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Independent boarding and day school for boys aged 4 - 13 years. 

 

PRE-PREP AFTER SCHOOL CARE LEADER  

 

Required for September 2022 

 

Summer Fields is one of the premier boys’ prep and pre-prep schools in the country, situated in 70 acres 

of superb grounds in North Oxford. The school has an excellent academic reputation and is extremely well 

resourced.  

 

In September 2018 we opened a brand new Pre-prep, catering for boys from Reception to Year 3. The 

school is housed in Newton, one of the oldest and most historic buildings on the school’s site. This is a 

state-of-the-art development and provides a purpose-built environment for up to 80 boys aged from four to 

eight, whilst allowing the boys to use all of the Prep school facilities on a daily basis.  

 

We are seeking to appoint an After School Care Leader to help with this area of school provision from 

September 2022. The successful candidate will work under the supervision of the Head of Pre-prep to 

coordinate the daily running of ASC. Numbers attending each session can vary up to a maximum of around 

twenty boys, with another member of staff for support. Applicants must have strong communication skills, 

the ability to work as part of a small but cohesive team, and the skills to create a warm, welcoming and 

happy environment at the end of a busy school day. The hours of work are 3:30 – 6:00, Monday to Friday 

during term times and the salary will be based on experience and/or qualifications. 

 

The post would also suit a student or graduate looking for school-based experience before furthering their 

teaching career. The successful candidate may also have the opportunity to develop their role within the 

Pre-prep. 

 
Application Procedure 

Please apply by submitting a fully completed application form together with a letter of application addressed 

to Miss Joanna Chapman, Head of Pre-prep. To satisfy the requirements for safer recruitment, we need to 

ask you for your full employment record. Details of any gaps between jobs or between finishing education 

and employment must be provided. Applications should be emailed to recruitment@summerfields.com. 

 

We will seek references on shortlisted candidates and will approach previous employers for information to 

verify particular experience or qualifications. Referees will be asked about your suitability to work with 

children. 

 

The school is fully committed to the principles of equal opportunity, diversity, and inclusion. Summer Fields 

does not discriminate on the grounds of race or colour, nationality or national or ethnic origins, religion or 

belief, sex, sexual orientation, pregnancy or maternity, marital or civil partnership status, gender 

reassignment, age, and disability. Applications are welcome from a diverse range of backgrounds. 

 

Summer Fields is committed to safeguarding and promoting the welfare of children and expects all staff 

to share this commitment. Applicants must be willing to undergo child protection screening, including 

checks with past employers and the Disclosure and Barring Service. 
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JOB DESCRIPTION 

 

Job Title:  After School Care Leader  

Reporting to:  Head of Pre-prep 

Purpose of the Job 

 To be responsible for the operation and development of the After School Club (ASC) which 

provides high quality care for our pupils at the end of a busy school day. 

 To ensure the continued smooth and effective running of ASC and maintain high standards in all 

areas of pastoral care for the pupils.  

 To promote the interests of the school and its pupils at all times.  

Key responsibilities of the job: 

 Keeping a register of all boys attending ASC. 

 Ensuring the safe supervision and care of boys whilst in ASC. 

 Overall responsibility for the day-to-day running of ASC. 

 Maintaining appropriate behaviour at all times. 

 Administering first aid as required, if necessary deferring to the Hobson’s medical team. 

 Ensuring all catering is collected from the kitchen. 

 Ensure standards for healthy eating and table manners are maintained. 

 Organising appropriate and varied activities for the boys. 

 Ensuring the safe return of each boy to the collecting parent/guardian in accordance with school 

procedures. 

 Entrusting any boy remaining at the end of the ASC session to the teacher on late duty. 

 Ensuring necessary resources are available, requesting supplies as necessary. 

 Being responsible for the care and condition of the room and leaving it in an appropriate 

condition to begin the next day’s lessons. 

 Keeping up-to-date records of ASC timings to ensure the correct billing for each pupil. 

 Recording any overtime worked by classroom assistants helping in ASC. 

 Ensure that school behaviour management policies are implemented including child protection 

issues. 

 Record inappropriate pupil behaviour and convey serious incidents to the Head of Pre-prep. 

 Ensure that all equipment is cleaned and stored away, as necessary at the end of the session. 

 Follow school policies in relation to communication with parents and children, both orally and via     

e-mail. 

 Support the school in its aims, ethos and objectives. 

 Comply with all health and safety procedures as required by the school. 

 Summer Fields is committed to safeguarding and promoting the welfare of children and we 

expect all staff to share this commitment. All staff must adhere to, and ensure compliance with, 

the school’s safeguarding policies and procedures in the context of their role. 

This job description is indicative of the nature and level of responsibilities associated with the post. 

Other tasks may be allocated as necessary to ensure the efficient running of the Pre-prep. 

This should all be done with regard to Summer Fields school policies, with the advice of teaching 

staff and colleagues where required. 



 

APPLICATION AND RECRUITMENT PROCESS GUIDANCE NOTES 

 

Summer Fields is committed to ensuring the best possible environment for the children and young people 

in its care. Safeguarding and promoting the welfare of children and young people is our highest priority. 

