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Welcome 
Dear Candidate

Thank you for your interest in the role of Bursar at Homefield Preparatory School. I 
hope this pack will whet your appetite and interest you in being part of the strong 
leadership team of our exceptional prep school. We are one of England’s oldest, 
founded back in 1870.

Although we have roots in the 19th century, our branches are firmly in the 21st. We 
know that, nationally, the market for prep schools shrank by about 1% during the 
pandemic, and yet our numbers on roll increased by around 8%. There are several 
reasons for this. First and foremost, we worked exceptionally hard, and the high 
quality of our educational and pastoral care was undiminished by the crisis. Behind 
this, an exciting capital re-development programme moved toward fruition with 
around £8 million of innovative investment. We are in a very good place. 

The school is in a strong position, and staff turnover is low. The outgoing Bursar 
leaves us for a new opportunity in Easter 2022 after six years of outstanding service, 
during which time he has provided robust and reliable systems and controls, a robust 
compliance regime, and a strong financial platform. There is plenty of exciting work 
on the horizon for our new Bursar. Your first challenge will be to oversee the finishing 
touches to our major capital project, which is scheduled for completion in the summer 
of 2022. We do not want to sit on our laurels with long-term strategic thought. In 
the shorter term, there will be many operational challenges and opportunities with 
which to become engaged. Above all, we have a highly systemised bursary, strong 
on finance, risk management and compliance. We need someone who can be a part 
of an effective collegiate leadership team and who has the soft skills to bring some 
highly visible and emotionally intelligent leadership to the administration and estates 
team. We need you to move forward from this secure baseline to the green pastures 
we see ahead for the whole school community.

Best of luck with your application. 

John Towers 
Headmaster



The School 
Homefield Preparatory School is an independent day school for 350 
boys aged 4–13 years. Having celebrated its 150th anniversary in 2020, 
Homefield Prep has maintained the highest reputation for academic 
success and is underpinned by a strong belief in the development of the 
natural potential within each child, captured in the motto “head, hand 
and heart”. The school is a distinctively diverse and inclusive community 
in every sense and is proudly progressive and innovative in all aspects 
of the educational experience it offers. Located in a quiet part of the 
London Borough of Sutton, the school benefits from easy access to 
all the amenities and opportunities of London as well as the attractive 
Surrey environment, with easy access to world-famous golf courses, 
four horse-racing courses and the highest proportion of woodland of 
counties in England. 

For decades, the school has been renowned for its family atmosphere, 
small class sizes, and fulfilment of individual potential and academic 
success. There is a very strong pastoral ethos, and boys are provided 
with the structure to be confident and self-motivated, with keen 
emotional intelligence and a sense of moral and civic responsibility. 

The school’s academic results and scholarship rates are exceptional. 
Homefield produces well-rounded boys that go on to some of the very 
best senior schools in the country. Consistently described as “excellent” 
by ISI inspectors, the school has established a 100% pass rate at 
Common Entrance for over 15 years. Homefield has a holistic approach 
to learning, and boys are encouraged to broaden their horizons beyond 
the classroom with access to over 100 extra-curricular clubs every week. 
Blessed with outstanding sports facilities within the school grounds, 
boys also have routine access to several first-class external sports 
facilities, such as Sutton Cricket Club, Goals Sutton (football) and the 
Sutton Leisure Centre (including swimming and squash).

Financial Position
Fees are highly competitive, and pupil numbers have been on an 
upward trajectory for several years. The school roll is consistently 
healthy and projected to continue to grow. Theoretically, the school has 
estimated that a 400 capacity is possible without a detrimental impact 
on the sense of close community it currently enjoys. Homefield has an 
annual tuition fee income of some £4 million, excluding extras. School 
finances have been very carefully managed, and the school is financially 
secure with a healthy balance sheet and able to generate healthy 
surpluses year on year. Strong financial stewardship has been particularly 
important during the current pandemic. Careful management of fees 
charged to parents and the quality of education delivered during 
the period, together with strong marketing and tight cost control, 
has ensured the school’s underlying financial position has not been 
damaged and, indeed, pupil numbers continued to increase. 

