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POSITION:   Supervision Officer – Preparatory Department

JOB OVERVIEW 
Saint Felix School, Southwold has been providing educational excellence for over 125 years to children from Suffolk, Norfolk and further afield. Set in 75 glorious acres on the Suffolk coast, just minutes from the sea, this co-educational independent school caters for boarders and day pupils from the ages of 2 to 19 including international students from around the world.
There are approximately 260 pupils with roughly 45 in our Boarding Houses. 

Academic excellence is central to life at Saint Felix School and we encourage all pupils to aspire to the highest possible standards and to exceed their expectations. Our success is demonstrated by impressive examination results at GCSE and A Level. The vast majority of our leavers go on to Higher Education. 

The school adopts a non-selective entry policy which seeks to provide an environment where all pupils will thrive academically. It emphasises continuity of education through to 16+. We believe in a holistic education that exposes pupils to a wide range of experiences and opportunities. We also aim to attract pupils from a diverse range of backgrounds.

We place great emphasis on the value of Sport, Music and the Arts for the teamwork, self-motivation and discipline they instil, and encourage pupils to explore their individual talents and this is borne out by our extensive co-curricular programme. Boarding is at the heart of the school and all full-time members of staff are expected to contribute to the wider life of the school through involvement in the tutoring system and in activities outside the classroom.

Summary of role  

The Supervision Officer supports the smooth running of the Preparatory Department by providing high-quality supervision during key times of the school day. This includes morning breaks, lunch periods, Forest School sessions, swimming activities, and occasionally transporting pupils between activities such as LAMDA and music lessons. The postholder ensures pupil safety, wellbeing, and positive behaviour while upholding the values and expectations of Saint Felix School.

Reports to: Head of Prep 
Reports in:  N/A	
Hours: 18.5 hours per week (see schedule below)

	Key Tasks 
	

	 
	1. Supervise pupils during morning and lunch breaks, ensuring a safe, positive, and inclusive environment.
1. Support and supervise pupils during Forest School sessions, promoting engagement, outdoor learning, and safe practice.
1. Provide supervision at swimming sessions, ensuring pupil safety and assisting staff as required.
1. Escort and transport pupils safely to and from activities such as LAMDA lessons, music lessons, or other internal school sessions.
1. Promote positive behaviour and intervene appropriately when needed, in line with school policies.
1. Monitor pupil conduct, wellbeing, and interactions, reporting concerns to the appropriate member of staff.
1. Respond promptly and appropriately to incidents, minor first aid needs, and pastoral issues.
1. Assist pupils in transitioning calmly and safely between activities and locations.
1. Support the Preparatory Department team as needed to ensure smooth operational flow.
1. Uphold safeguarding procedures and contribute to the protection and welfare of all pupils.

	
	

	
	Weekly Supervision Schedule (18.5 hours)
Monday (3.5 hours)
1. 0.5 hour – Morning break (10:30–11:00)
1. 1.0 hour – Lunch break (12:00–13:00)
1. 2.0 hours – Forest School (13:00–15:00)
Tuesday (3.5 hours)
1. 0.5 hour – Morning break (10:30–11:00)
1. 1.0 hour – Lunch break (12:00–13:00)
1. 2.0 hours – Forest School (13:00–15:00)
Wednesday (3.5 hours)
1. 0.5 hour – Morning break (10:30–11:00)
1. 1.0 hour – Lunch break (12:00–13:00)
1. 2.0 hours – Swimming supervision (13:00–15:00)
Thursday (3.5 hours)
1. 0.5 hour – Morning break (10:30–11:00)
1. 1.0 hour – Lunch break (12:00–13:00)
1. 2.0 hours – Forest School (13:00–15:00)
Friday (4.5 hours)
1. 0.5 hour – Morning break (10:30–11:00)
1. 1.0 hour – Lunch break (12:00–13:00)
1. 3.0 hours – Reception/KS1 swimming (13:00–16:00)

	
	

	
	Person Specification
Essential
1. Experience working with children or young people.
1. Strong supervision and behaviour-management skills.
1. Ability to remain alert, proactive, and responsible in safeguarding pupils’ safety.
1. Confident communicator with a calm, supportive manner.
1. Reliability, punctuality, and a positive, child-focused attitude.
1. Ability to work effectively as part of a team.
Desirable
1. Experience with outdoor learning, Forest School activities, or supervision in natural environments.
1. Experience supervising swimming or working in an aquatic setting.
1. Experience escorting or transporting children within a school environment.
1. First Aid training (or willingness to undertake training).





 
	 
I have read and understood the responsibilities for the position of Supervision Officer.  I am aware that the Job Description is subject to change accordance with the needs of the business.  

	Name: 
 
	 

	Signed: 
 
	 
	Date:       
	 


 
Saint Felix School Ltd committed to safeguarding and promoting the welfare of children & young people and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening, as all new staff will be subject to enhanced DBS clearance, identity checks, qualification checks and employment checks to include an exploration of any gaps within employment, two satisfactory references and registration with the Disclosure and Barring Service (DBS).
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