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ABOUT SUMMERFIELDS 

 

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 and owner of an Oxford 

gymnasium, 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 for boys aged 4 to 13. There are currently approximately 330 

boys on the roll and the school is generally over-subscribed; indeed, numbers are set to rise over the next two 

years. 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 busy, caring and friendly boarding community. We aim to ensure that 

each boy is happy, academically challenged and is taking full advantage of life at Summer Fields, with its many 

possibilities and opportunities. 

 

Summer Fields celebrated its 150th birthday in 2014 and, as well as hosting many events to celebrate this 

anniversary, a major redevelopment of parts of the school was completed. In particular, a spectacular new 

£3m building, the Salata Pavilion, providing new sport changing and other facilities, was opened in January 

2016. A further redevelopment is currently under way to provide a state-of-the-art new school library, including 

an archive room, a periodicals room and associated teaching rooms in what is the oldest and largest teaching 

space in the school. The £2.5m project includes a major refurbishment of the school Chapel, as well as the 

DT and Learning Support departments.   

 

The school is thriving at all levels and we have recently entered an exciting new phase in our history. In 

September 2018 we opened a brand new Summer Fields Pre-prep school, catering for boys from Reception 

to Year 3. The school is housed in a stand-alone building: Newton, one of the oldest and most historic buildings 

on the school’s 70-acre site. The building has undergone a complete re-development, including the addition 

of a striking, modernist new extension; it now provides purpose-built facilities for up to 80 boys aged 4 to 8.  
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ACADEMIC RECORD 

Academic standards and outcomes are high. The principal entry point to the prep school is currently in Year 

4, although a few boys join in Years 5 and 6 depending on places being available; these places continue to be 

available now that the new Pre-Prep has opened. Some 20 boys will join the prep school from the Pre-prep 

each year, in addition to those joining directly, both boarders and day boys, in Year 4. Admission is by selection. 

The aspirations of boys and parents are high and the school prides itself on the outstanding exam results 

achieved by our 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 scholarships to the top public schools in the country. 

 

BOARDING 

The boarding structure is horizontal, according to age, in six lodges (boarding houses), where the boys are 

usually 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 lodge parents, form takers, the Head Sister, and, of course, the Headmaster. 

The school is set within 70 acres of grounds and is extremely well resourced with many outstanding and 

modern facilities, which are continually enhanced. 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; recent results 

in music scholarship exams, in particular, have been outstanding. All these activities, and many others, are 

extremely well provided for. The Chapel is at the heart of the school, both literally and figuratively. 

 

WORKING AT SUMMER FIELDS 

Summer Fields recognises that staff are one of the school's most valuable assets. We therefore seek to 

recruit and retain well-qualified academic and non-academic staff who demonstrate enthusiasm for their 

area of expertise. There are currently around approximately 155 full-time and part-time staff with around 50 

staff and their families living on site. The school benefits from some of the very best facilities in the 

independent sector and is situated in a quiet estate less than two miles from the centre of Oxford. There is 

a very strong sense of community at Summer Fields and the successful candidate can look forward to 

enjoying being part of a warm and welcoming community. Working at Summer Fields is rewarding and all 

staff are encouraged to get fully involved with the life of the school. 
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THE POSITION 

 

The role of Domestic Bursar is pivotal in a boarding school and provides extensive support to the Operations 

Director in the effective management of the school’s non-academic areas. The Domestic Bursar has specific 

responsibilities for catering, housekeeping and compliance; and is the Lead Competent Person for Health 

and Safety. 

 

The school prides itself on an excellent standard of both internal and external catering services. Although the 

catering operation is outsourced, the Domestic Bursar is responsible for ensuring that the contract caterers 

consistently maintain high standards of daily meals, events and functions. Key school events include Open 

Days, Sports Day, Leavers’ Day, Summer Fair, Governors’ meetings, formal dinners and local community 

events. 

The Housekeeping team incorporates the in-house school cleaners, contract cleaners and the in-house 

laundry staff. The Domestic Bursar will lead, manage and support the Head of Housekeeping and the 

Schoolkeeper. 

 

During the holidays the school facilities are hired by external organisations, i.e. activity camps and 

residential schools. The Domestic Bursar will manage the organisation and running of the Holiday Lets and 

ensure that the facilities are used to maximum capacity. 

 

Our current Domestic Bursar will be retiring after 32 years of outstanding service to the school. Applicants 

should have the ability to build and sustain support networks and use initiative in order to deliver solutions 

and manage resources efficiently. Strong interpersonal skills and experience of building productive and 

collaborative working relationships are essential. Current knowledge of Health and Safety legislation and 

experience in the management of Health and Safety practices are essential. The successful candidate will 

have excellent verbal, written and IT skills. 

