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The school
Welcome to Claremont Fan Court School. We are a 
thriving, co-educational independent day school in 
Surrey for pupils aged 2½ to 18. Founded in 1922, 
we are approaching our 100th anniversary as an 
evolving, successful school.  

Our Senior, Preparatory and Pre-Preparatory and 
Nursery Schools are home to over 950 pupils 
and have 240 teaching and support staff. In the 
last three years, applications to the school have 
doubled.   Our results are better than ever and our 
focus on character quality and pupil-wellbeing has 
allowed our pupils and staff to thrive during the 
current coronavirus pandemic.

The school has a 99% pass rate at GCSE, with 9-7 
grades ranging from 45% to 55% over the last three 
years. At A level the pass rate is 100% with passes 
at A*-B being in the range of 69-75% over the last 
three years, cohort depending. This data does not 
include 2020 CAGs. 

Our school motto, ‘Be Strong in Understanding’, 
drives everything we do. We know that if pupils 
understand themselves and their place in the school 
community, it gives them a unique strength. 

Although we are just 20 miles from central London, 
and with easy access to the A3, M3 and M25, 
Claremont’s historic 100 acre estate is an oasis 

of calm from the outside world. Landscaped by 
Capability Brown almost 250 years ago, our grounds 
boast sweeping views, beautiful green space and 
a truly unique atmosphere which forms a lasting 
memory for pupils and staff.  

The mansion sits at the centre of our site, and 
beyond its grand façade still retains a welcoming, 
homely feel to our Senior School and sixth form.  
The mansion’s stable block is now our Preparatory 
School (currently undergoing refurbishment), 
and the Pre-Preparatory and Nursery School are 
situated within a purpose-built structure backing on 
to a forest school, and woods and wild meadows 
beyond.

The next stage in our evolution promises to be our 
most exciting yet. We are investing in our facilities, 
from the brand-new Sir Sydney Camm science and 
technology building opened in 2019, a purpose-
built sixth form centre to the refurbishment of the 
Preparatory School, we are ensuring our pupils 
have the very best for the next 100 years.  
 
We are proud that our pupils become caring, 
confident and contributing members of society. 
They learn and model this behaviour shown by our 
excellent, committed teaching and support staff, 
who provide the backbone of the school.
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Mission and ethos
Mission

Our mission guides the ethos of the school and is a 
primary document for all who work at the school.

• To provide an environment where the God-
given potential of every individual is recognised 
and valued. With this recognition comes the 
expectation of high personal achievement and 
moral standards and a developing awareness 
of our individual responsibility to each other and 
our world.

• To maintain a broad and forward-looking 
curriculum in which pupils are encouraged to 
think independently to meet the demands of a 
rapidly changing world.

• To encourage our pupils to awaken to all that is 
good and true around and within them in their 
spiritual journey of self- discovery.

• To equip our pupils with a strong set of values 
for future decision making.

• The following values are fundamental to 
everything we do: courtesy, respect, trust, moral 
integrity, self-discipline, love for God and man.

Vision

In accordance with our mission, Claremont Fan 
Court School will develop individuals who are 
outstanding citizens, aware of their responsibility to 
others and contribute positively to global society. We 
will achieve this by being a high-quality school of 
choice where girls and boys achieve more than they 
think is possible.

Ethos

Goodness underpins this school. Teachers, staff, 
pupils and their families are expected to support and 
extend the atmosphere of respect, courtesy, the love 
of learning and the value of friendship that is held 
dear at Claremont Fan Court. This peaceful and 
purposeful intent extends throughout every lesson 
and into the pastoral and co-curricular activities we 
offer. 

Children leave the school prepared for university. 
They are confident, contributing and caring 
members of the global community having embraced 
the challenge of education. They will have gained 
the values that will equip them to make a positive 
contribution and they will be a force for good in the 
world.



The alumni engagement coordinator is the primary 
link between the school and its former pupils, 
parents and staff.  The main focus of the role is to 
engage with the alumni and wider school community 
via a range of digital and non-digital channels.

No matter how much time has passed since 
pupils attended Claremont Fan Court School (or  
Claremont School and Fan Court School), or how 
long they studied with us, we consider them to be 
part of the Claremont Fan Court community.

