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Thank you for your interest in working at Lingfield College Nursery & Prep.
 
As the Head of Prep, I am delighted to introduce you to our fabulous school, made special by the
wonderful children, supportive parents and hard-working staff. 

I am incredibly proud of the work that we do here daily. We have a huge responsibility to ensure our
children get a rich and diverse education. Our school is one where children are nurtured in a family
atmosphere, where they are given every opportunity to flourish, learn, create and grow as individuals. 

We are a very happy school. The relationship between staff and students is exceptional; although
very busy, it is a pleasure to work and study in such a friendly environment. Expectations of teachers
and pupils are high, but this serves both to stimulate achievement and provide reward.

 I hope you find everything you are looking for on our website to help you decide if Lingfield College is
the environment you would like to work in. If you have any questions, our HR department will be
happy to answer them for you. 

Welcome

We look forward to welcoming you. 

Jacky Shackel
Mrs Jacky Shackel, Head of Lingfield Prep



Our School
Lingfield College is a vibrant and successful all-through independent co-educational school for

over 940 pupils aged 2–18 years. The school has a strong academic ethos. Results in recent years

have been outstanding, and the curriculum is broad, relevant and innovative. There is a wealth of

extra-curricular activities available, and the students are encouraged to make full use of them to

develop their own individual strengths and personalities. We work alongside the pupils and their

families as a connected and diverse community dedicated to a mutual goal of creating a happy

learning environment for our pupils.

Lingfield, Surrey
Lingfield College is set within a beautiful 40-
acre campus located on the outskirts of
Lingfield Village in Surrey and close to the
borders of Sussex and Kent. It is a delightful
place to live in, with the countryside on your
doorstep but with vibrant towns and the coast
all within reach.
 It is also a convenient distance from both
London and Brighton with easy transport links. 
The standard of living in the area is deemed
attractive and sought after. Students and staff
travel to the school from a wide area, from
both rural and urban settings. 

To be a safe and trusted foundation for our pupils to achieve their individual academic, social

and creative potential.

To cultivate the skills, knowledge, self-awareness and academic credentials our pupils will

need to confidently meet the challenges of our rapidly changing world. 

To instil and nurture a strong sense of social responsibility, moral justice and environmental

awareness so our pupils can positively contribute to a sustainable and just society.

To guide each child in the discovery, delight and development of their unique gifts, talents

and character.

To create and sustain an inclusive and contemporary school culture, where diversity,

difference and individuality are recognised and celebrated. 

To prioritise physical and emotional wellbeing across every facet of our school community. 

Our Aims



Our Educational Vision

Throughout Nursery & Reception, children make EXCELLENT
progress in writing and are able to read sentences by the ages

of 3 and 4

A Lingfield education goes beyond the academic and that is something we pride ourselves on. Our
innovative academic curriculum is underpinned by the development of skills, attributes and mind-
sets that will help students find success in an increasingly unpredictable future, and support them in
becoming effective learners. This approach is complemented and reinforced by our wide-ranging
co-curricular and pastoral programmes, and aims to prepare students to flourish in a rapidly
changing world. The skills, attributes and mind-sets have been carefully chosen and given formal
Lingfield College definitions so that all staff, students and parents can share in the collective vision.

ISI Inspection 2017



Pension contribution

Induction, support & personal development

Fee remission

Complimentary lunches & refreshments. 

Free car parking facilities

Cycle to work scheme

Staff rewards scheme with discounts on hospitality & retail. 

Access to a 24/7 Employee assistance programme that offers lifestyle advice & wellbeing

services

Free access to our extensive sports facilities, including our gym. 

A range of wellbeing activities including fitness classes, massage and beauty treatments. 

Friendly staff common room and active programme of social activities. 

Access to borrow books from our library

Staff Benefits

I joined Lingfield College Prep in January 2021 as a Year 1 Teacher.
Due to a second lockdown, my first few weeks teaching were online. I
was very well-supported by colleagues and couldn't wait to meet my

class in person. Since returning to class, I have really enjoyed teaching in
this dynamic, fun school where the children thrive.

Staff member, 2021

What is it like to work here



Job Description

The Role : 

Reporting to :

Purpose
To provide administration support to assist with the smooth running of the Prep School. 

Prep School Administrator

Head of Prep School

Responsibilities

Organise the daily staff cover working closely with the Head of Prep School and Head of Prep’s
PA. Record and report Prep School staff absence requests and arrange staff cover as required,
informing staff via the Daily Bulletin and arranging cover for breaktimes. 
Organise playground rotas and noticeboards; liaise with staff regarding the lunchtime rota and any
relevant cover for staff absence. 
Produce the weekly newsletter for parents. 
Order general office/catering supplies as required. 
Maintain the school photocopiers and manage the supply orders and distribution of paper and
toner, as required.  
Collate and record events for the year, such as parent talk programmes, pupil talks and the annual
programme for assemblies. 
Assist with the booking of external courses for staff and associated record keeping, as well as
streamlining the process so that there is accurate reports generated regarding staff training. 
Collate information/data for reporting or analysis. 
Assist with prospective Prep School packs. 
Assist with new starters to the School by compiling induction packs and coordinating class rep and
parent rep links, photographing for iSAMS, dependant on intake. 
Ensure the ISI calendar is kept up to date. 
Check/replenish Tool Boxes each term. 
Assist with any administration tasks to support the Director of Studies. 

