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Our School 
 

Founded in 1910, Micklefield School is a leading, non-
selective, independent preparatory day school for up to 298 
boys and girls aged from 2 years 9 months to 11 years  
located in Reigate, Surrey. 
 
Micklefield School is a happy and flourishing two-form entry 
school, where its pupils can enjoy all aspects of learning.  It 
fosters the pursuit of high standards in education, including 
behaviour, and encourages success in learning and  
confidence in every pupil to take his or her place in society.  
The School’s aim is that children leave Micklefield School 
with the integrity and knowledge which they need to engage 
academically and socially in their subsequent lives, with the 
potential to be effective contributors and leaders within the 
community. 
 
The School creates a family atmosphere.  Each child is  
encouraged to develop his or her potential - whether  
academic, sporting, musical or creative - whilst becoming 
confident, responsible and independent members of the 
community.  Every member of the School staff prides  
themselves on knowing each of the children individually, 
creating an environment where trust and security encourage 
children to thrive.  All teachers and staff work with the 
School’s parents to instill respect, tolerance, perseverance 
and self-discipline in the children.   
 
The School has a Christian ethos but welcomes children of all 
denominations, faiths and cultures. 
 
The standard of teaching and learning at Micklefield School 
is exceptional, and the strength and depth of the Senior 
Leadership Team, the teachers, teaching assistants and  
other school staff are evident.  The pupils are happy,  
nurtured, well-mannered and quietly confident.  The School 
benefits from the support of involved Governors and  
parents. 
 
 

 
 
The Council of Governors, supporting the Headmaster and 
Bursar, has ensured that the School is financially secure and 
well resourced.  As the Governors look to the future, they 
are conscious of the current economic and political  
uncertainties affecting the UK and the wider world.  The  
Governors continually assess the possible impact of these 
uncertainties, together with specific pressures relating to the 
independent schools’ sector, on the School.  The Governors 
remain committed to ensuring that Micklefield School  
continues to be sufficiently financially resilient to enable it to 
provide its pupils with a stimulating, caring, and challenging 
educational environment. 
 
The Headmaster and Governors are currently looking for a 
new Bursar and Clerk to the Governors.  The Bursar will be 
involved in all non-academic aspects of running the School 
and will have a “hands on” approach.  The School is looking 
for a team player with initiative and good interpersonal 
skills. 
 
The Bursar will be responsible to the Council of Governors 
for the conduct of the financial affairs, business manage-
ment and material state of the School’s premises and to the 
Headmaster for day-to-day administration and operational 
matters.  The Bursar is part of the Senior Leadership Team of 
the School, which consists of the Headmaster; the Deputy 
Head; the Assistant Head; and the Director of Studies. 
 
The Governors are committed to providing the best  
professional development for the Bursar.  The School is an 
active member of the Independent Association of  
Preparatory Schools (IAPS) through the Headmaster; the 
Association of Governing Bodies in Schools (AGBIS) and the 
Independent School’s Bursars’ Association (ISBA). 
 

 
 

“The excellent level of achievement is the success-
ful fulfilment of the School’s aims to foster the pur-
suit of high standards and the encouragement to 
become successful learners.” - Latest ISI Inspection 



The School’s facilities 
 

Micklefield School has the freehold tenure of its Somers 
Road site, which is located within a Conservation Area. 
 
The objective for the school building is to provide a safe, 
attractive environment fit for purpose.  This has been the 
focus of all development and expansion plans over the 
years.  Recent and past investment in the expansion of the 
school building; interactive whiteboards; IT infrastructure; 
the school kitchen; and playground, have brought the School 
up to present needs. 
 