Whether ex-pupils are wishing to return to school 
for a visit, catch up with old school friends or attend 
annual events and reunions, we appreciate their 
help in strengthening our alumni community.  We 
also invite pupils to return and inspire the next 
generation of students as they study at Claremont, 
perhaps offering careers advice or work experience 
opportunities within their field of expertise.

This role is ‘hands-on’, involving a variety of 
skills including relationship building, database 
administration and management, publication 
editing and event organisation.  Working as part 
of a small team, the role will report to the Head of 
Development and will work closely with the head 
of sixth form and the marketing and admissions 
teams as required, to develop and establish an 

engagement programme, supporting the school in 
its fundraising and career networking, as well as 
providing an opportunity to get involved in many 
elements of school life. 

The alumni engagement coordinator will report to 
the head of development. Their key responsibility 
will be to deliver an agreed alumni engagement 
strategy, to help grow and develop the alumni 
network. As well as strengthening links with alumni 
and their ongoing connection to the school, this will 
also support the school’s fundraising and career 
network. The main aim is to create a lasting sense 
of community. 

In now expanding this position to a full-time role, 
there is also a new opportunity to explore ways of 
working with current and past parents as we seek 
to work with alumni. Liaising closely with the PTA 
to develop new ways in which they can support the 
school represents an area we would expect the 
successful candidate to develop.
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Key responsibilitiesThe role
• Deputise for the head of development as and 

when needed
• Provide a link for alumni of all ages to the school 

and a network to support all former pupils, 
parents and staff 

• Respond promptly to all alumni enquiries (face-
to-face, telephone, letter, email, online) and to 
arrange/coordinate school visits for alumni when 
requested

• Help to promote the benefits of a growing alumni 
network at the school to current and prospective 
parents and pupils at key marketing/recruitment 
and school events 

• Develop and maintain a programme of alumni 
engagement with the headmaster, the head of 
development and the head of sixth form, which 
will primarily support the following areas:  
  
• Building on and developing new 

opportunities for alumni to keep in touch 
with the school and each other to share their 
news and achievements

• Identifying alumni contacts to support our 
careers programme helping the head of 
sixth form and head of careers build career 
and networking opportunities for current and 
former pupils

• Working with the head of development 
to create opportunities to enable the 

headmaster and governors to approach 
alumni for fundraising activity 

• Manage the dedicated CFCS alumni community 
(ToucanTech) website to:  

• Encourage (and incentivise) alumni to login 
and interact online 

• Post news items, newsletters, photos and 
event invitations 

• Encourage and support year groups to hold 
reunions 

• Organise email broadcasts 

• Use the school’s social media accounts in 
conjunction with the communications coordinator 
(i.e. Facebook, LinkedIn) to engage with alumni, 
keep them in touch with school news, post 
events and build relationships

• Organise, promote and support the existing 
alumni annual events, organising annual 
lunches/drinks and advertising 

• Attend PTA meetings with a view to identifying 
new opportunities for the parent body to support 
the school

• Update noticeboards and display areas with 
events and activities  

• Organise alumni postal mailings, where required 
• Compile, edit and publish annual alumni 

newsletters (three per academic year)
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Education

• Educated to at least A level standard or 
equivalent

• A degree in any discipline with evidence of 
strong written communication skills is desirable

Skills and Competencies

• Evidence of working within a marketing / 
customer service / relationship building business 
environment with experience of managing 
events and projects is desirable

• Proven ability to build strategic working 
relationships with all stakeholder groups 
(external and internal) and key individuals

• Articulate and confident at all times, able 
to represent the school in a friendly and 
professional manner 

• Exceptional writing skills with accurate spelling, 
grammar and punctuation and an appreciation of 
its importance in a school environment 

• Excellent project planning and organisational 
skills, with experience of event management

• Experience of data entry and using databases    

• Confident in using social media platforms 
including Facebook, LinkedIn and Twitter 

• Strong IT skills:  experience of using of MS 
Outlook, Word, Excel, Powerpoint and Publisher 

• Enthusiastic, self-motivated and proactive
• Able to initiate action and see projects through 

to completion with a strong work ethic
• Strong team player with accommodating attitude