 

This is a fantastic opportunity to work in a prestigious independent school in a beautiful location in 

Summertown. Benefits include a contributory pension scheme, life assurance, private health insurance, 

access to an Employee Assistance Programme and membership of the Staff Swimming Club. Lunch is 

provided in the dining room during term time and parking is available in in the school grounds.  

 

A competitive salary will be paid dependent on skills and experience. Due to the nature of the boarding 

environment some flexibility in hours is required including some evening and weekend work. The annual 

leave entitlement is six weeks’ holiday plus Bank Holidays which fall during school holidays.  

 

Please visit our website, www.summerfields.com for information about the school, or contact the HR Manager 

on 01865 459238 for further information. 

 

  

    

http://www.summerfields.com/Careers-and-Work-Experience
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JOB DESCRIPTION 

 

Job Title:  Domestic Bursar 

Reporting to:  Operations Director 

Purpose of Role 

The main purpose of the role is to support the Operations Director in the effective management of the school’s 

non-academic areas. The Domestic Bursar manages the delivery of the catering and housekeeping activities 

across the school, and has the role as Lead Competent Person for Health and Safety and for wider 

compliance matters. The Domestic Bursar deputises for the Operations Director when necessary.  
 

Professional Responsibilities 

 Responsible for the day-to-day operation of the Catering and Housekeeping departments and functions.  

 Support the school in its aims, ethos and objectives. 

 Establish and maintain the trust and support of all staff across the school. 

 Support the Operations Director in key aspects of the school’s compliance and non-academic 

operations. 

 Keep track of changes in Health and Safety legislation and Compliance matters.  

 Introduce appropriate systems that ensure compliance with all relevant statutory regulations and 

recognised best practice. 

 Set high expectations in terms of the promotion of a professional and positive image of the school at all 

times. 

 Passion and pride in being a key member of Summer Fields. 

Key Operational Responsibilities 

 Support the Operations Director in key aspects of the school’s compliance and non-academic 

operations. 

 Manage the school’s contract catering operations to ensure the delivery of a first class catering service 

for pupils, staff and events, including: 

o Determine the food service specification and service levels for both routine and event catering, 

o Provide all appropriate information to support those requirements, 

o Ensure the contractor understands and complies with all school policies and in particular in regard to 

safeguarding legislation, 

o Ensure compliance with all Health and Safety and Food Safety legislation, 

o Ensure the implementation of effective delivery standards and continual quality improvement, setting 

clear and measurable standards and objectives. 

o Ensure through effective communication, monitoring and auditing, the achievement of key 

operational objectives and targets, 

o Ensure cost efficient and effective operational delivery, staffing and staff utilisation, 

o Manage the annual calendar of school catering events so as to provide the best possible support 

given the resources available, 

o Build strong relationships with the various stakeholders: pupils, academic staff, support staff, visitors 

and suppliers. 

 Monitor and review service contracts regularly and assist with the negotiations for ensuring that cost-

effective contracts are in place to meet the school’s requirements. 

 Manage the letting of school property, including charity and other external lettings, including the routine 

management of the Summer Fields Swimming Club and Holiday Lets.  

 Ensure that the facilities for Holiday Lets are used to maximum capacity. This will include advertising, 

arranging visits and tours of the facilities, negotiating prices, and monitoring income levels. 

 Manage delegated projects across the school. 
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 Promote team building and ensure relevant training is up-to-date. 

 Maintain accurate records. 

 Responsible for planning and preparation for all events held in school, ensuring high standards of 

delivery. 

 Line management of the School Keeper and Head of Housekeeping. 

Compliance Responsibilities 

 Ensure the school has appropriate risk assessment and risk management processes, including a risk 

register, emergency evacuation procedures and a crisis management plan in place at all times. 

 Ensure compliance and statutory requirements affecting the school are met. 

 Ensure that relevant school policies and procedures are fully compliant with the requirements of both 

legislative and of the Independent Schools Inspectorate. 

 Ensure that the appropriate compliance records are maintained in all areas including Data Protection, 

Safeguarding and Health and Safety. 

 Spread awareness of policies and promote the observation of practices and procedures designed to 

ensure compliance. 

 Liaise with external agencies on compliance issues including making official reports if required. 

