
CANDIDATE BROCHURE  
FOR THE POSITION OF 

OPERATIONS DIRECTOR



MESSAGE FROM THE HEADMASTER, David Faber MA

Thank you for your interest in Summer Fields. I am delighted 
that you are considering our school and I hope that you will 
wish to apply for the position once you have found out more 
about us.

Summer Fields was founded in 1864 by Archibald and 
Gertrude Maclaren at their home in north Oxford. Mrs 
Maclaren was a gifted classical scholar and Mr Maclaren was a 
fencing master with a passionate belief in the importance of 
physical fitness. It is from these roots that our school motto 
was born: Mens sana in corpore sano, A healthy mind in a 
healthy body. The Maclarens established the importance of a 
breadth of education inside and outside the classroom, values 
which remain central to the education we offer today. 

Summer Fields is a full-boarding and day school, currently  
for boys aged 8 to 13; there are around 240 boys on the roll 
and the school is generally over-subscribed. We offer excellent 
teaching, traditional values and exceptional pastoral care. 
We continue to build on a strong academic legacy with an 
individual focus on strengthening each boy’s confidence  
and abilities.

Summer Fields is a special place and pastoral care is very 
strong. The school is a vibrant, extended family of staff and 
boys, living side-by-side in a close, busy, caring and friendly 
boarding community. We aim to ensure that each boy is 
happy, academically challenged and taking full advantage 
of life at Summer Fields, with its many possibilities and 
opportunities.

Summer Fields celebrated its 150th birthday throughout 
2014 and, as well as hosting many events to celebrate this 
anniversary, a major strategic redevelopment of the school 
got under way. In particular, a spectacular new £3m building, 
providing new sport changing and other facilities, was 
opened in January 2016. The opening of the new Pre-Prep in 
September 2018 is a hugely exciting next step in continuing 
and realising that strategy. The school is thriving on all levels 
and we are entering an important period in our history. I do 
hope that you will consider applying for this job – I recognise 
that a great deal of thought and time goes into preparing such 
an application and I assure you that I will, in turn, give your 
application serious consideration.



ACADEMIC RECORD

Academic standards and outcomes are high. The principal 
entry point to the school is currently in Year 4, although a 
few boys join in Years 5 and 6 depending on places being 
available; admission is by selection. We are looking forward to 
welcoming the first tranche of boys from our own Pre-Prep in 
September 2019, as they move up from Year 3. 

The school recognises that its teachers are its most valuable 
asset and seeks to recruit and retain well-qualified and 
enthusiastic academic staff, who can communicate their 
knowledge and passion for a subject to the boys. Our teachers’ 
primary aim is to develop the boys’ intellectual curiosity, 
interest and enjoyment in an atmosphere of respect and 
discipline. The supportive boarding community is particularly 
conducive to developing these qualities.

The aspirations of boys and parents are high and the school 
prides itself on the outstanding exam results achieved by 
our Year 8 leavers. The school’s greatest academic strength 
is excellent teaching at all levels and we are proud of the 
academic achievements of boys of all abilities. Each year boys 
pass Common Entrance and regularly win academic and other 
scholarships to the top Public Schools in the country. 

In 2017, our leavers went to: 

•  17 –  Eton College 

•  8 –  Harrow School 

•  6 – Oundle School

•  4 – St Edward’s Oxford, Stowe School, Winchester College

•  3 – Radley College 

•  2 – Charterhouse, Marlborough College, Rugby School

•  1 –  Abingdon School, Bedales School, Haileybury College, 
Runnymede School Madrid, Sherborne School, 
Shrewsbury School.

 



BOARDING

The boarding structure in the Prep School, is horizontal, 
according to age, in six Lodges  (Houses), where the boys are 
looked after by a husband-and-wife team. Every boy has a 
personal Tutor, responsible for overseeing all aspects of his life 

at school and with whom he meets regularly, one-to one. 