The school has invested some £8 million in the new build project, 
skilfully funded by a combination of school-generated reserves and 
a loan facility of £2.5 million. Tight financial controls and reporting 
procedures that deliver a suite of key performance indicators ensure 
that the school remains on course to achieve its goals within its financial 
means and provide a strong platform from which to design the next 
stage of its strategic development.



Development
Homefield is committed to the continuous development and 
enhancement of the school estate. As outlined above, the school has 
committed to an investment of £8 million in a three-phase building 
project. The first two phases are complete and have provided a range 
of 14 high-spec classrooms, performance hall (with retractable seating), 
dining room and kitchen, music facilities, IT suite and library hub. By 
September 2022, the final phase will have been completed to comprise 
a new reception area and administration offices (including a re-located 
bursary). In addition to this, a new all-weather pitch will also be installed.

The new Bursar will therefore arrive at a time when project management 
of the finishing touches to these building developments will be required, 
and a period of consolidation will be possible, during which the next 
stage of the school’s exciting vision and strategy will be devised. The 
Bursar will have a key role in consolidating the school’s financial position 
and working with the Headmaster to design and develop the school’s 
strategic business plan. This will provide an exciting opportunity to 
display creative and innovative skills whilst also having a robust handle 
on understanding and managing risk. Continuing expansion will 
be a key focus and may cover investigating opportunities for future 
acquisitions, as well as broadening the use and income potential 
from the estate and facilities. Agile thinking and action will be vital in 
leading Homefield’s future growth and business strength, particularly 
in the context of wider uncertainty and volatility in the political, social, 
economic and environmental landscape. 

Governance and 
Management
The Headmaster is supported by a Board of Governors (to which the 
Bursar is Clerk) who take a proactive interest in the school. The school 
Governors are also trustees and directors of the overarching charity, 
which is incorporated as Homefield Preparatory School Trust Limited, 
charity registration number 312753, company registration number 
00887719.

There are currently 12 Governors who have a wide range of experience 
and skills, along with an excellent understanding of the day-to-
day working of the school. As well as full Board meetings, relevant 
committees meet at least once per term to focus on specific areas of 
the school’s operation. The standing committees are Finance & General 
Purposes and Education & Welfare, and these are supplemented by 
committees that meet on an ad hoc basis for “Governance Oversight” 
and “Bursary Oversight”. 

As trustees, the Governors are ultimately responsible for adherence 
to the school’s charitable objects and its administration and finances. 
The Governors are also responsible for the school’s general direction, 
policies and strategic priorities, together with compliance with relevant 
statutory and regulatory requirements. The Governors delegate the day-
to-day running of the school to the Headmaster and Bursar, together 
with the preparation and presentation of school policies and strategic 
plans for consideration and adoption by the Board.

Operational leadership of Homefield is conducted via a Senior 
Leadership Team (SLT). The SLT comprises the Headmaster, Bursar, 
Head of Lower School Department, Senior Deputy Head Academic and 
Deputy Head Pastoral (who is also the Designated Safeguarding Lead). 
The SLT is a wider operational team of ten senior staff. Team meetings 
are held weekly and are led by the Headmaster. 



The Role
The Bursar will support the Headmaster by aligning the 
school’s support functions with its educational priorities 
so that Homefield can continue to deliver the very best 
in modern, independent education. A strong and close 
working relationship with the Headmaster is essential in 
piloting an ambitious and innovative focus for the school, 
whilst also having a strong handle on the management 
of every aspect of business risk. Superlative people skills 
in team building and management will be essential. The 
responsibilities outlined below are not exhaustive but are 
indicative of the responsibilities of this significant and  
wide-ranging role.

Applicants should be able to demonstrate intellectual 
strength and outstanding team leadership skills. They 
will have an excellent track record of senior leadership 
experience, including strong financial management skills. 
The Bursar will be supported by a highly competent, 
financially qualified Deputy Bursar. Therefore, whilst a 
formal accountancy qualification is not essential, the 
successful candidate will be highly numerate with an ability 
to provide strong and highly reliable financial leadership 
with confidence. A strategist, they will also possess strong 
people management skills (with an understanding of how 
to delegate effectively and coach the best from the team) 
and an ability to lead the day-to-day non-educational 
operations of the school.



