
Summer School Director 
 Job Description 

 

 
Overview 
 
The International School’s Partnership (ISP) are looking to appoint a Summer School 
Director to set up a residential summer school programme at Claremont School in East 
Sussex. The Summer School will have its inaugural year in 2020, over a six week period 
during the Summer Holiday. The Summer School Director will be responsible for setting up 
all aspects of the programme, including programmes of academic study, an extensive 
activities programme, as well as recruiting staff and acting as Centre Director during the 
weeks of operation. 
 
It is anticipated that the Summer School will open in July/August 2020 using one of 
Claremont’s boarding houses and their Senior School site. The programme will 
accommodate 60 students per week in the first year. In Year 2 we anticipate using the 
School’s second boarding house, taking the number of students per week, up to 100. The 
Summer School Director will oversee all aspects of the programme’s development and 
operational management. 
 
This is a joint initiative between Claremont School and ISP and the Director will liaise and 
work closely, with both organisations.  
 
Person Specifications 
 

• Hard-working, reliable, committed, organised and flexible with the ability to work 
efficiently and professionally in an intense, busy and fast-paced environment. 

• Excellent PR, communication, interpersonal and customer-service skills are essential, 
as is the ability to work calmly and effectively whilst under pressure. Good IT skills 
and the ability to work with high levels of accuracy, even when busy or tired, are 
basic requirements of the post. 

Job Title Summer School Director 
Reporting to Principal of Claremont School and the 

International Schools Partnership (ISP) 
Head of International Opportunities 

Key Purpose of the Job To set up and then manage a Summer 
School for ISP/Claremont School, in 
which every student feels safe, included 
motivated and empowered to develop 
their English and social skills. 
. 



• Proven managerial skills are essential, as is the ability to lead large groups of 
students and staff positively, consistently, fairly and confidently, taking into account 
any individual needs as may be necessary. 

• We aim to give students an educational, culturally enriching and memorable 
summer experience in a safe and supervised setting. We are looking to employ 
professional staff who will accept this responsibility and have the necessary wide-
ranging skills, experience and commitment to help us achieve this goal. 

 

 

Key Responsibilities 

Academic 

• To establish and manage a comprehensive accredited academic programme for 
students aged 6-18 years old and of all abilities. 

• To manage teachers competently, confidently and professionally, monitoring their 
performance and providing support, guidance and training where necessary in order 
to ensure that the Learning and Teaching element of the course is of the highest 
quality. 

• To ensure that a positive learning environment is cultivated, in which every single 
student can learn and feel empowered to make real progress in English. 

 

Activities 

• To establish and manage a high quality activities programme, where students 
experience a wide range of experiences that challenge and empower them, leaving 
them with great memories and amazing experiences. 

• To develop an activities programme that is diverse and enriching to include, amongst 
other things, sports, drama, arts and cultural excursions. 

Welfare 

• To establish an outstanding, robust and fully effective care, welfare and medical 
service that not only meets the student’s needs, but also surpasses the expectations 
of parents. 

• To ensure that ISP’s Health and Safety and Chid Protection policies are implemented 
by staff at all times. 

• To ensure appropriate staff training is in place. 



Administration 

• To establish and ensure that there are clear and robust administrative systems and 
procedures for the Summer School. 

• To ensure that the administrative aspects of the Summer School adhere to ISP 
policies and that all Data Protection laws and policies are followed. 

• To line manage the Summer School Administrator. 

 

Health and Safety 

• To establish and ensure that there are clear and robust Health and Safety policy and 
procedures that enable staff and students to feel safe. 

• To ensure that Health and Safety procedures and policies are followed by staff at all 
times. 

• To ensure that staff are appropriately trained. 

Communication 

• To establish competent, efficient, clear and effective channels of communication 
between the School, parents, agents and carers. 

• To be the primary point of contact for parents and agents, concerning any student 
poor behaviour, disputes and challenging situations. 

• To provide regular updates to parents on the progress of the courses and activities 
throughout the programme. 

Student Management 

• To establish a clear and sensible code of conduct for students. 

• To ensure student management is clear, fair and consistent at all times. 

• To ensure that student management inspires an inclusive atmosphere in which 
students feel safe and confident. 

• To personally deal with any major disputes, complaints and behavioural issues 
relating to students. 

Staff Management 

• To establish a clear and sensible code of conduct for staff. 

• To establish a strong sense of ‘team’ amongst the staff and develop a positive, happy 
and purposeful atmosphere to work in. 



• To manage the staff competently, effectively and always in a non-confrontational 
way, training them, supporting them and empowering them to contribute fully to 
the programme and deliver an amazing summer School experience to all attending 
students. 

• To organise staff rotas, assigning working time and time off according to the needs 
of the course, respecting established shift times for each role and ensuring no staff 
member works over their contracted hours. 

• To personally deal with any major staff issues and disputes. 

Dispensing Medication 

• To line manage the Nurse/Welfare Officer. 

• To work closely with the Nurse/Welfare Officer to ensure correct and robust medical 
policies and procedures are in place. 

• To ensure accurate medical records are kept at all times. 

Claremont School Management 

• To work closely and establish clear lines of communication with key departments at 
the School including: IT, Catering, Transport, Facilities and Grounds. 

• To provide these departments with all key information needed to support the 
Summer School Programme. 

Transfers 

• To establish clear policies and procedures for arrivals and departures. 

• To ensure every student is met on time or arrival and checked in in plenty of time for 
departure. 

• To ensure a professional and well organised transfer service is in place. 

Cash Management 

• To establish clear policies, procedures and protocols for handling cash. 

• To ensure those policies, procedures and protocols are adhered to. 

• To take full responsibility for all cash held at the Centre. 

Fire Safety 

• To ensure all staff and students know the location of the fire exits and assembly 
points. 



• To manage weekly fire drills in order to comply with Claremont’s Fire Safety policies 
and ensure the safety of staff and students 

Key Relationships 

1. Principal of Claremont School 

2. ISP Head of International Opportunities 

3. Activities Manager 

4. Welfare Manager 

5. Summer School Administrator 

6. EAL Teachers 

7. Activity Leaders 

8. Residential Staff 

9. Students 

10. Parents 

11. Claremont School Staff (IT, Catering, Domestic Staff, Facilities, Transport, Grounds). 

Safeguarding 

ISP and Claremont School comply fully with the DCSF Guidance ‘Safeguarding Children and 
Safer Recruitment in Education’ and is committed to safeguarding and promoting the 
welfare of children and young people.  The job holder is expected to share this commitment 
and comply with all associated internal policies and procedures. 

 
 

 