In addition, a boy can seek help from Lodgeparents, Form 
Masters and Mistresses, Sister, and, of course, the Headmaster.

ABOUT SUMMER FIELDS

The school is set within 70 acres of grounds and is extremely 
well resourced with many outstanding and modern facilities, 
which are shortly due to be added to. In addition to the 
academic curriculum, sport plays an important part in the life 

of the school, as does music, art, design and technology and 
drama. All these activities, and many others, are extremely well 
provided for. The Chapel is at the heart of the school, both 
literally and figuratively.



POSITION: OPERATIONS DIRECTOR

The post of Operations Director becomes vacant as Mr Paul 
Stanley moves to further his career as a senior school Bursar 
at Bishop’s Stortford College. Paul has developed the systems 
and working practices at Summer Fields and the school is fully 
compliant with all expected DfES standards having just passed 
an ISI Compliance Inspection.   

A new Pre-Prep School building is being built throughout the 
current academic year and will be ready for formal opening in 
September 2018 under the leadership of a new Pre-Prep Head. 

The Operations Director will play an important part in bringing 
that project to fruition during the summer of 2018 and for the 
long-term success of the venture.

Summer Fields benefits from some of the very best facilities in 
the independent sector and nestles in a quiet estate a mile or 
so from the centre of Oxford and with its own river frontages. 
The Head and Governors continue to focus their drive and 
energies towards maintaining the school’s position as one 
of the leading independent Prep Schools and the ten-year 
strategic plan is continually updated, something to which it 
is expected the Operations Director will make a significant 
contribution both in thinking, planning and implementation.  

There is a very strong sense of community at Summer Fields 
and the successful candidate can look forward to being a part 
of a warm and welcoming community, enjoying the successes 
of the pupils and school and the job satisfaction that comes 
from being regarded as an excellent school.

JOB DESCRIPTION

JOB TITLE Operations Director

REPORTING LINE Headmaster

LOCATION Summertown, Oxford

ROLE SUMMARY  The Operations Director reports to the 
Headmaster and is a member of the 
Senior Management Team (SMT). He/
she works closely with the Finance 
Director (a part time position) and his 
assistants. The Operations Director is 
expected to provide leadership to ensure 
that staff and school premises function 
efficiently, as well as identifying possible 
improvements to the school’s business 
systems.   
Managing a team of approximately 
30 staff, the Operations Director’s 
success will be judged according to 
the effectiveness of each of his or her 
reporting heads of department and their 
respective teams. The ability to inspire 
and motivate these departments, as 
well as being able to monitor closely yet 
unobtrusively, are key personal attributes. 
It is important that the Operations 
Director has vision, is able to identify 
and resolve problems in ways relevant to 
specific departments and has the ability 
and confidence to lead others in the 
team to carry through solutions or new 
initiatives with energy and enthusiasm. 
Experience in, and knowledge of, property 
matters is important. 



The Operations Director is responsible for the following 
aspects of Summer Fields administration, and the heads of 
these departments report to him/her:

 •  Human Resources

 •  Catering

 •  Housekeeping

 •  Buildings and Grounds Maintenance

 •  Health and Safety

 •  Future building projects

A strong working relationship with the Finance Director 
is essential. The Finance Director is responsible for the 
sound financial management of the school, the scrutiny of 
expenditure and the future financial planning. However, the 
Operations Director, alongside the Headmaster, will have a 
central role in setting future budgets with the Finance Director. 

Once agreed, spending will be monitored in departments 
controlled by the Operations Director at regular meetings 
across the year; potential overspends will be identified and 
discussed and necessary extra spending negotiated with the 
Finance Director.

The Operations Director is also Clerk to the Governors. This 
entails preparing agendas with the Chairman of the Governing 
Body and of the Finance and General Purposes Committee, 
being secretary to the meetings and acting as the Governing 
Body’s secretarial support between meetings. Although in this 
regard the Operations Director will work closely with, and 
directly to, the Governing Body, he/she remains responsible in 
all matters to the Headmaster.

