
Appointment of BURSAR/STRATEGIC BUSINESS LEADER

INFORMATION PACK

Independent day school for boys aged 4-13
Smart, Skilful and Kind



Dear Applicant

Thank you for your interest in working at Rokeby School.

We are an outstanding all boys preparatory school with nearly 400 pupils.  We are situated in a beautiful 

location just o� the A3 at Kingston Vale with good travel connections to Kingston Upon Thames and 

Wimbledon, as well as a train station to Waterloo only a few minutes away. We are a happy, thriving and 

over-subscribed school that is in a strong place within the independent sector.  Our strategy for future 

development is robust and centred around giving the best educational opportunities for each and every 

boy.

The Bursar/Strategic Business Leader will be a key member of the school’s executive sta� with 

considerable responsibility and authority. You will be working alongside the school’s Deputy Heads 

(Pastoral/Operational and Academic) to ensure the school’s business development and service is of the 

highest quality and is able to face the future with excitement and strength. The role would suit someone 

who has a strong grasp of the operational management of a busy organisation but who is also able to 

develop the school as a business and o�er high quality support and service to boys, sta� and parents.

You may have come from another school, or from industry or public services. Regardless, if you have a 

strong track record and are keen to be an intrinsic part of a leadership team for a 4-13 school, this is the 

post for you.

Join us in seeking to bring out the brilliance in each and every 

boy! Have a look at our website, view our Information Pack, 

and come to visit us to see �rst-hand what we do.

With best wishes

Yours faithfully

 

Jason Peck

Headmaster



History

ROKEBY WAS ORIGINALLY A PREP SCHOOL IN WIMBLEDON 

THAT WAS FOUNDED IN 1877.

In 1965 the then owner of the school stated his intent to close it, and a 

group of parents decided that it must be rescued. Rokeby Educational 

Trust Limited, a charity, was set up in 1966 to establish a successor 

school on its current site.

The George Road building was originally one of a number of houses on 

George Road owned by the Galsworthy family ( John Galsworthy wrote 

The Forsyth Saga). Although it was no longer residential when Rokeby 

arrived, the buildings were still largely laid out as a country house. Over 

the years, signi�cant investments have been made to upgrade and 

modernise the school. These include, Science, Music, Art, Design 

Technology, Library and IT. The latest new building in 2013 has given the 

school a purpose built Early Years centre with its own playground and 

spacious classrooms for the pre-prep with break out areas along with a 

Performing Arts Hall for use by the whole school. The school continues 

to refurbish its classrooms on a rolling programme.  IT is used 

throughout the school which now has complete wireless connectivity 

and in 2015 an Active Learning Centre was created from an old school 

hall along with new changing rooms.

For many years, the school made use of external sports facilities that 

were hired from year to year. After nearly 10 years of searching, the 

school �nally succeeded in buying its own 10 acres of sports �elds in Old 

Malden in 2003, some 10 minutes from the school, where a new pavilion 

was built which includes a commercial kitchen.

"Helmsley", Wimbledon – the site where
the school first stood (1877–79)

"Rokeby", No. 17 The Downs, Wimbledon 
(1879–1966)



Our Aims

ABOVE ALL ELSE WE AIM TO BRING OUT THE BRILLIANT IN EACH BOY.

We want each of our boys to be respected as the boy he is. We want him to love learning in the way best 

suited to him, at the pace best suited to him. We want him to be able to �nd happiness and success in all that 

he does and to be kind to others.

To help us to achieve this we have seven objectives:

To enable each boy to achieve his best in all areas of learning by seeking to understand him, engage him 

and inspire him.

To enable each boy to �nd his strengths, develop special abilities and achieve a high standard where he 

has a particular talent.

To help each to develop: independence in learning, self-discipline, self-motivation, self-con�dence, 

kindness, good manners and cooperation.

To help each boy to develop and demonstrate respect for himself, others and his environment.

To help each boy to contribute positively to our society so that he can grow up into a successful and 

considerate citizen.

To create optimum learning opportunities for the boys from start to �nish, enshrining excellent 

development of knowledge and skills in a stimulating curriculum.

To enable each boy to achieve entry to a senior school which is suited to his abilities, interests, personality 

‘…results give it undeniable cachet as a prep whose top leavers continue to have the 

entrée to some of south west London’s most sought after senior schools, this school is 

about so much more than getting hard results. We found the boys engaged with 

everything the school has to offer, and extremely proud of it.’

– The Good Schools Guide



Ethos

YOUR SON COMES FIRST.

We pride ourselves on the way in which we educate and support all of our boys at Rokeby. We treat them as 

individuals: we focus on each and every boy. We want each boy to achieve his best in every area of learning so 

that they become smart, skilful and kind and leave us con�dent and positive, happy and successful.