Desirable skills and experience 

• Experience of alumni relations or other member 
organisations

• Experience of Adobe InDesign to layout 
publications and edit content (training can be 
provided if necessary) 

• Knowledge of CMS systems
• Experience of using Google Drive and 

associated apps

Values based behaviours 

• Able to demonstrate the behaviours associated 
with our ethos and values of: respect, integrity 
and collaboration 

Person specification

• Data entry and database management, including 
organising the adding of leaver information, 
improving the quality, scope and consistency 
of current data, searching for lost alumni and 
proposing ways to improve the database in line 
with GDPR, where applicable

• Help to facilitate the organisation and 
maintenance of the school’s archive, including 
compiling the alumni display at the school’s 
annual Summer Meeting

• Attendance at alumni and heritage events, held 
in the evenings and at weekends, and support 
major marketing events (open mornings) along 
with the wider marketing and admissions team if 
required 

• Other administrative tasks that are associated 
with the varied nature of this role
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Claremont Fan Court School is set in a beautiful 
location and is a warm and welcoming community.  
Professional standards are high, and we encourage 
ongoing training and personal development. 

The school is located just outside Esher in Surrey 
and  is easily accessible from the A3, M3 and M25 
with ample free staff parking. The nearest train 
station is Claygate which is a 25-minute walk, with 
local bus services also available.

Esher and its neighbouring towns offer easy access 
to both central London and the stunning Surrey 
countryside, offering a feeling of space whilst 
being only a stone’s throw from London and all the 
facilities a capital city has to offer.

The local area has a mix of leisure activities 
available. Both the historic palace at Hampton Court 
and the beautiful gardens at RHS Wisley are nearby, 
as well as Sandown Racecourse. There are many 
arts venues (theatres, cinemas, live music) and 
sports clubs in the surrounding area and for cyclists 
there is access to some of the finest roads used for 
the road cycle races at the 2012 Olympic Games. 

Property prices tend to be high locally but there are 
affordable options a little further out, and many staff 
choose to live slightly further afield.

Benefits include 50% discount on school fees, 3 x 
salary life assurance, cycle to work scheme as well 
as complimentary lunches and refreshments during 
term time.

Terms and conditions

Hours: 37.5 hours per week throughout the year. 
Some evening and weekend work will be required 
for which time off in lieu will be given. 

Salary: £26,000 - £30,000 per annum, depending 
on qualifications and experience.

Holiday: 25 days plus 8 bank holidays (holidays 
normally to be taken out of term-time)

Pension: Group personal pension scheme with 
12% employer contribution matched by 3% 
minimum employee contribution. 

Working at Claremont How to apply
Please ensure you read the job information pack 
carefully, as well as the school’s Recruitment, 
Disclosures and Selection Policy, Safeguarding 
Policy and Applicant Privacy Policy on our website.

Applicants are asked to complete the downloadable 
application form available on our website. The 
application form is available in a Microsoft Word 
read/write format. You should provide a covering 
letter in support of your application addressed 
to the head of human resources, Ms Laurinda 
Haydock.

Please note: applications should be submitted 
by email and sent to  
jobs@claremont.surrey.sch.uk  

Documents must either be in Microsoft Word or 
*pdf format as we are not able to accept any other 
type of file.

All applications will be acknowledged by email within 
one working day of receipt.  Please contact Human 
Resources on 01372 473720 / 473603 should you 
have any questions or if you have not received an 
acknowledgement. 

Please note that we reserve the right to conduct 
interviews prior to the closing date.  References 
may be taken up at any stage during the recruitment 
process.

Claremont Fan Court School and its staff are 
committed to safeguarding the welfare of children.  
Successful applicants will be required to undergo 
screening appropriate to the post, including checks 
with past employers and the Disclosure and Barring 
Service. It is an offence for any person barred from 
working with children to apply for this post.

Closing date: Monday 10 May 2021
Initial interviews will be held week commencing 17 May 2021



Claremont Fan Court School
www.claremontfancourt.co.uk | jobs@claremont.surrey.sch.uk

Claremont Drive, Esher, Surrey KT10 9LY