The school aims to recruit staff that share and understand our commitment and to ensure that no job 

applicant is treated unfairly by reason of a protected characteristic as defined within the Equality Act 2010. 

 

APPLICATION 

 Applications will only be accepted from candidates completing the relevant Application Form in full. 

CVs will not be accepted in substitution for completed Application Forms. 

 Candidates should be aware that all posts in the school involve some degree of responsibility for 

safeguarding children, although the extent of that responsibility will vary according to the nature of the 

post. Please see the job description for the post.  If you are invited to attend a formal interview your 

suitability to work with children will be assessed. 

 As the job for which you are applying involves substantial opportunity for access to children, it is 

important that you provide us with legally accurate answers.  

 The successful applicant will be required to complete a Disclosure Form from the Disclosure and 

Barring Service (“DBS”) for the post and, where appropriate, a check of the Barred List maintained by 

the DBS will be made. Any offers of appointment will be made conditional on obtaining such 

satisfactory checks. Additionally, successful applicants should be aware that they are required to 

notify the school immediately if there are any reasons why they should not be working with children. 

 The Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended 

Entitlement) (Amendment) Regulations 2018 apply to those providing early years childcare or later 

years childcare, including before school and after school clubs, to children who have not attained the 

age of 8 and to those who are directly concerned in the management of that childcare. 

 The school takes its responsibility to safeguard children very seriously and any staff member and/or 

successful candidate who is aware of anything that may affect his/her suitability to work with children 

must notify the school/their manager immediately. This will include notification of any convictions, 

cautions, court orders, reprimands or warnings he/she may receive. 

 The school has a legal duty under section 26 of the Counter-Terrorism and Security Act 2015 to have 

‘due regard to the need to prevent people from being drawn into terrorism’. This is known as the 

Prevent duty. Schools are required to assess the risk of children being drawn into terrorism, including 

support for extremist ideas that are part of terrorist ideology. Accordingly, as part of the recruitment 

process, when an offer is made the offer will be subject to a Prevent duty risk assessment.  

 If you are currently working with children, on either a paid or voluntary basis, your current employer 

will be asked about disciplinary offences, including disciplinary offences relating to children or young 

persons (whether the disciplinary sanction is current or time expired), and whether you have been the 

subject of any child protection allegations or concerns and if so the outcome of any enquiry or 

disciplinary procedure.   

 If you are not currently working with children but have done so in the past, that previous employer will 

be asked about those issues. Where neither your current nor previous employment has involved 

working with children, your current employer will still be asked about your suitability to work with 

children. Where you have no previous employment history, we may request character references 

which may include references from your school or university. 

 You should be aware that provision of false information is an offence and could result in the application 

being rejected or summary dismissal if you have been appointed, and a possible referral to the police 

and/or DBS. 

 

 



CONDITIONAL OFFER OF EMPLOYMENT 

Any offer to a successful candidate will be conditional upon the following criteria: 

 Receipt of at least two satisfactory references (if these have not already been received), including for 

internal appointments. All references should be provided by a senior person with appropriate 

authority, subject to the satisfaction of the school. All referees will be asked if the candidate is suitable 

to work with children. The school will compare any information provided by the referee with that 

provided by the candidate on the application form. Any inconsistencies will be discussed with the 

candidate. 

 Verification of identity and qualifications including evidence of the right to work in the UK. 

 A satisfactory enhanced DBS check and if appropriate, a check of the Children’s Barred List 

maintained by the DBS. 

 For a candidate to be employed as a teacher, a check that the candidate is not subject to a prohibition 

order issued by the Secretary of State or any sanction or restriction imposed (that remains current) 

by the historic General Teaching Council for England before its abolition in March 2012. 

 Verification of professional qualifications, including, where applicable, any award of Qualified Teacher 

Status. 

 Where the successful candidate has worked or been resident overseas, such checks and 

confirmations as the school may consider appropriate so that any relevant events that occurred 

outside the UK can be considered. For an EEA teaching candidate, this shall include the candidate 

providing the school with proof of his/her past conduct as a teacher in the form of a letter of 

professional standing from the professional regulating authority in the country in which he/she has 

worked. 

 Verification of medical fitness for the role in accordance with DfE Circular 4/99 Physical and Mental 

Fitness to Teach: 

 Where the role involves providing care for pupils under eight, confirmation is required that the 

candidate is not disqualified from providing childcare as set out in the statutory guidance 

“Disqualification under the Childcare Act 2006 (July 2018)”. 

 For a candidate to be employed into a management role, a check will be carried out under section 

128 of the Independent Educational Provision in England (Prohibition on Participation in 

Management) Regulations 2014. This applies to all Governors, Senior Management Team and 

teaching Heads of Department. 

 

It is the school's practice that a successful candidate must complete a pre-employment health 

questionnaire. The information contained in the questionnaire will then be held by the school in strictest 

confidence and used as set out in the school’s Staff Privacy Notice and Staff Information Security Policy. 

This information will be reviewed against the Job Description and the Person Specification for the 

particular role, together with details of any other physical or mental requirements of the role i.e. proposed 

workload, extra-curricular activities, and layout of the school. The school is aware of its duties under the 

Equality Act 2010. No job offer will be withdrawn without first consulting with the applicant, considering 

medical evidence and considering reasonable adjustments. 


