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 Headteacher’s Welcome 
 
Thank you for your interest in joining Totley Primary School.  This 
is an excellent opportunity to join a great school and to play a key 
role in shaping the provision of education for our children.   
  
Totley Primary is a happy, thriving school providing high quality 
education both in the classroom and throughout a wide range of 
extra-curricular activities.  We are very proud of our children and 
believe they should perform well academically and also develop 
as people.  
  
Totley Primary is part of the Mercia Learning Trust along with King Ecgbert School, Mercia School, 
Newfield School, Nether Edge Primary and Valley Park Primary.    
  
Our expectations for every Totley child are high; excellence and enjoyment are at the heart of all we 
will seek to do.  We believe in the potential of every child, providing opportunities and enabling them 
to thrive in our caring environment.   
  
Our staff team are central to our success.  They drive and accelerate the outstanding provision we 
offer to our community and we want the very best people to join us.  
  
If you feel you have the skills, drive and ambition to help support our aims then please do read on.  
  
Ben Paxman 
Headteacher 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
THE MERCIA LEARNING TRUST  



 
 

The Mercia Learning Trust is a highly successful partnership of 3 primary and 3 secondary schools 
located in the south west of Sheffield.  We are proud that overall effectiveness, outcomes and 
improvement trends are amongst the strongest on any trust in the country.   

Our Trust is based on a deep and shared moral purpose.  We believe an exceptional education can 
realise the potential of every pupil, whatever their background, and truly transform lives... 

Working as individual schools, and in deep partnership, our singular intention is to ensure every 
pupil, whatever their background, will attend an exceptional school.  We believe pupils should enjoy 
school, feel safe and fully supported, be inspired to learn, develop character and aspiration, and 
realise their full potential.  We are so committed to pupil success and well-being that we choose to 
think of every pupil we serve as if they were our own, and to measure our actions and impact against 
this.  

The Trust was originally founded around King Ecgbert Secondary School.  However, very quickly a 
multi-academy partnership formed with two feeder schools (Nether Edge Primary and Totley 
Primary).  This was followed by further growth with a local secondary (Newfield School) and primary 
(Valley Park Primary).  In 2018 the Trust opened a brand new secondary school (Mercia School) to 
meet the need for local population expansion.  Currently we educate approximately 3600 students 
from ages 2-18+, although this will increase to around 5000 as our current schools grow in the next 
few years. 

Our Trust has a mature definition of partnership which we call aligned autonomy.  We share the same 
mission, values and moral purpose, have an increasing amount of common best practice (often 
backed by research), and benefit from our combined resources and reputation. Nevertheless, we 
understand that schools are unique and are best led by leaders and staff who feel fully accountable 
and are able to individually innovate in the light of their context.  This balance between difference, 
sharing and commonality is what drives improvement and lies at the heart of our trust. 

Alongside our pupils, our staff are our greatest asset.  As such we are deeply committed to recruiting, 
developing, retaining and caring for our exceptionally talented and committed staff teams.  This 
commitment is enshrined in the Mercia Pledge which is designed to ensure our staff get the very best 
professional experience and support on offer anywhere.  The Mercia Learning Alliance sits at the 
centre of this strategy, alongside that to recruit new teachers into the profession, and support system 
leadership across the sector.  

In a short period, our Trust has achieved a great deal.  However, we are ambitious and forward-
thinking, and fully committed to maintaining and improving student experience and outcomes, and 
further improving our trust. 

We also believe we are well-placed to engage in careful and sustainable growth in the light of our 
Trust mission and priorities. 

Chris French 
CEO 

 

 
 

 



 

Trust mission, values and belonging... 
 
Moral Purpose 
We share the same moral purpose.  We believe an exceptional education can realise the potential of 
every pupil, whatever their background, and truly transform lives...  The statement, ‘Realising 
Potential.  Transforming Lives’ summarises this commitment. 
 

Mission 
Working as individual schools, and in partnership, our singular intention is to ensure every pupil, 
whatever their background, will attend an exceptional school. We believe pupils should enjoy school, 
feel safe and fully supported, be inspired to learn, develop character and aspiration, and realise their 
full potential. We are so committed to pupil success and well-being that we choose to think of every 
pupil we serve as if they are our own, and to measure our actions and impact against this. 
 

Staff Principles 
Six principles, shown in the MERCIA acrostic, underpin everything we do as staff in our trust. 
 