There are many ways in which our boys achieve but they always do so when motivated and happy, with the 

right blend of support and challenge. We give our boys the opportunity to develop skills in a range of activities 

beyond the core academic subjects, helping them to �nd things they enjoy and build their con�dence, which 

then bene�ts their academic studies and personal development. We focus on their strengths but want them 

to develop competence and con�dence in many areas.

We want all of our boys to know that the essence of achievement lies in what they themselves can do and 

what they can take pride in; that it is not so much about competition with other pupils as with trying to gain 

the best for themselves from the wealth of opportunities our sta� and facilities o�er. This demands dedicated 

teaching, enthusiastic children and good partnership work with parents; and we are committed to this team 

approach.

‘…taking into account every boy’s strengths, interests 

and individual needs when devising their learning plans.’

– The Good Schools Guide



 Bursar/Strategic Business Leader

The Bursar is a primary player in ensuring the success and continued high performance of Rokeby School. The 

Bursar is responsible to the Head for the day-to-day, non-academic operation of the School. The Bursar is a 

member of the Strategic Senior Leadership Team and plays a key role in providing leadership and setting the 

school’s strategy and long term plans. The Bursar is expected to help plan for the school’s future, especially in 

the �nancial and operational arena, and to provide information on the school’s current �nancial health and 

future trends and projections. The Bursar, under the guidance of the Head, is responsible for ensuring the 

continued �nancial success of the school as a business and charity.

The Bursar is appointed by the Governors, with the consultation of the Head.  The Bursar reports to the Head 

and is line managed by him or her on a day-to-day basis. In consultation with the Chair of Governors, the Head 

will make arrangements for the appraisal of the Bursar. The Bursar has a secondary reporting line to the 

Governing Body for the �nancial management of the school and this is exercised via the Chair of the Finance 

Committee. 

The Bursar is a key component of the school’s leadership and is expected to exemplify and uphold the school’s 

professional standards and expectations. The Bursar is responsible for overseeing the leadership and 

management of the administrative and support sta� of the school and to ensure the administrative structure 

of the school supports its needs.  This role may include Clerk to the Governors.   

The Bursar is supported in his or her duties by a Finance Manager, Premises Manager, IT Manager and 

Marketing Manager, along with other support sta�.

THE BURSAR’S MAIN AREAS OF RESPONSIBILITY ARE AS FOLLOWS:
 

Strategic Development of the School as Business

Financial Leadership and Management

Operational and General Management

Human Resources

Compliance, IT and Data Protection

Premises



In those areas, the Bursar is expected to ful�l the following duties:

STRATEGIC DEVELOPMENT

Help design long-term and short- term strategies for the school, in conjunction with the Head and 

Governors, and develop stress tests of those models.

Provide �nancial projections and forecasts to the Head and Governing Body, including a �ve-year 

�nancial plan and other projections that may help guide the school.

Develop and manage business plans for any potential new school initiatives and oversee 

implementation of any plans approved by the Head or Governing Body.

Ensure continued optimum revenue for the school’s success, through review and oversight of fee 

receipts, asset development and admissions of ideal pupil numbers.

Ensure the school makes best possible use of its resources and assets through e�ective long, mid and 

short-term planning including the generation of revenue. 

Lead and manage the structure of the school’s non-teaching sta� to align with the school’s current and 

future needs.

Oversee marketing, publicity and communications to support the strategic plans of the school.

 FINANCIAL MANAGEMENT

Devise a long-term �nancial strategy for the school and plans to support long-term goals.

Advise on general �nancial policy for the school.

Prepare annual estimates of Income and Expenditure, including department budgets, in consultation 

with the Head and senior academic sta�.

Monitor Income and Expenditure in relation to the budget and present regular management reports 

to the Governing Body.

Keep the accounts of the school and prepare Statement of Financial Activity (SOFA) and balance 

sheets in accordance with the Charity Commission’s Statement of Recommended Practice (SORP).

Maintain cash �ow projections for current and future years.

Design, maintain, oversee and review the system of �nancial controls for the school as approved by the 

Governors.

Manage procurement framework and process.

Advise on investments for the school.

Prepare bills and collect all tuition and additional fees.

Pay all salaries and wages, including PAYE, superannuation and National Insurance Contributions and 

compliance with regulations for bene�ts in kind.

Administer all pension schemes for all sta�.

Scrutinise and approve all invoices received in the school.

Organise special appeals for any capital projects or endowment funds.

Keep analyses of costs and other �nancial statistics.

Oversee taxation matters.

Deal with the school’s income tax and rating assessments as required.

Ensure all school �nancial policies meet the changing needs of the school and are well managed and 

implemented.

Develop a bursary policy and oversee implementation of the policy.

 OPERATIONAL AND GENERAL MANAGEMENT

Chair Health and Safety Committee.