The School’s current facilities include: 

• Bright and cheerful classrooms all equipped with  
interactive whiteboards or Activ touch screen panels; 

• A separate nursery building linked to the main school via 
a glass walkway; 

• A large gym with a stage and a sophisticated light and 
sound system allowing it to be used not only as a gym but 
also for weekly assemblies, theatrical school productions, 
music concerts, dance classes, art exhibitions, Christmas 
fairs and various performances; 

• A state-of-the-art Art Room; 

• Display boards along all School corridors to show the  
children’s work and art throughout the School; 

• A modern Science classroom; 

• Separate rooms for music teaching and practice; 

• A modern IT Suite with 20 individual computers as well as 
180 iPads; 

• A well-stocked library where pupils can read, borrow, and 
return books; 

• Boys’ and girls’ locker rooms for Upper School; 

• A newly resurfaced playground with an all-weather  
netball court, a trim trail and climbing wall; and 

• Playing fields at a short walking distance on a lease from 
Surrey County Council with a recently renovated Pavilion 
for hosting match teas. 

 
In order to enable the School to expand in the future, the 
Governors remain vigilant for possible opportunities, such as 
acquiring a neighbouring property. 
 

The School’s curriculum and school day 
 

“The pupils’ personal development is excellent and is  
fostered by the school’s positive and supportive ethos,  
reflecting the school’s values.  Extremely good attention is 
paid to safeguarding pupils and to health and safety.” - 
Latest ISI Inspection 
 
At Micklefield, we provide a stimulating, caring and challeng-
ing environment appropriate for the relevant age groups 
that fosters the pursuit of high standards throughout all  
areas of the curriculum.  Pupils are encouraged to become  
independent learners and grow into individuals who will 
confidently take up selective senior school offers.  Kindness 
and honesty are important values throughout the School. 

 
 
The children’s studies are not restricted to the classroom 
and throughout the School they enjoy many trips to  
museums, galleries, theatres, and field trips to enrich their 
learning.  Guest speakers, specialists and visiting drama 
groups are also invited to share their knowledge and  
expertise in School. 

 
Classes are limited to 20 pupils at Reception and above, and 
each class is taught by a dedicated class teacher assisted by 
a Teaching Assistant.  Specialist teachers teach Art and  
Design Technology, ICT, French, Music, Science, Speech and 
Drama, and Sport.  Where extra support is required, pupils 
have the support from the School’s full-time Special  
Educational Needs Coordinator. 

 
Pupils are equipped for entry into a range of senior schools 
in the maintained and independent sectors at the age of 
eleven.  Every year, Micklefield School’s pupils gain places at 
highly-regarded local selective senior schools, including  
Reigate Grammar School, Dunottar School, Caterham School, 
City of London Freemans School, Lingfield College and St 
John’s School in Leatherhead.  A significant proportion of 
pupils have the honour of being awarded academic, sport, 
music or art scholarships.  The Year 6 children who left in 
July 2020 were offered a total of 19 scholarships between 
them. 
 

Despite the Covid-19 pandemic and the School’s consequent 
periods of physical closure in compliance with the UK  
Government’s guidelines, Micklefield School has continued 
to deliver a thorough, diverse, and interactive educational 
programme, as well as pastoral support, for its pupils using 
its safe and secure online platform and the School’s iPads. 

 
Extra-curricular clubs and activities 
A selection of extra-curricular clubs and activities are offered 
by the School staff throughout the year both at lunchtime 
and after school.  Pupils have the freedom to choose clubs 
and activities that will stimulate and enhance their learning 
experience at Micklefield. 
 

Breakfast Club and After-School Supervision 
The School offers a Breakfast Club which provides children 
with a healthy breakfast and various activities for all ages 
before the school day begins.  At the end of the school day, 
there is an After-School Supervision club until 6 p.m.  Upper 
School pupils may stay for a staff supervised homework 
study period until 4.30 p.m. each day. 
 

Early Years Funding scheme 
The School is part of the Early Years Funding scheme, which 
allows for 15/30 hours free childcare for children aged 3 and 
4 years. 