● Moral Purpose - We exist to inspire pupils to realise their full potential and to lead happy, 
healthy and fulfilled lives.  
● Expectations - We have exceptionally high expectations of everyone and pursue excellence.  
● Relentless focus on learning - Helping every pupil learn successfully is the most important thing 
we do. We prioritise our time, energy and resources to ensure our curriculum and the environment 
for learning is exceptional. 
● Culture - We demand consistency, kindness, tolerance and respect in all relationships; and that 
every member of staff goes above and beyond to achieve pupil success. 
● Impressive staff - We are committed to recruiting, developing and retaining them, and helping 
them secure a healthy work-life balance. 
● Alignment - We believe partnership brings profound benefit to each school, and that we are 
stronger together. 
 

Pupil Values 
We want every pupil to realise their potential and to lead a happy, healthy and fulfilled life.  
We expect a great deal from every pupil and these expectations are expressed in our six trust values: 
 
● Ambition – we expect pupils to want to be the best they can be, to aspire to achieve success at 
school and in later life. 
● Strength – we expect pupils to develop strength of character, determination and resilience to 
overcome the inevitable barriers to success that all people face. 
● Passion – we expect pupils to become inquisitive and develop a thirst for knowledge and 
learning. 
● Independence – we expect pupils to be organised, prepared and to develop personal 
responsibility. 
● Respect – we expect pupils to show good manners, kindness, tolerance and exemplary 
behaviour at all times. 
● Endeavour – we expect pupils to work hard, to fully engage and enjoy all aspects of school life: 
and preserve a healthy balance that maintains their wellbeing.  

 
 



 

The Mercia Pledge 
 
Alongside our pupils, our staff are our greatest asset.  We recognise that our success, and that of 
every pupil, is inextricably linked to our ability to attract, recruit, develop, retain and care for our 
staff.  Whilst we demand absolute commitment to our moral purpose, mission and staff principles; 
the Mercia Pledge is our commitment to all staff. 
 
Teaching staff can expect: 
 
1. An outstanding primary and secondary Initial Teacher Training offer through the Mercia 
Learning Alliance 
2. High-quality NQT and RQT induction and support 
3. Effective annual appraisal and career conversations 
4. Support to improve via targeted CPD and movement through a formal CPD career development 
pathway 
5. To be included in strategic succession planning to develop and retain them 
6. A commitment to reduce staff workload and increase staff wellbeing 
 
Support staff can expect: 
 
1. High-quality induction into a new role 
2. Effective annual appraisal and career conversations 
3. Support to improve via targeted CPD 
4. To be included in strategic succession planning to develop and retain them 
5. A commitment to reduce staff workload and increase staff wellbeing 
 
Communication and belonging 
 
We work hard to engender in staff a sense of loyalty and partnership in each school and the Trust. 
Partnership working is exceedingly well developed so that much of our work in curriculum (including 
reading and phonics), personal development, SEND and safeguarding is driven through collaboration, 
research and sharing best practice.  This means that staff are part of rich professional networks 
where career development is second to none. 
 
All trust staff meet annually in our annual conference which in 2020 was hosted at the Lyceum 
Theatre, Sheffield.  However, staff meet together regularly both formally and informally, and there is 
regular communication across the Trust via our e-newsletter MLTogether.  The last edition (9) issued 
in late July can be found at https://www.merciatrust.co.uk/news. 
  

 

https://www.merciatrust.co.uk/news/?pid=0&nid=2&storyid=70


 

 

 

 

Advert 

Post:  Lunchtime Supervisory Assistant 

Contract type: 7.5 hours/38 weeks  

Contract term: Permanent 

Full Time Salary: £18,562 to £18,933 

Pro Rata Salary: £3,142 to £3,205 (with under 5 years’ service) 
 

We wish to appoint a Lunchtime Supervisory Assistant to join our hardworking and supportive 

team.  We are an outstanding school who always work hard to make our practice as good as 

it possibly can be for all the children.  

The successful candidate will be able to communicate very effectively in English with adults 

and children and will have very good numerical skills.  This role is to work in a team of 

Supervisory Assistants to assist with the care of our children during lunch breaks, helping with 

mealtimes, outdoor play whilst ensuring their happiness and safety. The successful candidate 

will be expected to contribute to the team, using initiative and common sense whilst 

upholding the policies and ethos of the school. 

If you are interested in applying for the role, please submit a Mercia Learning Trust Application 

form to recruitment@merciatrust.co.uk  

Closing date is Monday 3 January 2022 

Please note we do NOT accept CV’s or Sheffield City Council Application Forms. Please request 
an application form from recruitment@merciatrust.co.uk or download from the school/Trust 
website. 
 
