
 

 

CCF SSI and Outdoor Education Co-ordinator 

Job Description 

THE SCHOOL 
 

Trent College is a happy and flourishing HMC co-educational, independent day and 

boarding school. There are over 700 pupils in the Senior School, which includes over 130 

boarders. There are over 400 pupils in The Elms, the Junior School to Trent College, which 

recruits pupils aged 0–11 and includes a Nursery. 

 

The campus is located in beautiful grounds and is conveniently located on the border of 

Nottinghamshire and Derbyshire. Founded in 1866, Trent is a school with a rich heritage 

and traditions spanning over 150 years. Though we value our unique and distinguished 

past, we have our eyes firmly set on the demands being made on young people in the 

21st century and a spirit of energy and innovation shapes our school life. 

 

The school is seeking to appoint an individual who will ideally combine the roles of 

Combined Cadet Force School Staff Instructor and Outdoor Education Co-ordinator. This 

job specification deals with each aspect of the role separately. 

The post holder will be line-managed by the Deputy Head (Co-curricular). 

COMBINED CADET FORCE SCHOOL STAFF INSTRUCTOR 

The School Staff Instructor is a vital member of the CCF team who, under the direction of 

the Contingent Commander, is responsible for the effective running of the CCF.  The post 

holder will be responsible for the development of the cadets and staff, being an appropriate 

role model and ambassador for the armed forces and the successful and timely completion 

of routine administration, in order to uphold the excellent reputation of the school and its 

corps. 

Trent College Combined Cadet Force (CCF) comprises of two sections, Army and RAF, and 

is currently established for a total of 210 cadets across both of these. Whilst compulsory 

for Year 10 students for a period of one year, a significant number of cadets opt to continue 

their service as they progress up through the school and, as such, progress on to more 

advanced training followed by an Instructional Technique Cadre and leadership 

opportunities. Under the direction of the Contingent Commander, 10 of the school’s 

teaching staff are either commissioned as Cadet Force Adult Volunteers (CFAVs) or Civilian 

Instructors/Assistants (CIs/CAs) and oversee the weekly training, which takes place on a 

Monday afternoon between 1600-1720hrs. The CCF benefits from having its own 25m 

outdoor barrack range, armoury, stores and offices and access to the schools extensive 

indoor and outdoor teaching facilities/spaces including 25m indoor swimming pool, 

mountain bike track, high ropes course, archery equipment, orienteering course and 

playing fields. The CCF at Trent College dates back to its foundation as a school in 1868 

and has produced a number of notable officers and personnel across all three services. A 

number of cadets who have progressed through the Trent College CCF in recent years 



have succeeded in receiving national awards and others have gone on to attend RMA 

Sandhurst, RAF Cranwell, CTC Lympstone and BRNC Dartmouth. 

DUTIES AND RESPONSIBILITIES 

Personnel, Discipline and Administration: 

 To attend / have an input into all CCF matters within Trent College, being the first 

point of contact. 

 Under the direction of the Contingent Commander, administer both the Army and 

RAF sections of the CCF and carry out the duties of the SSI in accordance with 

AC72133. 

 Create and update all events for training on WESTMINSTER (inclusive of closing 

the event after completion). 

 Book courses (both military and civilian) for all members of the CCF using 

WESTMINSTER. 

 Receive and file all CCF (e) mail, ensuring that relevant parties are notified where 

appropriate. 

 Ensure contingent officers attend and are suitably prepared for any relevant 

courses of instruction. 

 Maintain appropriate cadet and CFAV records on WESTMINSTER by: logging 

weekly registers, recording syllabus, event and course outcomes, maintaining 

CFAV pay claim records and ensuring all personnel qualifications and governance 

categories remain in-date. 

 Take follow-up action when cadets fail to attend the service activity by liaising 

with tutors and (where applicable) log referrals or achievements and organise 

detentions in accordance with the school’s reward and sanctions policy. 

 Remain qualified for all aspects of training by attending MoD run courses as 

required by the school. 

 Maintain and update the training publication library. 

 Remain current in appropriate working knowledge of IT equipment for office 

administration and production of training aids. 

 Be routinely available to CFAVs and cadets for advice and support. 

Security 

 Unit Security Officer. 

 Security of all weapons and reporting of occurrences to the Contingent 

Commander. 

 Security of all ammunition. 

 Primary key holder and alarm responder for the CCF armoury, living within 10 

minutes of the school. 

 Liaise with the Police force on actions of any alarm activation and armoury 

inspections. 

 Be responsible for the security of CCF IT equipment and pupil/CFAV data in 

accordance with GDPR. 

 Liaise with Brigade and MI as necessary regarding matters of cadet security and 

advise CFAVs and cadets as and when threats change. 

Operations and Training 

 Assist in the coordination of training programmes for both sections of the CCF and 

with production of CCF routine orders. 

 Participate in the instruction of cadets in SAA, drill, shooting, navigation and 

fieldcraft. 



 Book training areas and ranges via BAMS and apply for Land Clearance through 

HQ 7 Inf Bde LTAR 3 months in advance of training. 