Summer Fields is predominantly a boarding school and it 
is important for the Operations Director to sympathise 
with, and participate in, the life of a boarding community. 
Accommodation may be provided.

The duties that fall within the responsibility of the Operations Director are:

HUMAN RESOURCES AND ADMINISTRATION

 •  Ensuring compliance with all relevant aspects of 
employment law including employment protection, 
equal pay, minimum wage, Working Time Directive or 
discrimination on the grounds of sex, race or disability. 
Ensuring that the school has appropriate disciplinary and 
grievance procedures.

 •  Ensuring that all relevant staff have contracts of 
employment and keeping the school’s standard contracts 
up to date as new legislation takes effect.

 •  The employment, terms and conditions of service, 
supervision and welfare of all non-teaching staff.

 •  Formulating, monitoring and implementing the school’s 
policy to comply with the requirements of health 
and safety legislation. This includes key participation 
in the health and safety committee. Undertaking risk 
assessments where appropriate and monitoring all 
departments to ensure that they are carrying out risk 
assessments. Taking professional advice as required.

 •  Acting as correspondent with the DfE and being 
responsible for the records and returns required.

 •  Advising on and taking the appropriate security measures 
within the school for staff and pupils.

 •  Maintaining contact with the statutory authorities and 

other organisations.LIAIS
ON WITH OTHER STAFF

CATERING AND HOUSEKEEPING

 •  Catering (contracted out).

 •  Ensuring that catering areas meet the requirements for 
hygiene and food safety.

 •  Cleaning (mostly contracted out).

 •  Guaranteeing that the proper safety procedures are 
enforced for the swimming pools and plant (particularly 
out of school hours and during the holidays).

 •  Ensuring the laundry facility runs smoothly and 
efficiently.

 •  Complying with the regulations for the operation of 
minibuses; licences; driver training and assessments; 
servicing and Vehicle Inspectorate Tests.

 



FACILITIES, PROPERTY MANAGEMENT, NEW BUILDING PROJECTS

 •  Letting of school premises to outside organisations. 

 •  Arranging for staff accommodation and dealing with the 
letting of property to school employees and third parties; 
ensuring that the appropriate leases and licences to 
occupy are signed by the tenants.

 •  Maintenance of school buildings: preparing maintenance 
schedules and monitoring records.

 •  Monitoring sports equipment and facilities.

 •  The installation and maintenance of equipment for the 
detection, warning, protection and escape from fire. To 
ensure the necessary fire risk assessments are carried 
out.

 •  The maintenance and efficiency of the installations and 
plant for electric and gas supply, heating, domestic hot 
water, water softening etc. Letting of energy supply 
contracts at competitive rates.

 •  The maintenance of the lighting and ventilation in all 
school buildings.

 •  Drawing up outline specifications for new buildings, 
obtaining tenders, planning permission, liaison with 
school architects and builders.

SCHOOL GROUNDS

 •  Upkeep of playing fields, gardens, all weather surfaces, 
running tracks and tennis courts.

 •  Land drainage.

 •  Maintenance of boundaries, roads, rights of way.

CLERK TO THE GOVERNORS

 •  Acting as Clerk to the Governors and secretary to various 
committees and trusts.



QUALIFICATIONS AND PREVIOUS EXPERIENCE

  To be successful, the Operations Director will need to display 
tact, diplomacy, resilience, calmness under pressure, patience 
and tolerance. The duties are many and varied and while it is 
impossible to be expert in all fields, a successful Operations 
Director should feel at ease knowing when and where to ask 
for advice. Notwithstanding competition between schools, 
Operations Directors/Bursars are very supportive of their 
colleagues and friendly advice is not hard to find. 