The Mercia Learning Trust is committed to safeguarding and promoting the welfare of 
children and young people and we expect all staff and volunteers to share this commitment. 
An enhanced DBS check is required for this post. 
 
The ability to converse at ease with students and members of the public, and to provide advice 
in accurate spoken English, is essentially to the role. 
 
 
 
 
 
 
 
 
 
 
 

mailto:recruitment@merciatrust.co.uk
mailto:recruitment@merciatrust.co.uk


 

 
 
 
 

 
JOB DESCRIPTION 

 

Post Title: 

 

Lunchtime Supervisory Assistant 

*This post is a designated customer facing role under the fluency 

duty and requires a specified level of spoken English in the person 

specification 

Grade: Grade 2 (£18,562- £18,933 pro rata) 

Hours/Weeks: 7.5 hours / 38 weeks per year 

Responsible to: Headteacher 

Responsible for: N/A 

 

The post holder must at all times carry out his/her responsibilities within the spirit of 

School policies and within the framework of the Education Act 2002, and School Standards 

and Framework Act 1998 with particular regard to statutory responsibilities of the 

Governing Bodies of Schools. 

 

PURPOSE OF THE POST 

• Assist in securing the safety and welfare of pupils during the mid-day break, both in 
the dinner hall and on the playground and, occasionally, in the classroom in 
inclement weather.  This involves effective supervision of pupils in and around the 
premises in accordance with school policies. 

 

KEY RESPONSIBILITIES 

The successful candidates would be required to: 

• supervise pupils immediately before, during and after the midday meal; 

• encourage children to practice appropriate table manners and maintain a calm 
atmosphere in the dining room; 

• contribute to the development of a positive approach to lunchtime play; 

• organise and take part in activities with children over the lunchtime period; 

• be willing to join in games, oversee quiet activities and supervise children having free 
play in the school playground; 



 

• be able to work well as part of a hard-working team and also be able to work on their 
own initiative to ensure that the children are safe and to maintain excellent 
standards of behaviour; 

• possess good verbal communication skills which are essential for this role in order to 
liaise with children and other staff members; 

• be reliable and dedicated; 

• be prepared to undertake basic first-aid (training would be given); 

• ensure that any pupils who suffer accident or injury are dealt with and recorded 
appropriately, in accordance with the school’s agreed procedures; 

• supervise toilet arrangements before and after the mid-day meal as appropriate; 

• support and encourage the school’s ethos and its objectives, policies and procedures 
as agreed by the governing body and wider Trust; 

• have due regard for safeguarding and promoting the welfare of children and young 
people and to follow the child protection procedures and safeguarding policy 
adopted by the school; 

• Any other duties commensurate with the grade of the post. 
 

A great deal of the information and work dealt with is, of necessity, confidential, and it is 

important that none of this information is disclosed to any unauthorised person, and that is 

dealt with discreetly and with integrity.  

WORKING ENVIRONMENT AND CONDITIONS OF THE POST  

• Due to the routine of the schools and the terms and conditions of the sector, the 
workload may not be evenly spread throughout the year.  

• In order to deliver the service effectively, a degree of flexibility is needed and the post 
holder may require some evening work (time off in lieu in school holiday periods for 
work outside of working hours will be given for such events), or some duties not 
specifically referred to above.  Such duties, however, will fall within the scope of the 
post, at the appropriate grade.  

• The post may be required to travel and work within any school in the Mercia Learning 
Trust. 

 

GENERAL DUTIES  

• To contribute to whole school events as and when required.  

• To ensure accurate records are securely maintained and held in accordance with General 
Data Protection Regulations (GDPR)/Data Protection Act 2018.  

• Be aware of and support diversity, ensuring equal opportunities for all. 

• Develop professional, constructive relationships with other agencies, schools and 
professionals. 

• Participate in meetings, training and performance development as necessary. 

• Recognise own strengths and areas of expertise using these to advise and support 
others. 

• Be willing to undertake training and professional development as required of the post.  

• Any other duties and responsibilities appropriate to the grade and role. 
 

 



 

PROMOTION OF TRUST VALUES  

To contribute to the overall development of Mercia Learning Trust to ensure the Trust 

operates on the basis of shared and collective responsibility.  

• To contribute to the overall ethos, work and aims of Mercia Learning Trust.  

