
 
 

 
 

 
 
 

Appointment of Part Time After School Care 
Assistant 

 
March 2023 

 

 
 

 

St. Teresa’s School is a Registered Charity. No.: 1095103 

 
 

 

 

 



March 2023 – After School Care Assistant 

 

The School 

 
History and Ethos of the School 
 
St Teresa’s is a flourishing Catholic independent school for girls from 7 to 18 years, founded in 1928 
by the Sisters of Religious Instruction. The school offers a strong, caring community based on its 
Catholic traditions, and is an inclusive community that welcomes girls from all backgrounds. Our 
core values (Faith; Community; Compassion; Intellect; Character) knit the school together, resulting 
in an atmosphere of mutual support, vibrancy and kindness.   
 
Location 
 
St Teresa’s occupies a beautifully secluded campus of approximately 55 acres, providing security, 
privacy and tranquility in a safe and green environment.  Set in the Surrey Hills, this region has 
official AONB status (‘Area of Outstanding Natural Beauty’), making it a wonderful place to work, 
learn and study.  There is easy access to London by road or rail; both Gatwick and Heathrow are 
within 45 minutes drive. 
 
The extensive school grounds include large 
areas of playing fields and further grassland, 
whilst a variety of interesting architectural 
and sculptural features complement the main 
buildings at the heart of the campus.   

The Preparatory School 

St Teresa’s Preparatory School is situated  
on-site with the Senior School under the 
leadership of its own Head. There are 
approximately 165 pupils on role with two 
form entry from Year 3 through to Year 6.  We are a friendly, dynamic school with well-behaved 
girls, supportive parents and a nurturing, forward thinking SLT.    

The Preparatory School provides a rich and stimulating curriculum, aiming for academic excellence 
at all times. Our girls benefit from small class sizes of around (15 to 20 pupils) as well as specialist 
teaching in a number of different subjects. The school was judged to be ‘Excellent’ in all areas in its 
most recent ISI report and ‘Outstanding’ in all areas in its diocesan inspection report. St Teresa’s 
Preparatory School is a member of the Independent Association of Preparatory Schools (IAPS), the 
Girls’ Schools Association (GSA), Catholic Independent Schools’ Conference (CISC), the Boarding 
Schools’ Association (BSA) and the Independent Schools Council (ISC).   

Facilities 

The school benefits from its own large, spacious hall; well-equipped libraries; music rooms; drama 
studios; all-weather surfaces for netball, hockey and tennis; a heated 25 metre swimming pool; a 
forest school; an Equestrian Centre; a Tennis Academy; a 3.5 million pound Performing Arts Centre; 
a technology hub and a refurbished sports hall. 
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After School Care Assistant - The Person 

 
We are seeking to appoint an After School Care Assistant to join our friendly and supportive team at 
St Teresa’s Preparatory School.  The successful candidate will assist our After School Care Manager 
in the safe and organised running of the After School Care Club. 
 

After School Care Assistant – The Role 

 
This is a part time role, term time only, Monday to Friday 4.00pm to 6.00pm. 
 

After School Care Assistant – Job Description 

 

The After School Care Assistant reports to the After School Care Manager.   
 

Duties and Responsibilities  
 

• Supervising children attending the after school club 

• Managing the registers 

• Ensuring their safety and well-being 

• Ensuring the safe transfer of girls to the club 

• Ensuring the safe collection of girls to their parent or designated adult 

• Providing appropriate activities and games for the children to enjoy 

• Encouraging good behaviour 

• Arranging for resources, equipment and materials to be available and to ensure they are 

properly looked after and put carefully away  

• Supporting the After School Care Manager with the overall running of the club in line with 

the school’s polices and procedure 

• Leading and participating in any organised activities e.g. art & craft, playground games, 

reading stories, playing games etc 

 
To undertake whatever else may reasonably be requested by the Headteacher in support of 

the aims of the school. 
 

Job descriptions are subject to review by SLT and may change from time to time. 
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After School Care Assistant – Person Specification 

 
The After School Care Assistant must: 
 

• Be supportive of the Catholic ethos of the school 

• Be able to establish a good relationship with primary aged children 

• Be calm, kind and friendly 

• Be resilient, flexible, organised and resourceful 

• Be polite and professional when dealing with staff, children and parents 

• Be able to work independently and with initiative 

• Have high expectations of behaviour and a positive and effective approach to behaviour 
management 

• Demonstrate an understanding of health and safety 

• Have a clear understanding of confidentiality and safeguarding procedures 
 

 

Remuneration and Benefits 

 
Salary 
 
The remuneration paid to the person appointed will be commensurate with the experience and 
qualities of that person.   
 
Fee Remission 
 
The successful candidate will be eligible for fee discounts for any children attending a school within 
the Effingham Schools Trust.   
 
Continuous Professional Development 
 
Access to a range of professional development opportunities. 
 
Parking 
 
Parking for all staff members is provided on site. 
 
The post will be offered subject to the confirmation of qualifications, satisfactory references, a 
satisfactory medical examination, prohibition orders check and enhanced disclosure check.  The 
general terms of the appointment will be subject to contract (approved by AGBIS and APS).   
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Applications and Appointment Procedure  

 
All applicants are required to complete an application form containing questions about their 
academic and employment history and their suitability for the role.  A Letter of Application 
addressed to the Headteacher should accompany the application form.  
 
Short listed applicants will be invited to attend a formal interview with a panel at which their 
relevant skills and experience will be discussed in more detail.  They will also be asked to complete a 
series of relevant tasks. Interview panels will include at least one person trained in Safer 
Recruitment.  
 
If it is decided to make an appointment following the formal interview, any such offer will be 
conditional on the following: 
 

• The agreement of a mutually acceptable start date and the signing of a contract; 

• The receipt of two satisfactory references (one of which must be from the applicant's most 
recent employer) which the School considers to be satisfactory; Please note that references 
will be taken up on short listed candidates prior to interview. 

• The receipt of an enhanced disclosure from the DBS which the School considers to be 
satisfactory;  

 
St Teresa’s School is committed to safeguarding and promoting the welfare of children. Our 
recruitment process follows the guidelines in KCSIE.  Applicants undergo enhanced screening 
including checks with past employers, the DFE and the DBS. 
 

Key Dates 

 

• Closing Date: Monday 27th March 2023, 11.00am  

• Interview Date: W/C Monday 27th March 2023  

• An application form is enclosed 
 
Further information including examination results and the Independent Schools’ Inspection Reports 
can be found on the School’s website www.st-teresas.com 
 
Applications should be sent to: 
 
 

Mrs Katherine Jones 
PA to the Headmistress 

St Teresa’s  
Effingham  

Surrey 
RH5 6ST 

 
 

Tel: (01372) 453 456 
Email: k.jones@st-teresas.com 

www.st-teresas.com 
 
 
  

http://www.st-teresas.com/
http://www.st-teresas.com/