Reporting Structure
The Bursar has a dual reporting line to the Headmaster and Chair of 
Governors. The relationship between these individuals is extremely 
important. The primary reporting line for the Bursar is to the 
Headmaster and, as the Clerk to the Governors, to the Chair.

Team
The Bursar has overall responsibility for a large and diverse team of 
some 15 support staff. This team includes the Deputy Bursar, who 
manages all aspects of financial operations, plus a Finance Accountant, 
who provides support with purchasing and payroll functions, plus routine 
HR administration (including the Single Central Register). The Bursar 
also line manages the Facilities and Estates Manager, who oversees 
a team of six. Professional HR support is contracted out, as are the 
school’s IT support and the catering and cleaning functions. 

Core Purpose
The Bursar will provide confident and forward-looking leadership and 
management of all the support areas of the school. This extends to 
responsibility for finances, the estate, operations, compliance and 
commercial activities. The ultimate aim is to ensure the smooth running 
of the school to support the Headmaster and Governors in delivering 
the best possible educational experience to pupils.

Key responsibilities are as follows:

Strategic Leadership and Management
• Support the Headmaster’s vision for the school in developing a 

robust short-, medium- and long-term strategy for presentation to, 
and adoption by, the Board of Governors. This plan will support and 
underpin the school’s strategic educational plan.

• Develop and implement a long-term strategy for the commercial 
aspects of the school.

• Review, lead and continuously improve the school’s operational, 
financial, risk management and contingency action strategies.

• Ensure the prioritisation, planning and delivery of capital projects.

Financial Management 
With the assistance of the Deputy Bursar and Finance Accountant, the 
Bursar will:

• Produce regular, timely and accurate financial information reports and 
accounts for reporting to and advising the Senior Management Team, 
Finance & General Purposes Committee and Governing Body.

• Ensure financial procedures and controls are reliable, robust, and fit 
for purpose.

• Provide a comprehensive budget-setting and reporting process, 
including annual budgets within the school. They will work in 
consultation with the Headmaster and the Deputy Heads responsible 
for academic and co-curricular activities on departmental budgets.

• Prepare financial modelling and maintain a 5–10 Year Model, i.e. the 
long-term assessments of the future financial performance of the 
school, including cash flow projections.

• Maximise opportunities to bring about improvements in  
operational surplus.

• Ensure timely preparation of annual statutory accounts and 
management of the audit process.

• Oversee any treasury and savings management.

• Liaise with other professional advisers, including bankers, insurers, 
lawyers, etc.

• Advise on the projected level of fee income, ensure systems are 
in place for the timely collection of fees and the allocation of 
scholarships and bursaries, and manage systems for dealing  
with debtors.

• Maintain close liaison with the Registrar and Marketing Manager in 
respect of the present and predicted school pupil roll.

• Advise on salaries (including remuneration and reward strategies).

• Oversee the school’s procurement procedures and ensure 
compliance with the procurement policy for all major contracts, the 
purchase of all goods and services, insurance, and services, including 
gas, electricity and water.

• Keep analyses of costs and other statistical records, contribute to 
benchmarking surveys and present significant findings to the Finance 
& General Purposes Committee and the Governing Body.

• Advise on general financial policy, taxation, and the implications of 
charitable status.

• Ensure contracts and licenses are reviewed and fit for purpose.

• Ensure the maintenance of Asset Registers.

The Development of an Estates Plan  
The Bursar will be responsible for the financial plan to enable the 
school’s physical development programme to proceed. In relation  
to this, the Bursar may need to liaise with specialist project  
management consultants to ensure effective planning for and delivery  
of major capital projects.

Estates and Facilities Management  
Assisted by the Facilities and Estates Manager, the Bursar will:

• Effectively plan for and ensure delivery of the rolling programme of 
refurbishment and enhancement of existing facilities.

• Ensure the school’s estate and buildings are kept in excellent order 
through the management of regular maintenance, caretaking, site 
security and grounds services. 

Catering, Cleaning and Wrap-Around Care Functions

The Bursar oversees the contract and performance for outsourced 
catering, cleaning and the wrap-around care provision (or alternatively 
manages them in-house in the future).