• To support and contribute to the Trust’s commitment to safeguarding all students.  All 
schools in the Mercia Learning Trust are committed to safeguarding and promoting the 
welfare of children and young people.  Therefore, all employees are expected to share 
this commitment.  

• To be aware of the school’s duty of care in relation to staff, students and visitors and to 
comply with all health and safety policies at all times.  

• To be aware of and comply with the codes of conduct, regulations and policies of the 
School and its commitment to equal opportunities. 

• All the above duties and responsibilities to be carried out in accordance with policies 
adopted by the School Governing Body and current legislation with an emphasis on 
Customer Care, Equal Opportunities, Data Protection and Health and Safety  

 

This job description is current at the date indicated below but, in consultation with the post 

holder, it may be changed by the Headteacher/CEO to reflect or anticipate changes in the 

post commensurate with the grade or job title. 

Issue Date:  Dec 2021 

  



 

 
 
 
 

PERSON SPECIFICATION 
 

Post Title: Lunchtime Supervisory Assistant 

Grade: Grade 2 (£18,562- £18,933 pro rata) 

Hours/Weeks: 7.5 hours / 38 weeks per year 

Responsible to: Headteacher 

Responsible for: N/A 

SPECIFICATION ESSENTIAL DESIRABLE 

Qualifications/ 

Training 

 • First Aid Certificate 

Experience • Experience of working with 
children and young people 
(either paid or unpaid). 

• Experience of working with 

and supervising children and 

young people (either paid or 

unpaid) 

Knowledge/Skills 

(Ability to) 

 

• Effective communication 

skills. 

• Ability to supervise pupils. 

• Good basic literacy skills. 

• Ability to be flexible and  

• work in different areas of 

the school 

• The ability to converse at 

ease with members of the 

public and students and 

provide advice in accurate 

spoken English is essential 

to the role 

• A knowledge and 

understanding of the 

welfare and social needs of 

pupils during the mid-day 

break 

• Awareness of behaviour support 

 

 

Personal Qualities • Flexible 

• Honest and Reliable 

• Patient 

• Empathetic with young 

people 

• Team Player 

• High personal and 

professional standards 

 



 

Safeguarding 

Mercia Learning Trust is committed to safeguarding and promoting the welfare and safety of children 
and young people and expects all staff to share this commitment.   
 
The Trust pays full regard to ‘Keeping Children Safe in Education’ guidance and we ensure that all 
appropriate measures are applied in relation to everyone who works for the Trust.   
 
Safer recruitment practice includes scrutinising applicants, verifying identity, verifying qualifications, 
obtaining professional references, checking previous employment and ensuring that the successful 
candidate has the health and physical capacity for the job.  It also includes undertaking interviews 
and checking criminal convictions.   
 
If you are shortlisted, your suitability to work with children will be explored and this will include 
disclosing convictions.  The information you disclose may be discussed with you during the interview. 
 
The successful candidate will be required to complete an enhanced DBS check in line with the 
Rehabilitation of Offenders Act (ROA) 1974 (Exceptions) Order 1975 and the Police Act Regulations.   
 

  



 

The Application Process 

We hope that our recruitment pack and website provides you with plenty of information about us.  
However, should you require any additional information, or would like an informal discussion/visit, 
please contact Mel Fetch/Jo Davis, School Manager’s at enquiries@totley.sheffield.sch.uk.   
 
To apply, please email your completed application to recruitment@merciatrust.co.uk or send it in the 
post to: 
 
Recruitment Team 
Mercia Learning Trust 
79 Glen Road 
Sheffield 
S7 1RB 
 
All applications that have been submitted electronically will receive an email confirming receipt.  
 
Please note that we do not accept CV’s or Council Application Forms- applicants must submit a 
Trust application form. 
 
Please also note that in all cases written references will be taken up BEFORE the final selection stage. 
 
An email and/or letter will be sent to shortlisted candidates with details of the interview process.  
 
If you have not heard from us within 2 weeks of the closing date, please assume that on this 
occasion, your application has been unsuccessful. 
 
The closing date for applications is Monday 3rd January 2022 
 
We are an Equal Opportunities employer. 
 
Some of our vacancies are designated customer facing roles under the fluency duty and require a 
specified level of spoken English.  Where this is the case, it will be clearly stated in the advert and 
person specification. 
 
If you have any further queries on any aspect of the application process, please contact 
the HR team, by emailing recruitment@merciatrust.co.uk 

 

 

mailto:enquiries@totley.sheffield.sch.uk
mailto:recruitment@merciatrust.co.uk