 
 
 



The Micklefield School Community 
 

• House system - Micklefield School operates a House sys-
tem, which encourages friendly rivalry amongst the four 
Houses:  Cranston, Fonteyn, Somers, and Waterlow.  Each 
pupil and each member of staff is assigned to a House 
from the moment they start at Micklefield, with siblings 
automatically belonging to the same House families.  
House points are awarded to pupils for effort, work,  
behaviour and achievement in all areas of school life and 
there are annual Sports competitions amongst the four 
Houses.   

 

• Micklefield School Council – The School encourages  
children to take on responsibility for themselves and for 
others within the school community.  By joining the 
School Council, children can experience working together 
in a democracy to do good for others.  This includes fund 
raising, school events and having an input into the daily 
life of the school.  

 

• Parents - The School’s weekly newsletter provides  
parents and pupils with lots of information and photos of 
recent School activities.  All parents are automatically 
members of “Friends of Micklefield” (FOM).  The FOM has 
been an integral part of the School’s community for many 
years and through the FOM, the parents and families of 
pupils provide support to the School by organising social 
events and fundraising activities.  The FOM has made 
very generous donations towards specific items of  
expenditure over the years, such as a 3D printer and the 
coloured surface on the new netball court. 

 

• Local community - The School plays an active part in the 
local community.  During the holidays, many external 
clubs, which are open to Micklefield and non-Micklefield 
children, use the School’s facilities; while various local 
groups use the School’s sports facilities and gym for a 
number of functions.  The School has strong links with 
two local homes for the elderly.  Its pupils visit the homes 
at various points throughout the year and the residents 
visit us to enjoy concerts, plays and recitals.  The link with 
the United Reformed Church in Reigate remains strong 
and the School works with the Church on local  
community projects when it is able.  Each summer the 
School offers work experience to students from local  
senior schools. 

 

• Charity - Funds are raised for a number of national,  
international and local charities.  The local charities are 
chosen by the children’s School Council every half term.  
The School also supports a small school in Kibera, Nairobi, 
Kenya.  

 

Future plans 
 

The Governors intend to continue develop the School and 
nursery and maintain its sound financial position in a  
competitive environment and challenging economic climate.  
The Governors remain committed to curriculum enrichment, 
broadening the availability of resources used for teaching,  
in particular, the continued development of the use of  
technology and iPads as educational tools; as well as  
pastoral care and mental wellbeing.  
 

The School’s finances 
 
The Governors regularly review the School’s finances,  
budgets and expenditure against budget together with a 
monthly cash flow analysis, as part of the effective steward-
ship of the School. 
 
In common with other independent schools, the School has 
invested substantial sums in its buildings in recent years and 
has a continuing programme of refurbishment, development 
and investment to maintain excellent facilities for our pupils, 
including enhancing the mobility of the teaching technology.   
 
The School does not have free reserves or endowed funds to 
facilitate the awarding of bursaries.  However, the  
Governors have set aside a designated bursary fund to  
relieve temporary hardship where a pupil’s education and 
future prospects would otherwise be at risk.  The School is 
committed to broadening access to the School by offering 
means-tested financial support with the payment of school 
fees through bursaries.  The Governors continually review 
how bursaries are made available and are mindful of the 
need to maintain a balance between fee-paying parents, 
many of whom make considerable personal sacrifices to 
fund their child’s education, and those benefiting from the 
awards. 
 



  Job Description 

Principal role 
 

The Bursar’s role is to oversee and be involved in all non-
academic aspects of running the School. 
 
The Bursar will be responsible to the Council of Governors 
for the conduct of the financial affairs, business  
management and material state of the School’s premises 
and to the Headmaster for day-to-day administration and 
operational matters.  The Bursar is part of the Senior  
Leadership Team of the School. 
 