Staff Leadership and Management
The Bursar will line manage the administration and estates staff. They 
will ordinarily lead on the appraisal for key staff, such as the Facilities 
and Estates Manager, Deputy Bursar, Front Office Staff and, where 
appropriate, delegate some appraisal to middle managers.   

With assistance from the HR Department (both school staff and 
outsourced specialist help), the Bursar will:

• Develop HR policies and practices for the school that meet current 
compliance (including safeguarding) and good practice standards.

• Advise on employment legislation and the management of the Single 
Central Register (SCR).



• Manage staff costs within agreed budgets.

• Provide line management for direct reports, including all aspects of 
performance management. 

• Advise the Headmaster on teaching staff appointments  
where appropriate.

• Provide outstanding leadership for members of the non-teaching 
staff, ensuring their integration with teaching staff and understanding 
of the school’s educational requirements. 

• Conduct annual pay reviews.

• Ensure an effective appraisal system is in place for  
non-teaching staff.

• Support the training and professional development of  
non-teaching staff.

Risk Management, Compliance, and Health & Safety 
With the assistance of the Deputy Bursar, the Facilities and Estates 
Manager and the school’s specialist Health & Safety Consultant, the 
Bursar will:

• Chair the Health and Safety Committee.

• Oversee risk management.

• Oversee policies and procedures for compliance in health and safety.

• Plan for critical incident and business continuity planning, including 
responding to COVID-19 guidelines.

• Advise on charity legislation.

• Advise on ISI Inspection protocols.

Data Protection Compliance, Including GDPR  
The Bursar is responsible for overseeing data protection compliance, 
including GDPR. She/he is the school’s Data Protection Coordinator.

Information Technology 
Assisted by the IT Network & Support Manager (outsourced), the Bursar 
is responsible for:

• The running of an effective IT infrastructure that meets the evolving 
needs of the school.

• Digital security.

• Financial planning for the network. 

Clerk to the Governing Body
As Clerk, the Bursar will:

• Communicate regularly with the Chair of Governors over  
governance matters (nominations, Governor induction and training, 
sub-committee membership, committee terms of reference, 
retirements, skills audits, Governor compliance matters, etc.).

• Delegate minute-taking duties to the Deputy Bursar,  
where appropriate.

• Dispatch relevant papers to all members and arrange for minutes of 
GB meetings to be kept and issued promptly.

• Maintain records of attendance and notifiable interests.

• Advise Governors on legislation and guidance affecting their 
responsibilities and liabilities. 

• Secure appropriate insurance for Governors and take professional 
advice on the Governors’ behalf.

• Establish and service Governors’ panels for hearings associated  
with staff disciplinary matters, the exclusion of pupils or the 
complaints procedure.

• Carry out the duties of Company Secretary and make statutory 
returns to Companies House and the Charities Commission  
as required.



Person 
Specification
The Governors are seeking to appoint a Bursar with strong 
leadership and management skills, strategic vision and the 
highest standards of personal integrity. He or she will have 
excellent people skills and be capable of building close, 
affable working relationships with all members of the 
school community.

Prior bursarial experience is not essential, but candidates 
must be able to demonstrate empathy with and 
commitment to the ethos of a thriving independent 
school. This will include a strong ‘moral compass’, a 
genuine interest in education and a firm belief that 
diversity, inclusion and equality matters count.



Qualifications and Experience
• Degree level or equivalent.

• Professional qualification in a relevant field.

• Membership of a senior leadership team in a complex and  
sizeable organisation; this experience may have been gained in  
a commercial environment.

• Leadership and management of a multi-disciplinary team.

• Extensive experience of effective financial management  
and budgeting. 

• Experience of managing major projects.

• Business acumen to be able to assist the Governing Body and  
the Headmaster to develop and implement a vision for the  
school’s future. 

Skills and Knowledge
• Ability to contribute effectively to the strategic development of the 

school whilst maintaining direct operational responsibilities.

• Financial literacy (budgeting, cost management, financial planning, 
and reporting) with strong analytical skills and the ability to present 
financial information clearly and concisely.

• Technical and IT literacy and aptitude and an understanding of IT 
infrastructure and its impact on education and business.

• Delegation skills and the ability to manage a range of tasks and 
priorities whilst working to tight deadlines.