Main Responsibilities:

 Administration



Provide cover when required in the School Office, assisting with visitors, children, staff, parents and
phone enquiries. 
Monitor pupil absence records and assist with persistent absenteeism, producing half termly
reports on attendance and punctuality. 
Prepare a half termly behaviour report of pupil sanctions for the Head of Prep School. 

Participate in administration and organisational tasks related to the PE curriculum, fixtures,
tournaments, lunchtime and after-school sports clubs, weekend events and tournaments.  
Evaluate stock for condition and safety, ordering and allocation of equipment and materials. 
Athletics data input, creating team sheets and emails. 
Photocopying/printing/photos/laminating and updating PE notice boards. 
Liaise with our own and other schools’ Catering departments re children with special dietary
requirements for match teas. 
Communicate with the parents of pupils. 
Communicate and co-operate with external contacts. 

School Office

PE Office

Be the point of contact for the Lingfield Parent Association, attend meetings, draft minutes and
liaise with any upcoming events. 

Carry out first aid as required and complete appropriate paperwork. 
Ensure first aid boxes and playground first aid kits are stocked and order medical supplies where
appropriate. 

Points of Contact

First Aid / Medical

Carry out regular walkarounds and checks on the Prep School to ensure a high standard of
appearance for all parents and visitors. 
Maintain and keep up to date playground signage around the school, e.g. noticeboards, in toilets
and main communal spaces. 
Prepare Staff/Midday Supervisor sign in sheets and keep updated with starters and leavers. 
Research new initiatives and assist with gathering of evidence for accreditations. 
Undertake general photocopying, laminating, binding and filing. 
Keep the staff photo board up to date. 
Attend and support on School Open Days. 
Assist with educational trips and visits where appropriate. 
Order flowers and produce and display signs for upcoming events e.g., open mornings. 
Arrange, liaise and prepare Santa’s annual visit. 
Provide refreshments for visitors as required, and general kitchen duties. 
Be responsible for the Prep School meeting room ensuring it is kept clean and tidy. 
Maintain up to date copies of timetables for the Head of Prep School and Director of Studies’
offices. 

Other Duties



Person Specification

Good standard of education to include GCSE Maths and English Grade A-C or equivalent 

Experience of working in a busy and varied admin role, ideally within a school setting 
Good written and verbal communication skills 
Excellent interpersonal skills, ability to communicate effectively with a variety of people  
Proven ICT skills and a willingness to learn  
A sound understanding and experience of Microsoft Office & Excel 
Able to work in an organised and methodical way 
Able to prioritise and manage workload, working effectively and calmly under pressure 
Able to work quickly, accurately and to deadlines 
Ability to work on own initiative and work as well as collaboratively within a team 
Able to maintain confidentiality 

Ability to be discreet and maintain confidentiality at all times 
Approachable and willing to deal with a variety of tasks 
Enthusiasm with a positive ‘can do’ approach 
Accuracy and attention to detail 
Flexible approach to work 

Qualifications:

Knowledge, Skills and Experience:

Personal Qualities

Terms and Conditions: 

Salary: Competitive starting salary discussed at interview 
Hours of Work: 8.00 am to 4.15 pm Monday to Friday, term time only plus 2 weeks 
Pension: Nest Pension Scheme 

The job description sets out the duties of the post at the time it was drawn up. The post holder may be
required to undertake other duties within the school as may be reasonably expected, without changing
the general character of the duties or the level or responsibility entailed. 



The Process
To apply for this position please complete an application form to and return it to the HR
Manager, Lingfield College, St Piers Lane, Lingfield, Surrey, RH7 6PN or email
hr@lingfieldcollege.co.uk  

Closing date: Applications should arrive no later than 9.00 a.m. on Friday 24th March 2023.
Interviews are planned for week commencing 27th March 2023.

HR Manager,
Lingfield College, St Piers Lane,
Lingfield, Surrey. RH7 6PN 

By email

By post

hr@lingfieldcollege.co.uk

Lingfield College is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share
this commitment. Applicants for this post must be willing to undergo child protection screening, including reference checks with
previous employers and a criminal record check via the Disclosure and Barring Service. At Lingfield College we uphold fundamental
British values and expect all employees to do the same. Lingfield College is an Equal Opportunities Employer.

mailto:hr@lingfieldcollege.co.uk

