and accept employment with Lycée international de Londres you will receive a contract setting out in full your terms and conditions. All offers of employment are subject to the receipt of references satisfactory to us, proof of eligibility to work in the UK and an Enhanced DBS checks.
Job title: Head of Primary School
Start date:  August 2017
Salary 
£55,000 - £70,000
Benefits in kind
Free lunch; 1 extra French bank holiday (14 July); childcare vouchers; reduced working hours during school holidays; 2 weeks extra holiday at Christmas.
Hours of Work
The normal working hours during which you are required to perform your duties on the School premises are from 8.30am to 5.30pm every day including Wednesdays.  The school day includes a lunch break which is unpaid and does not constitute working time.
Holidays
Your holiday entitlement of 5.6 weeks includes all of the usual public Holidays in England and Wales. In addition, and subject always to clause 4 of the employment contract, you will not normally be required to work at the school premises during normal school breaks, when pupils are on vacation.
Probationary Period
This appointment will be subject to the satisfactory completion of a probationary period of 6 months.
Notice Period
3 months during and 6 calendar months after the probationary period is satisfactorily completed.
Pension
The School will provide (and contribute to) a pension scheme.
Confidentiality
The need for absolute confidentiality and discretion, both within the school and the wider community, must be understood and applied.
Health & Safety
LIL takes its obligations under the Health & Safety at Work Act seriously and the post-holder will be required to comply with all aspects of the Health & Safety policy, particularly in relation to safe working practices.  All staff must keep up to date with the health and safety policies which are regularly updated and posted on the staff intranet.
Child Protection
All members of staff must comply with LIL Safeguarding Policy.  If in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety and welfare of children, these concerns must be reported immediately in accordance with the policy.  A copy of this policy will accompany all offers of employment.