In addition to the Headmaster, Bursar and teaching staff, the 
School employs a Bursar’s assistant, two full-time office staff, 
a marketing manager, a full-time caretaker and house 
keeping staff.  The School is currently recruiting a Registrar/
PA for the Headmaster.  The School’s catering operations are 
contracted out but all school lunches for pupils and staff are 
prepared on the School premises.  The School has also out-
sourced the support function for its ICT equipment and net-
work, and the maintenance of its playing fields. 
 

Key responsibilities 
 

Finance and Accountancy 
 

a) Leading the finances of the School. 
b) Preparing annual estimates of income and expenditure 

to include the preparation of departmental budgets  
within the School, the latter in consultation with the 
Headmaster and Senior Leadership Team. 

c) Monitoring income and expenditure in relation to budget 
and presenting regular management reports to the 
Council of Governors usually via the Finance and General 
Purposes Committee. 

d) Keeping the School’s accounts and preparing Statements 
of Financial Activity (SOFA) and balance sheets in  
accordance with the Charities Statement of  
Recommended Practice (SORP FRS 102 – January 2019). 

e) Preparing the School’s annual accounts and audit process 
as well as being the key contact for the School’s auditors. 

f) Maintaining cash flow projections for the current and 
future years. 

g) Preparing pupils’ invoices and collecting all fees and  
extras, as well as applying for Early Years Funding. 

h) Paying all salaries and wages, including PAYE, pensions 
and National Insurance contributions. 

i) Administering pension schemes for teaching and non-
teaching staff. 

j) Scrutinising and passing for payment all invoices received 
by the School. 

k) Keeping analyses of costs and other statistical records. 
l) Preparing forecasts for the future financial performance 

of the School; usually over a period of five years. 
m) Preparing financial appraisals of particular projects. 
n) Advising on the financial implications of the charitable 

status of the School. 

o) Operating an Advanced (Composition) Fees Scheme. 
p) Advising on scholarship and bursary funds.  Undertaking 

assessments of parents’ income and assets prior to  
making bursary awards. 

 
General Management and Administration 
 
a) Acting as Clerk to the Governors and secretary to the 

various sub-committees.  
b) 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.  
To act as the Headmaster’s adviser on employment 
matters including disciplinary procedures.  Ensuring that 
the School has appropriate disciplinary and grievance 
procedures. 

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

d) Being responsible for the employment, terms and  
conditions of service, supervision and welfare of all  
non-teaching staff. 

e) Formulating, monitoring and implementing the School’s 
policy to comply with the requirements of health and 
safety legislation.  This could include acting as the H&S 
lead within the School.  Carrying out risk assessments 
where appropriate and monitor all the School’s depart-
ments to ensure that they are carrying out risk  
assessments.  Taking professional advice as required. 

f) Ensuring that the School has adequate insurance cover at 
all times to include employer’s liability, buildings and 
equipment cover, personal accident, travel insurance and 
other relevant cover.  Professional advice should  
invariably be sought. 

g) Purchasing all goods and services for the School. 
h) Letting of School premises to outside organisations. 
i) Acting as correspondent with the Department for  

Education (DfE) and the Independent Schools Council 
(ISC) and being responsible for the records, returns and 
annual census required, including the Single Central  
Record for safeguarding checks. 

j) Advising on and taking the appropriate security 
measures within the School, both physical and for staff 
and pupils. 

k) Maintaining contact with the statutory authorities and 
other organisations. 

l) Catering and managing the contract with, and  
performance of, the external contractors. 

m) Ensuring that the School is regularly and thoroughly 
cleaned. 

n) Looking after all sports equipment and facilities. 
o) Overseeing the School’s minibuses and transport.   

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



p) Involvement in the marketing and development of the 
School. 

q) Overseeing the admissions process, including student 
sponsor licences. 

r) Conducting the annual appraisal process for the School’s 
non-teaching staff. 