The general experience required for the Operations Director is 
as follows:

 •  a good knowledge of IT infrastructure and various 
software programs;

 •  the possession of business or administrative experience 
with the knowledge of commercial and allied subjects 
adequate for the management of the day-to day affairs 
of the office;

 •  the ability to produce budgetary estimates and reports;

 •  a knowledge of procedures at meetings i.e. notices, 
agenda, minutes, conduct of meetings and secretarial 
practice;

 •  some knowledge of the law and practice relating to 
Income Tax, PAYE, benefits in kind, VAT and pensions;

 •  a working knowledge of the law with regard to parental 
contracts, leasing of school properties and landlord 
responsibilities, employment legislation, commercial law 
covering such matters as contracts, copyright and data 
protection;

 •  a knowledge of investment procedures;

 •  a knowledge of methods of purchasing including buying 
through consortia;

 •  a knowledge of building materials and of the details of 
construction of buildings and the causes of, and remedies 
for, defects in buildings;

 •  a knowledge of rates, Town and Country planning, 
planning permission procedures for alterations and new 
buildings;

 •  ability to draw up specifications for general repairs, 
minor alterations and decorations and, if the work is 
done by direct labour, to make estimates of cost;

 •  ability to draw simple plans and sketches; and

 •  a knowledge of principles and practice in relation to: 
electrical and gas installations, metering and supply; 
central heating and hot water supply; protection of 
personnel and buildings from fire; domestic sanitation 
and sanitary fittings; energy management and 
conservation.



TERMS AND CONDITIONS

SALARY AND BENEFITS 

Salary will be dependent on the experience of the successful 
candidate but will be highly competitive and will include 
significant benefits. 

The school will provide for private healthcare for the successful 
candidate and their partner. 

If relevant, a generous staff fee remission will be offered to the 
children of the successful candidate, subject to the school’s 
usual admissions criteria being met.

WORKING HOURS 

This is a full-time post with working hours of 40 per week. 
The role is a senior management position and as such the 
Operations Director is expected to work the hours required to 
fulfil the duties of the post over and above the normal working 
week, which for the avoidance of doubt may include evenings 
and weekends. A formal contract detailing the terms and 
conditions will be drawn up on appointment. 

Applicants must be willing to undergo pre-employment safer 
recruitment checks in accordance with the Department for 
Education’s guidance on Keeping Children Safe in Education 
2014.

APPLICATION PROCEDURE 

This appointment is being managed by RSAcademics  
on behalf of Summer Fields.  

Interested candidates are invited to contact RSAcademics, by 
email or telephone, to arrange a confidential discussion with 
the consultants who are handling this appointment:

Nina Lambert:   
ninalambert@rsacademics.co.uk or 07764 185745

Robin Burdell:   
robinburdell@rsacademics.co.uk or 07867 337477

Please apply by providing the following: 

•   A fully completed application form available at  
www.rsacademics.co.uk

•    A letter of application addressed to  
Mr David Faber, Headmaster

•   There is no need to submit a curriculum vitae 

Applications should be emailed to Hilary Battye at 
recruitment@rsacademics.co.uk 

Hilary may also be contacted at RSAcademics’ Head Office on 
01858 467449

THE DEADLINE FOR RECEIPT OF APPLICATIONS IS  
10.00 AM ON MONDAY 13TH NOVEMBER 2017. 

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 have preliminary face to face 
(skype or facetime) interview with Robin Burdell during 
the week of 13th November. 

 •  Long list interviews with the Headmaster and Governors’ 
selection panel will take place at the School on Monday 
27th November. There will be an opportunity to tour the 
School on this day should candidates wish to do so. 

 •  The final interview will take place on Monday 4th 
December at the School.

Founded in 2002 by Russell Speirs, RSAcademics specialises in schools, in 
the UK and internationally, advising on marketing strategy and research, 
leadership consultancy and the search and selection of Heads and senior 
staff. Comprising a team of the best schools’ marketing professionals and 
respected former school leaders, RSAcademics provides a high quality 
service to schools with rigour, experience and warmth.  
Please visit www.rsacademics.co.uk for more information.


