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e Department 
The Bancroft’s School Combined Cadet Force (CCF) was founded in 1948. The CCF remains a 
key element of Bancroft’s school life, with up to 170 voluntary cadets at any one time. Pupils 
may choose to be members of the Army or the RAF sections with much of the initial training 
the same for both sections. The CCF parades each Tuesday afternoon 3.50-5.30pm, with 
regular field days / weekends, an Adventurous Training camp at Easter and annual summer 
camps in the UK and overseas. A pupil’s time in the CCF is designed to help them develop 
leadership skills and participate in a wide range of military and adventurous pursuits. Although 
the CCF is not designed to recruit for the Armed Forces, some Old Bancroftians do go on to 
commission. 

The SSI reports into the School’s Contingent Commander and is responsible for the day-to-day 
organisation, administration and delivery of military training to all members of the CCF.  The 
SSI is central to the smooth and efficient running of the Contingent, including its administration 
and training, and assisting the Contingent Commander, Officers and Cadet Force Adult 
Volunteers (CFAVs), and promoting the personal development of the Cadets. 

The SSI will work closely with a broad cross section of the pupil and staff body through the 
CCF, Duke of Edinburgh and the School Rifle Club. The Contingent Commander, Officers and 
CFAVs within the CCF, are all members of the school teaching and support staff, as are those 
that support DofE expeditions. Important days within the School calendar, notably 
Remembrance Day and the CCF Biennial Review, place the CCF and the SSI at the centre of 
the School community. 

For more information on Bancroft’s CCF, please click here. 

https://www.bancrofts.org/senior/outdoor-activities/ccf/
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e Role 
 

Bancroft’s School is looking to recruit a School Staff Instructor (SSI) to be responsible for 
training and supporting CCF staff and cadet NCOs and to deliver high quality training that 
enriches the cadet experience. The SSI enables the Contingent Commander and other CFAVs 
to concentrate on forward planning, delivery, assessment, and supervision of cadet activities. 
The SSI will help to maintain the armoury, indoor rifle range, stores, as well as databases such 
as the Westminster and Bader systems in accordance with MoD and school policies and 
systems. 
 
The Duke of Edinburgh (DofE) award scheme is extremely well supported at Bancroft’s and 
the SSI is expected to work closely with our Director of DofE, providing both practical and 
administrative support. 
 
Working Hours 
 
The working weeks total 40 weeks per annum: Term time including Inset days (34 weeks) plus 
6 weeks to be worked during the School holidays, dates to be agreed in advance with your line 
manager.  Holidays will be taken during the School holidays. 
 
The working hours are 37.5 hours per week; Monday, Wednesday to Friday – 08.30 to 16.30 
with half an hour unpaid lunch. The working hours on a Tuesday will be 10.00 to 18.00 with 
half an hour unpaid lunch, in order to incorporate CCF training. 
 
This position requires a level of flexibility and the successful applicant will be expected to work 
additional time after hours as required to meet the school needs, including weekends to 
support planned field trips/camps. 
 
Remuneration 
 
This is a permanent position, for which the actual salary range is £37,250 - £41,800 (FTE 
£42,000 - £47,000) per annum based on qualifications and experience.  
 
In addition, the SSI can claim up to 51 days Volunteer Allowance per annum (April-March) for 
CCF related activities, from the London District. The current daily rate is £87.04 per day 
(taxable).  
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e Person  

 
The ideal candidate will be from a military background in a senior NCO position in regular, 
reserve or cadet forces.  
 
They will have a passion for working with young people, a strong understanding of the cadet 
force ethos and a genuine desire to support, encourage and develop cadets.  
 
 
Person Specification: 
 

 Essential Desirable 

Education 

CQMs stores management qualification 
 
Completed the Skill at Arms course 
 
A range qualification  
 
MQual (to be able to run blank firing 
exercises) 
 

First Aid qualification 
 
Drill Instructor qualification 
 
Adventurous training qualification 
 

Experience 
Regulatory compliance, including 
safeguarding, health and safety and 
financial 

Experience with cadets (CCF or ACF) 
and/or training and developing officers 
 
Experience in a school/educational 
establishment 
 
Strong, current network within the 
Army and wider military 
 
Perform ceremonial roles 
 

Skills 

Strong interpersonal skills; the ability to 
build strong working relationships and 
collaborate with a wide range of pupils, 
staff and their parents 
 
Good organisational and time 
management 
 
Be a proactive team player 
 

Knowledge in Safeguarding of children 
 
Ability to adapt to changing and 
conflicting demands 
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Excellent verbal and written 
communication skills 
Excellent IT skills including competency 
in Microsoft Word and Excel 
 
Ability to work flexibly, use own 
initiative and take direction 
 
Hold a full UK driving licence 
 

Personal 
Qualities 

A passion for education of young 
people 
 
Reliable and trustworthy 
 
Professional 
 
Friendly 
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Key Responsibilities  

 
Below is a summary of the key responsibilities of the SSI. 
 