 
School Buildings 
 
 

a) Managing the maintenance of the School buildings.   
Preparing maintenance schedules and keeping of  
records. 

b) Overseeing the installation and managing the mainte-
nance and testing of equipment for the detection,  
warning, protection and escape from fire in cooperation 
with the School’s experienced full-time caretaker.   
Ensuring that the necessary fire risk assessments are  
carried out. 

c) Managing the maintenance and testing of the  
installations and plant for the School’s electric and gas 
supply, heating, domestic hot water, water softening etc.  
Letting of energy supply contracts at competitive rates.  

d) Ensuring that catering contractors are providing evidence 
of compliance with all relevant requirements for hygiene 
and food safety. 

e) Working together with the School’s caretaker in ensuring 
the routine maintenance of the lighting and ventilation in 
all School buildings. 

 
School Grounds 
 
a) Ensuring the upkeep of the School grounds through the 

use of approved contractors, including the playground, 
playing field, garden and all weather surfaces. 

b) Ensuring the maintenance of the School’s boundaries, 
roads, and rights of way. 

  The Candidate Profile & Personal Qualities 

The Headmaster and Governors are looking for an  
enthusiastic and commercially-minded individual with a 
“hands on” approach.  With a proven background of  
managerial experience at senior level, financial experience 
and acumen, as well as commercial judgement, the  
successful candidate will show leadership, warmth,  
confidence and good communication skills.  The School is 
looking for a team player with initiative and good  
interpersonal skills.  While previous experience in a school is 
not essential, it is desirable. 
 
The general experience required for a Bursar is as follows: 
 
a) Professional financial qualifications including experience 

of strategic and operational financial planning and man-
agement reporting. 

b) The ability to produce budgets, cash flows, management 
accounts and statutory accounts and provide regular 
updates to the Headmaster and Governors on financial 
performance. 

c) Excellent communications skills to lead and manage indi-
viduals and teams to ensure the efficient running of the 
day-to-day affairs of the office. 

d) As Clerk to the Governors, knowledge of procedures at 
meetings – notices, agenda, minutes, conduct of 
meetings and secretarial practice. 

e) 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. 

f) Experience of estate and facilities management. 

  Employment Terms & Conditions 

A competitive salary will be offered to the new Bursar and Clerk to the Governors, commensurate with his/her experience.  

The new Bursar is eligible to be a member of a pension scheme and fee remission is available for any school age children. 



  Application Process 

Interested candidates are invited to complete the application form (there is no need to submit a CV) together with a short 
covering letter addressed to Mrs Joosje Hamilton, Chair of Governors, which explains your motivation for  
applying. 
 
Candidates should send both documents by email marked Private & Confidential, care of the School Office at Micklefield 
School, 10 Somers Road, Reigate, Surrey, RH2 9DU; office@micklefieldschool.co.uk. 
 

The deadline for receipt of applications is noon on Friday 26 March 2021. 
 

Process following submission of the application form 
 

• 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 the School Office by telephone - 01737 224 212. 

 

• Thursday 1 April 2021 – All applicants will be informed on whether or not they have been selected for a  

preliminary interview. 
 

• Monday 12 – Thursday 15 April 2021 - Preliminary interviews and a tour of the School take place.  Selected  

candidates will only be required for part of the day. 
 

• Friday 16 April 2021 - Decision on the shortlist candidates. 

 

• Monday 26 – Thursday 29 April 2021 - Second stage interviews.  Selected candidates will only be required for 

part of the day. 
 

• Friday 30 April 2021 - Offer made. 

 

• As soon as practicable - Start date. 

 
 

Micklefield School is committed to safeguarding and promoting the welfare of children and young people and  
expects all staff and volunteers to share this commitment.  Applicants will be required to undergo safeguarding 

screening appropriate to the post of Bursar and Clerk to the Governors, including checks with past employers and 
the Disclosure and Barring Service (DBS), sight of original qualification certificates,  

satisfactory references and a medical. 

MICKLEFIELD  
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10 Somers Road  Reigate 
Surrey  RH2 9DU 

www.micklefieldschool.co.uk 
01737 224212 
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