 Act as the Lead Competent Person for Health and Safety and in particular: 

o Provide Health and Safety advice to the school’s Health and Safety Committee and act as Secretary 

to the meetings, 

o Maintain the relevant school policies, operating procedures and register of required risk 

assessments, 

o Support the nominated Governor’s oversight of the school’s Health and Safety processes including 

the production of termly reports and the annual audit format. 

o Act as the focal point for guidance and assistance in the production of school risk assessments. 

o Liaise with the academic staff, giving support to ensure Health & Safety documentation is in place 

and up to date. 

o Review the school’s Health and Safety Policy on an annual basis and ensure staff and managers are 

made aware of any changes. 

o Keep up to date with Health and Safety legislation and promote Health and Safety compliance 

across the school. 

o Maintain the staff Health and Safety training register and ensure that staff training complies with 

regulatory and policy requirements. 

o Develop procedures to ensure that contractors and suppliers and other occasional visitors to the 

school comply with relevant legislation and school safety procedures. 

o Meet and co-operate with visiting Health, Safety and Environmental officers as appropriate. 

o Assist the reporting of all reportable accidents and maintain accident statistics, analysis trends and 

propose remedial action where necessary; conduct reviews of major accidents/near misses. 

General 

 Responsible for overseeing the Housekeeping team’s annual holidays, ensuring that there will be 

adequate cover throughout the year to support the school calendar and sufficient staff to work in the 

school holidays for Summer Camps and Lets. 

 Recruitment and selection of housekeeping staff with the Head of Housekeeping and in liaison with the 

HR Manager. 

 Prepare the Housekeeping budget with the Head of Housekeeping and oversee stocktaking. 

 Liaise with the Chair of the Health and Safety Committee to draft the agenda of committee meetings 

and deliver the accurate and timely minutes of the meetings. 

 Responsible for the overall cleanliness and condition of the school and boarding lodges. 

 Responsible for planning and implementing some events in the community for our neighbours. 

 Managing the membership of the Staff Swimming Club and registration. 

 All staff share the same responsibility for safeguarding and promoting the welfare of children and must 

adhere to, and comply with, the Safeguarding Policy. 

 Comply with all Health and Safety procedures as required by the school. 

 Undertake any other responsibilities as reasonably requested by the Operations Director.  
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PERSON SPECIFICATION 

 

ESSENTIAL QUALITIES 

 

 Experience of operating at a senior level and managing business or professional support services. 

 Ability to deliver solutions and manage resources efficiently. 

 Strong interpersonal skills and experience of building productive and collaborative working 

relationships with all stakeholders. 

 The ability to lead by example, empower others and earn respect. 

 Experience of leading and managing teams.  

 Extensive knowledge of Health and Safety management. 

 Experience in budgeting, procurement and contract negotiation. 

 Excellent written and verbal communication skills and numeracy skills. 

 High standards and attention to detail. 

 Proficient IT skills, in particular Excel spreadsheets. 

 Positive in adversity and calmness under pressure. 

 A proactive rather than re-active approach. 

 Discreet and confidential when dealing with sensitive issues. 

 Ability to use tact and diplomacy when required. 

 Willingness in all aspects of the role to adopt a flexible approach and have an open door policy. 

 A can-do attitude. 

 Commitment to the priorities and values of the school. 

 

DESIRABLE QUALITIES 

 

Desirable 

 Catering/hospitality management experience. 

 Previous experience in an educational/facilities environment. 

 Experience or knowledge of independent boarding schools. 

 Experience of project management.  

 Educated to degree level or equivalent 

 A relevant professional qualification. 

  



 

Page 7 of 7 

 

APPLICATION PROCEDURE 

 

In order to ensure the safety and security of all pupils at the school, applicants must be willing to undergo 

child protection screening. We are required to carry out a number of pre-employment checks including:- 

 obtaining and verifying references from past employers;  

 checking a full history of employment and verifying reasons for any gaps in employment;  

 an enhanced Disclosure and Barring Service criminal records check.  

 an overseas criminal record check is required for applicants who have lived abroad for three months 

or more in the last ten years. 

 

Please apply by providing the following:- 

 A fully completed application form, with details of any gaps between jobs or between finishing 

education and employment.  

 A letter of application addressed to Mr James Kirk, Operations Director. 

 If you have a CV you wish to send, please do so, however a completed application form must still be 

provided. 

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 saved as Word or PDF files and emailed to recruitment@summerfields.com by the 

closing date of 9th December 2020. 

 

SAFEGUARDING 

 

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. 

 

EQUAL OPPORTUNITIES 

 

Summer Fields is an equal opportunities employer and is committed to a policy of treating all our employees 

and job applicants equally. It is our policy to take all reasonable steps to employ and promote employees on 

the basis of their abilities and qualifications without regard to age, disability, sex, gender reassignment, 

pregnancy, maternity, marital or civil partnership status, race (which includes colour, nationality or national 

or ethnic origins), sexual orientation, religion or belief. 

mailto:recruitment@summerfields.com