Draft, monitor and implement school policies to comply with all health and safety regulations and 

requirements. Ensure annual health and safety audit is conducted.

Advise on and take appropriate physical security measures within the school for protection of 

students and sta�.

Work with the Head and Deputies to ensure there is a robust well-practiced Crisis Management Plan 

and ensure its details are up to date and made available to all sta� and Governors.

Put in place a Business Continuity Plan for the school, following a crisis.

Ensure the school has adequate insurance cover.

Purchase goods and services for the school.

Oversee any contracts the school has agreed to, including with long term providers such as the 

catering company.

Act as correspondent with the Department of Education and keep all sta� informed of relevant 

information and compliance-related updates.

Ensure support sta� are up to date with training and keep their training records.

Monitor all updates and changes to the school’s inspection process. Ensure the school’s compliance 

with all regulations and legal requirements. Work with the Head to ensure the school is prepared for 

all inspections, especially in areas such as policies and compliance.

HUMAN RESOURCES

Oversee the recruitment, training and professional development of all non-teaching sta�.

Develop an e�cient and successful structure for all support sta�, with clear reporting responsibilities 

and succession planning.

Manage the performance of support sta� under that structure to ensure e�ciency and e�ectiveness.

Ensure compliance with all aspects of employment law.

Act as the Head’s adviser on employment matters, including disciplinary procedures and ensure the 

school has appropriate disciplinary, grievance and whistleblowing policies.

Ensure correct recruitment procedures are followed for all sta�, especially with regard to 

safeguarding and reference of the ISSR; ensure all necessary checks are completed and the SCR is 

completed and kept up to date.

Ensure all sta� have contracts of employment and keep all school’s standard contracts up to date with 

current law.

COMPLIANCE, IT AND DATA PROTECTION

Develop, oversee and monitor the school’s GDPR policy.

Develop and deliver a strategy for school’s IT infrastructure and administration.

Manage and oversee the security of the school’s IT to ensure compliance with law, protection of 

data and functionality of sta�.

Work with appropriate support sta�, including the IT Manager and MIS/Data Manager to ensure 

that:

All systems are reliable and are being appropriately serviced.

Necessary security and backups are in place and review threats (cyber attacks).

The use of iSAMS and integrity, integration and reporting of data within iSAMS meets the 

school’s needs and works with other systems the school uses.

All systems that the school uses meet the needs of the school and the sta�.

All users of the school systems are fully trained and can receive support and assistance.

PREMISES 

Develop a long-term plan for the use of facilities in line with the school’s �nancial plans.

Develop and oversee a long-term maintenance, replacement and capital spending plan to align with 

the school’s needs and �nancial goals.

For any proposed projects: draw up outline speci�cations; obtain tenders; work on all planning 

permission applications; and work with and monitor any outside contractors to ensure successful 

completion of any projects.

Ensure that the Premises Manager ful�ls duties in all appropriate areas.

The Bursar is responsible for line managing several support sta� as agreed with the Head and subject 

to annual review. The Bursar reports to the Head.



In those areas, the Bursar is expected to ful�l the following duties:
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Ensure the school has adequate insurance cover.

Purchase goods and services for the school.
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safeguarding and reference of the ISSR; ensure all necessary checks are completed and the SCR is 

completed and kept up to date.

Ensure all sta� have contracts of employment and keep all school’s standard contracts up to date with 
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Manage and oversee the security of the school’s IT to ensure compliance with law, protection of 

data and functionality of sta�.

Work with appropriate support sta�, including the IT Manager and MIS/Data Manager to ensure 

that:

All systems are reliable and are being appropriately serviced.

Necessary security and backups are in place and review threats (cyber attacks).

The use of iSAMS and integrity, integration and reporting of data within iSAMS meets the 

school’s needs and works with other systems the school uses.

All systems that the school uses meet the needs of the school and the sta�.

All users of the school systems are fully trained and can receive support and assistance.

PREMISES 

Develop a long-term plan for the use of facilities in line with the school’s �nancial plans.

Develop and oversee a long-term maintenance, replacement and capital spending plan to align with 

the school’s needs and �nancial goals.

For any proposed projects: draw up outline speci�cations; obtain tenders; work on all planning 

permission applications; and work with and monitor any outside contractors to ensure successful 

completion of any projects.

Ensure that the Premises Manager ful�ls duties in all appropriate areas.

The Bursar is responsible for line managing several support sta� as agreed with the Head and subject 

to annual review. The Bursar reports to the Head.
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ROLE OUTLINE AND PERSON SPECIFICATION FOR BURSAR

1. Role Outline

The Bursar has a primary role in ensuring the success and continued high performance of Rokeby School. The 

Bursar is responsible to the Head for the day-to-day, non-academic operation of the School. The Bursar is a 

member of the (Strategic) Senior Leadership Team and plays a key role in providing leadership and setting the 

school’s strategy and long term plans. The Bursar is expected to help plan for the school’s future, especially in 

the �nancial and operational arena, and to provide information on the school’s current �nancial health and 

future trends and projections. The Bursar, under the guidance of the 

Head, is responsible for ensuring the continued �nancial success of 

the school as a business and charity.