• Strong interpersonal skills with a track record of working successfully 
with a diverse range of stakeholders.

• A strong understanding of the Bursar’s responsibilities in relation  
to safeguarding and a clear commitment to delivering best practice 
in safeguarding. 

Personal Attributes
• Committed to high professional standards.

• Leads by example, is transparent and commands the respect of staff 
and parents.

• Committed team player with a collegiate and collaborative approach.

• Possesses superlative communication skills, with an instinctive 
ability to listen to others to underpin dynamic and collaborative 
relationship-building with Governors, the Headmaster, staff,  
and parents.

• Demonstrates good judgement and a fair and calm approach.

• Displays agility and flexibility in thinking, planning and contributing to 
all aspects of school life.

• Proactive, energetic and enthusiastic, with a positive outlook and  
a good sense of humour.

• Presents incisive arguments; is willing to challenge constructively and 
effectively whilst accepting collective decisions and acting on them.

• Able to motivate and engage others.

• Comfortable working at both a strategic and operational level.

• Comfortable working in a regulated environment and committed to 
ensuring that the school is compliant.

• Personal integrity, honesty, and dedication.

• Values and promotes inclusion and has the skills to support an 
inclusive and diverse school community.



Terms & Conditions
A highly attractive remuneration package commensurate with the 
seniority of the post and the experience of the successful candidate will 
be offered. 

The main provisions are likely to include:

• Salary range: £70,000 to £80,000, depending on experience and skills.

• Pension: minimum 4%, maximum 10% contribution, matched by 
employer. This is a defined contribution scheme with Scottish Widows.

• Holiday entitlement of 25 days per annum plus statutory bank holidays.

• The school has a support staff life insurance policy. Any benefit on 
death (3 x salary) may be offered to the estate.

• 40% fee remission.

• School mobile phone, school computer and allocated parking spaces 
are provided.

• School lunches during term time.

• Assistance with certain relocation expenses may be available subject 
to negotiation.



Application Process
Interested candidates are invited to contact RSAcademics to arrange 
a confidential discussion with Nina Lambert, Head of Bursar Search: 
ninalambert@rsacademics.com.

The deadline for receipt of applications is 10.00am on Thursday 3rd 
February 2022.

You should submit: 

• A completed application form (available to download from  
www.rsacademics.com). 

• A covering letter addressed to the Headmaster, Mr John Towers. 
The letter should explain your reasons for applying and outline your 
suitability for the role.

Applications should be made electronically to RSAcademics.  
To submit your application, please upload your documents  
according to the instructions on the RSAcademics website. If you  
have any questions about uploading your application documents, 
please contact Julia Coffey, Project Coordinator, at  
applications@rsacademics.com. Julia can also be reached by  
calling our Head Office on +44 (0)1858 383163.  

The process is as follows:

• 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 our Head Office 
by telephone.

• Preliminary interviews will take place with RSAcademics via Microsoft 
Teams on Tuesday 8th and Wednesday 9th February 2022.

• Subject to prevailing COVID restrictions:

 o Longlist interviews will take place at the school on Monday  
21st February 2022.

 o Shortlist interviews will take place at the school on Friday  
4th March 2022.

RSAcademics is committed to promoting diversity and inclusion  
in schools.  

Homefield Preparatory School is an equal opportunities employer and is 
committed to safeguarding and promoting the welfare of children and young 
people and expects all staff and volunteers to share this commitment. The 
appointment is subject to satisfactory pre-employment checks in accordance with 
the relevant statutory guidance, including an enhanced DBS check, satisfactory 
references, proof of identity and qualifications and a satisfactory medical report.

Founded in 2001 by Russell Speirs, RSAcademics has advised and supported over 700 schools and educational organisations in the UK and worldwide. Through our working partnerships with  

heads, leadership teams, boards, staff and parents, we specialise in supporting schools in five main areas:  strategy, marketing and research; equality, diversity and inclusion; operational  

improvement; leadership and governance and philanthropy. We enable schools worldwide to thrive by finding and developing senior leaders, guiding decision makers, making connections 

and shaping debate. We are known for the calibre and spirit of our people. We exist entirely to serve schools because we believe that the world needs thriving schools. Please visit  

www.rsacademics.com for more information. 
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