Delivery of Training: 
• Working with the Contingent Commander and Cadet Force Adult Volunteers (CFAVs) 

to provide the cadets with an enjoyable and enriching experience 
• Instructing and training cadets and CFAVs in accordance with the cadet syllabus and in 

line with the Bancroft’s values and the CCF ethos 
• Maintaining good order and discipline amongst the cadets at all times 
• Assisting in the planning and execution of all CCF and related activities, including annual 

Adventurous Training and summer camps, weekend training events and field days 
• Reconnaissance: Attending recces of proposed activities and subsequent liaison with 

MOD and other providers 
• Ensuring that all necessary equipment is available for Parade afternoon, CCF training, 

field days, overnight exercises, courses and camps 
• Completing all associated administration for the training programme as directed by the 

Contingent Commander. This will include bids for training facilities, stores, equipment, 
transport, food and accommodation and attendance at camp and training area 
conferences as necessary 

• Training cadet officers to complete relevant risk assessments for activities, and 
maintaining oversight of those risk assessments to ensure compliance and best practice 
e.g. Range Action Safety Plans (RASPs) and Exercise Action Safety Plans (EASPs) 

• Arranging the logistics of training, such as the loan and movement of all weapons and 
ammunition in accordance with LONDIST Standing Orders, booking transport and 
training areas, and managing travel claims and warrant books 

• Loading cadets and CFAVs onto military and AT courses 
• Ensuring both Cadets and CFAVs are aware of training programs, lessons and upcoming 

events and activities 
 

Administration and Stores:  
• Updating the CCF Standing Orders in consultation with the Commanding Officer, 

including health and safety policy, Range Standing Orders (RSO), Unit Security Standing 
Orders (USSO) and all other documentation related to the security and health and 
safety of all CCF members and participants 

• Publishing and circulating weekly/ daily Part One Orders 
• Acting as quartermaster to the CCF and to be responsible for the care and maintaining 

of CCF clothing and equipment stores 
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• Issuing, recording and controlling all clothing and equipment issues to all cadets and staff, 
including controlling and maintaining all clothing and equipment accounts, and billing for 
lost/damaged equipment as necessary 

• Purchasing (with the Contingent Commander) and maintaining items required for 
training, including items required for purchase by Cadets 

• Being routinely available to staff and cadets for CCF-related requirements (kit issue, 
exchange and replacement) 

• Carrying out all first-line weapon inspection and maintenance and overseeing the 
security of all weapons and ammunition 

• Liaising with LONDIST / MoD and school Estates Department with regard to repairs 
and maintenance required for CCF property 

• Fulfilling the responsibilities of the Unit Security Officer 
• Ensuring the CCF comply with all LONDIST Standing Orders 
• Issuing MOD Identification cards to CFAVs 
• Maintaining the currency of all Army / RAF manuals and documentation 
• Maintaining cadet records 
• Submitting records for audit where required 
• Undertaking routine daily management of the armoury, ammunition store and range in 

accordance with LONDIST Standing Orders 
• Making and managing bookings in good time for external activities, including transport, 

training support, Defence Training Estate, stores, ammunition, and weapons 
• Ensuring all relevant inspection regimes are adhered to and correctly administered and 

liaison with external bodies is conducted in a timely manner where required 
• Carrying out weekly and monthly equipment and maintenance checks, as required. 
• Assisting the Contingent Commander in the planning and submission of school budgets 

and to be a signatory on the MoD account 
• Preparing and submitting bills to the Contingent Commander for the recovery of monies 

for equipment losses 
 

Wider Support to School Activities, including Duke of Edinburgh: 
• Supporting the Contingent Commander in the delivery of the CCF element of open days 

and other outward facing school activities 
• Taking a key role in the planning and delivery of flagship events in the Contingent year, 

including the Biennial Inspection and Remembrance Day 
• Running rifle shooting as an activity on a Wednesday afternoon for Senior Games 
• Having responsibility for all DofE expedition kit, ensuring that it is fit for purpose, as well 

as participating in expeditions for all levels of the DofE award scheme 
• Supporting the Contingent Commander with the submission of articles for internal and 

external media 
• Liaising with and maintaining good relations with sponsor units and LONDIST 
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Child Protection and Health and Safety:

• Promoting and safeguarding the welfare of children and young people for whom you are
responsible and with whom you come into contact

• Ensuring that cadets’ health and safety is prioritised above all else, both when they are
on school premises and when they are engaged in school activities elsewhere

• Overseeing the Health and Safety compliance of all CCF activities, including ensuring all
activities have been appropriately risk assessed and that the paperwork is on file and
logged with the School’s Health and Safety Committee; ensuring all training is compliant
with current cadet regulations; and ensuring all qualifications held by members and
volunteers of the CCF are appropriate and in-date

• Ensuring that all necessary paperwork for any off-site trip is completed in good time and
sent to the Director of Trips and EVC

• Complying with Bancroft’s safeguarding requirements at all times, including liaising in
advance with the HR team about any individuals who will come into contact with the
pupils (e.g. during camps and exercises, or as volunteers), and ensuring that no
individuals come into contact with cadets until their relevant safeguarding and/or
recruitment checks have been completed by the HR team

• Ensuring that any third-party providers are fully qualified and meet Bancroft’s and MOD
Health and Safety and safeguarding requirements

• Ensuring that all CFAVs are current and competent across all areas of military
instruction in which they are involved

• Ensuring that the CCF remains compliant with WESTMINSTER (Army) and BADER
(RAF) management systems

• Assisting with on-call responses for the armoury alarm, alongside the on-site caretaking
staff
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To apply for this position through My New Term, please submit a 
completed application form by following the link on the Vacancies Page.

https://www.bancrofts.org/about-us/employment-opportunities/