Key role responsibilities:

Strategic Development of the School as a Business

Financial Leadership and Management

Operational and General Management

Human Resources

Compliance, IT and Data Protection

Premises

Person Speci�cation

Impressive purpose built lower school building,
with stunning Performing Arts Hall, opened by

HRH Princess Alexandra in 2013.

Aspect Essential Desirable but 
not essential* 

Well-developed leadership and management skills Yes  

A rounded character, able to deal with issues and challenges calmly and effectively Yes  

Flexibility and friendliness Yes  

A leadership and management qualification  Yes 

Previous experience in the role of a leader and manager Yes  

Previous experience of financial management  Yes 

The ability to develop projects with investment of creative thinking and sound planning Yes  

A clear career trajectory with good reasons for moving from one position to another Yes  

Willingness to commit to projects and manage matters beyond normal school hours as 
and when necessary Yes  

 

 



Clerk to the Board of Governors
ROLE OUTLINE

The Clerk to the Governors is an important responsibility providing procedural, legal and administrative support 

to the Governing Body and its committees. The role holder will show professionalism and well-developed skills in 

organisation, communication, time-keeping, record keeping and con�dentiality. 

KEY RESPONSIBILITIES

The role holder will carry out the following tasks, some of which may require work outside normal working 

hours:

Act as secretary and minute all meetings and committee meetings of the Governing Body.

Provide timely agendas, documents and other notices to the Governing Body.

Ensure communication amongst Governors and between the school and the Governors.

Help develop a governance framework and provide induction for new Governors.

Oversee the policies for ethics, compliance and probity for Governors.

Develop and monitor the risk management system that the Board of Governors monitors.

Monitor the various regulatory bodies and legislative changes that impact the school, and keep the 

Governing Body informed on all changes and proposed changes to the law.

Set an annual schedule of meetings and facilitate any necessary ad hoc meetings.

Monitor Governor training and keep Governors informed of any training opportunities.

Assist the Chair of Governors in the preparation of any documents needed.

Manage the policy review cycle for the SLT and Governors so all school policies are reviewed and update 

according to the school schedule.

Ensure that the governors are fully aware of their obligations with reference to Rokeby Educational Trust’s 

Articles of Association.

Ensure that the legal requirements for governors are presented to them, as appropriate.

LINE MANAGEMENT
The Clerk to the Governors is not responsible for any other member of sta�.

STANDARDS AND EXPECTATIONS
A member of sta� is expected to meet or exceed the school’s standards and expectations.

RESPONSIBLE TO: Chair of Governors.



Application Process

If this is an environment in which you feel you can thrive and be a primary player in ensuring the success and 

continued high performance of the school, we would like to hear from you.

SALARY AND BENEFITS

This post is for a permanent and full-time position.  We are looking at a start date of June, however we are 

willing to be �exible for the right person.

Salary according to Rokeby pay scale with outstanding training and CPD opportunities available.

Full details of all sta� bene�ts are listed on the following page.

APPLICATION AND INTERVIEW

Please return a completed application form, along with a cover letter outlining your suitability for this position 

and details of your previous experience and any additional relevant information to the Headmaster, Jason Peck 

(vacancies@rokeby.org.uk). 

The closing date for applications is Monday 18th March 2019.  First round interviews will be held week 

beginning 25th March , followed by second round interviews week beginning 1st April.  Visits to the school are 

welcomed and encouraged.

Should you require any further information or if you would like to arrange a visit to the school please contact 

vacancies@rokeby.org.uk or call Karina Davis, HR Administrator on 020 8942 2247 ext 267.



Bene�ts of working at Rokeby

EMPLOYMENT BENEFITS:

 

Onsite Parking

A Support Sta� Pension

Salary sacri�ce scheme 

School fees discount if child at Rokeby

Continual Professional Development

Mentor for new sta�

Childcare vouchers

Cycle to work scheme

Flu Jabs

Eye Tests

Group Medical Insurance Scheme (paid by employee)

Personal Accident/Emergency Dental Cover

24/7 ‘Sta� Assist’ helpline

Counselling service

Breakfast, lunch and after school function snacks all provided, during term time

Hot and cold drinks

Regular sta� social functions organised by Sta� Committee 

Whole sta� inclusion in Whole School functions

Active engagement in School Community with Sta� Christmas Party and End of School  Year Party

A culture of inclusivity

Rokeby Sports Ground