 Book ammunition, pyrotechnics and rations via CTST CQMS 8 weeks in advance 

of training. 

 Apply to G7 cadets HQ 7 Inf Bde for authority for all CCF training outside of 

school premises 6 weeks in advance of training. 

 Book transport via Bde 4 weeks in advance of training and travel warrants as 

directed by the Contingent Commander. 

 Production of range letters / EASPs / RASPs / risk assessments as required for all 

training and submit these within the required timeframes. 

 Regimental Adventure Training Officer to produce JSATFAs for Adventure Training 

when necessary. 

 Attend school meetings as required (including staff meetings and regulatory 

INSET), CTST conferences, pre-camp conferences and adventure training 

conferences. 

 Participation in administration of annual camps, military and adventurous training 

camps, field days and range days. 

 Recce training areas as required prior to training. 

 Attend and support all field training, camps and other activities away from the 

school site as directed by the Contingent Commander. 

Logistics and Quartering 

 Maintain the 25yd Barrack Range on site, acting as RAU and ensuring cleanliness 

and serviceability. 

 Maintain Unit Equipment Care Directive (UECD) from Bde ensuring the equipment 

is accounted for, checked for serviceability (UMI) and records are maintained. 

 Maintain the MoD public fund account and monitor the school service activity 

account. 

 Order and receipt / collection of loan stores, clothing and equipment through 

CQMS (CTST (N)) at Chilwell. 

 Demand and control the issue and return of all stores to cadets and CFAVs and 

submit bills for loss via the Contingent Commander. 

 Submit all returns as required to the MoD (HQ 7 Inf Bde and the CQMS CTST 

(N)). 

 Maintain all stores accounts, AFG 1098. 

 Maintain ammunition account. 

 Prepare for inspections including: Unit Security, Weapons (2p/a), Ranges, 

Ammunition (1p/a), Telecoms equipment (1p/m), Radiac Stores (1p/m), 

Instruments (1p/m), Annual Assurance Regime, Biennial inspection. 

 Organise any works services required for the maintenance of the MoD run 

buildings on site through EMRFCA. 

 Ensure the CCF office, stores and assets are maintained in good order and defects 

are reported as necessary. 

 Ensure the serviceability of all weapons and ancillaries. 

Civil and Military Relations 

 Liaise with local police when school grounds are being used for training with blank 

rounds. 

 Liaise with HQ Land, Brigade regular and reserve units, LTAR, RFCA and other 

military establishments as required. 

 



 

 

Outdoor Education Co-ordinator 

Alongside the role of CCF SSI, we are looking for someone with the vision, drive and 

flexibility required to develop our current provision of outdoor education, including 

supporting the Duke of Edinburgh Award Scheme (which has its own lead member of staff) 

as well as elements of our Positive Education programme. 

Duties would include:  

 Develop within the School a structured programme of term time Lower School 

Activity Days as part of our Positive Education programme 

 Assist with the delivery of the weekly Duke of Edinburgh Training sessions to 

Bronze, Silver and Gold  

 Accompany D of E Practice and Qualifying Expeditions. 

 Manage an Outdoor Education Budget.  

 Implement systems for control and checking of School equipment and manage 

the Outdoor Activities Stores, overseeing the purchase, issue, maintenance and 

write-off of items. 

 Act as a technical advisor to Trent staff, offer support and advice to others 

running adventurous activities and trips.  

 Support and build on our existing portfolio of residential trips and expeditions and 

support trip leaders in all parts of the school.  

 Offer support to our Games and co-curricular programme. 

Skills and Abilities 

 A strong degree of professionalism  

 An ability to work independently and under one’s own initiative  

 Excellent literacy and numeracy skills   

 Good administrative and communication skills  

 ICT literacy  

 The ability to lead, motivate and develop staff and pupils alike  

 A strong attention to detail  

 The ability to work within challenging deadlines     

The following qualifications are either essential or desirable: 

CCF SSI element of the role 

 Essential Highly 

Desirable 

Desirable 

WO/SNCO *   

CF Skill At Arms Instructor *   

Exercise Conducting Officer qualification *   

Range Management qualification *   

Drill instructor *   

Infantry-level tactical knowledge *   

Arms and Ammunition Security qualified *   

Unit Ammunition Storekeeper *   

Cadet Security Awareness qualified *   

Competent IT user and WESTMINSTER 

trained 

*   

Sound working knowledge of G4 matters *   



D1 minibus and trailer licence holder (no 

endorsements) 

*   

FMT600   * 

HAZMAT *   

 

For the Outdoor Education aspect of the role, an ideal candidate will have a selection from 

the following qualifications: 

 Single Pitch Award  

 Mountain Leaders’ Award (Summer) 

 Mountain Bike Leader 

 Competent person scheme qualification for PPE inspection 

 ERCA high ropes qualification for periodic inspection and maintenance. 

 BCU Level 2 Coach Placid Water.  

 BOF Teaching Orienteering Part 2 

 DoE supervisor or assessor qualifications 

For both: the following is necessary: 

 First Aid qualification. 

 Willingness to work at weekends and during school holidays when required. 

 

 

 

 

 


