
 
 

 

 

Sherborne School (SS) is a boys’ independent school situated in the shadow of Sherborne Abbey. Founded by Royal 

Charter in 1550, the school has roots going back to the origins of the See of Sherborne in 705. There are eight 

boarding houses containing a total of about 600 boys (aged 13-18). 

Sherborne International (SI) was set up by Sherborne School as a separate facility to enable overseas boys and girls 

aged 11 to 17 to be prepared linguistically, culturally and educationally before joining independent British Schools. 

For the purposes of this document the two are collectively known as the Schools. 
 

 

Sherborne School / Sherborne International Recruitment and Selection Policy Statement 

Sherborne School / Sherborne International is committed to safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment.  Applicants for this post must be willing 

to undergo child protection screening, including reference checks with previous employers and a criminal record 

check with the DBS. 

 

 

Job Title: PART TIME CATERING ASSISTANTS - all year round 

 

Reporting to:  Catering Manager – Mrs Diane Williams 

 

Location:  Sherborne International Catering Department, although you may be required to  

work at Sherborne School Catering Department on occasion. 

 

Holidays: A pro rata of five weeks holiday per year + Bank Holidays. Attendance may be required 

on Bank Holidays that fall during term time, for which time off in lieu will be given.  

Holiday only to be taken following prior authorisation from the Catering Manager, 

taking account of Sherborne International busy periods. 

 

Hours of Work: Shifts are available as follows: 

• Thursday evening 5.30pm to 8.00pm; 

• Saturday evening 5.30pm to 8.00pm; 

• Saturday 9.00am to 2.30pm (less 30 minute unpaid break); 

• Sunday 9.00am to 2.30pm (less 30 minute unpaid break); 

• Sunday 10.00am to 2.30pm (less 15 minute unpaid break).  

 

Flexibility in hours may be required on occasion to meet the requirements of the 

School. 

 

 

 

 



 

Hourly rates: £8.23 per hour Monday to Friday; £8.60 per hour Saturday; £8.79 per hour Sunday. 

 

 Wages are paid monthly in arrears direct into nominated bank account. 

    

Probationary Period:     In accordance with School policy, this appointment will be subject to a                                            
    six-month probationary period. 

 

Medical Fitness:    Any offer of employment at Sherborne School is conditional upon the provision of a 

self-declaration of physical and mental fitness to carry out the responsibilities of the 

role.   

    

References/ 

Police Check: As Sherborne School is registered to ask ‘exempted questions’ under the 

Rehabilitation of Offenders Act 1974, successful applicants will be subject to receipt 

of a satisfactory criminal record check from the Disclosure and Barring Service (a 

“Disclosure”) before the appointment is confirmed.  This will include details of 

cautions, reprimands or final warnings.   This post is also subject to receipt of two 

satisfactory written references, one of which must be your last employer. 

 

Post-holder’s  

Responsibility: You share with all School staff the responsibility to promote and safeguard the welfare 

of children and young people for whom you are responsible, or with whom you come 

into contact.  In doing so, you are expected at all times to adhere to and ensure 

compliance with the School’s Safeguarding (Child Protection) Policy.  If you become 

aware of any actual or potential risks to the safety or welfare of children in the School, 

you must report any concerns to the School’s Designated Safeguarding Lead (Child 

Protection Officer). 

 

Main Purpose: 

 

To assist generally with the preparation, presentation, service and cleaning of the Catering Department. 

 

Duties:   

 

1. To comply with the Health & Safety and Food Hygiene Regulations, and all the appropriate legal requirements, in 

the Catering Department. 

 

2. To assist, as directed, with some preparation and presentation of food to the Schools standards. 

 

3. To assist at Service Time by serving the Customers, as directed, to the School’s standard and promote a friendly 

atmosphere. 

 

4. To receive any training as is necessary to maintain standards in the unit. 

 

5. To assist in cleaning floors, fixtures and fittings, pots, pans, cutlery, crockery, glassware etc. to the Schools standard 

according to the cleaning rota or as required and directed. 

 
 

 



 

6. To ensure tables and appointments are left as clean as is reasonably practicable and are adequately stocked during 

service times and relayed as required. 

 

7. To assist in loading service counters as and when directed, and to ensure sufficient supplies throughout the service 

period. 

 

8. To ensure a high standard of personal general cleanliness and hygiene to comply with statutory and School 

regulations. 

 

9. To attend to any reasonable request by Management. 

 

10. To comply with the COSHH regulations with regard to the safe use and storage of chemicals within the work place. 

 

11. To ensure that all areas and equipment used are cleaned and maintained in a safe condition and stored correctly 

in designated areas after each session of work. 

 

Irregular Duties 

 

1. To assist from time to time at special functions, some of which may occur outside working hours e.g. Speech Day 

and the Christmas Dinner. 

 

2. To report any customer complaints or compliments and take action, if at all possible and report to supervisor. 

 

3. To report immediately any incidents of accident, fire, theft, loss, damage, unfit food, or other irregularities to their 

supervisor. 

 

 

Qualifications/Experience: 

 

• Previous experience not necessary.  Full training will be given. 

 

Training Requirement for Catering Assistants – this list is not exhaustive and the post holder may be required to 

undertake other training as required by the School 

Training  To be completed by Frequency of training 

 

Safeguarding (Child Protection) 

Training and Prevent Training 

 

Before employment commences 

 

Every year 

 

Emergency First Aid Training (if 

required within the Department) 

 

Within the first term of employment 

 

Every 3 years but offered 

annually 

 

Fire Awareness 

 

Within the first term of employment 

 

Every year 

 

Manual Handling 

 

 

Within the first term of employment 

 

Every year 

   



Induction training with Line 

Manager 

Within the first 3 months of 

employment 

 

Food Hygiene 

 

Within the first term of employment 

 

Every 3 years 

 

 

 

TERMS 

 

Pension 

The post-holder will be able to join the Sherborne School Support Staff Pension Scheme on the first day of the month 

after completion of two months service.  Where eligible the post-holder will be auto-enrolled into the Pension Scheme 

as per current legislation; further details may be obtained from the Head of HR (Bursary). 

 

Sports Centre Membership 

Discounted family membership for Sherborne School Sports Centre. 

 

Non Smoking Environment 

All areas of the School, both internal and external, operate a no smoking policy. 

 

  

METHOD OF APPLICATION 

 

Please complete a Sherborne International Application Form and return by the closing date – please do not send in a 

curriculum vitae as we are unable to use them when short-listing  

 

In the event of any queries please contact:  Mrs Samantha Belgeonne, Recruitment Manager  

Sherborne School  

Abbey Road  

Sherborne  

Dorset   

DT9 3LF   

Tel: 01935 810502 

Email: hr@sherborne.org 

 

Closing date for applications:     9.00am on Monday 25th November 2019 

 

Interview Date:     To be agreed 

 

Due to commence:    January 2020 

 

 

 
 

 


