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Singleton C of E School 

“Passion for Learning …..Passion for life” 

Governors and school leaders facilitate a reflective and ambitious 

culture. Constructive challenge and creative ideas are encouraged, 

valued and used to inform whole school planning. The views of 

learners, parents, staff, governors, therapists, social workers and 

other stakeholders inform the evaluation of the quality of our work 

and provision, which in turn is used to identify areas for 

improvement. 

 



Welcome  
 

I should like to extend to you a very warm welcome and thank you for expressing an interest in the post of School 

Welfare Support. This is a vital role within our school and we are seeking to fill the vacant post from September 2022 

or as soon as possible after that. The contracted hours of work are:-  

 This post is a pro rata, term time only position. 

 Lunchtime Welfare Support – It is paid at the Living Wage rate – (this equates to £19,000 for a full-time position 

but this post is pro rata, term time only.) 

o 5 hours per week  

The working hours would be as follows  
- Monday         12:00 – 1:00 
- Tuesday         12:00 – 1:00 
- Wednesday  12:00 – 1:00 
- Thursday      12:00 – 1:00 
- Friday             12:00 – 1:00  

 

We are delighted to be able to offer this exciting opportunity to work as a Welfare Assistant in our outstanding little 

school. We are dedicated to giving the children the best possible life chances and are looking to recruit a highly 

motivated, dynamic and caring person to join our team. 

Our staff are vital to the success of our little school, being a small school flexibility is a must. This role covers 

lunchtime support in the dining room and then supervision / leading of play activities and first aid.  

We are looking for someone to: - 

 establish a positive relationship with pupils by leading activities; 

 Supervise pupils eating their dinners; 

 Be kind and understanding when children need support 

 Control the behaviour of pupils on the playground; 

 Follow the School Behaviour Policy; 

 Deal with accidents in the playground or dining area; 

 Keep young pupils occupied when they have to stay indoors. 

 Make lunchtimes safe and happy. 

Please contact Mrs Rachel Reeves in the school office on 01253 882226 if you have any further questions. 

 

Yours sincerely, 

 

 

Amanda Clayton Head teacher 

 



Letter to Applicant  
 

Dear Applicant, 

Thank you for your interest in our recent advertisement for the post of Welfare Support at Singleton C of E School. 

Please find details of the post enclosed within this letter. 

 

Application 

If you wish to apply, please complete the application form and email your application to Mrs Amanda Clayton (Head)  

amanda.clayton@singleton.lancs.sch.uk  

 

Closing Date  

Please ensure that your Application Form arrives before 9am on Friday 30th September. We will not be able to 

accept applications received after the closing date. 

 

Shortlisting 

Shortlisting for the post will take place shortly after the closing date. Shortlisted candidates will be informed by email. 

If you have not been shortlisted we will inform you of this via email. 

 

Interviews 

Interviews will take place on Tuesday 4th October. 

 

Singleton C of E School is committed to safeguarding and promoting the welfare of children and young people and 

we expect all staff and volunteers to share this commitment. 

 

If you require any further information about this post or you would like to make an informal visit prior to submitting 

your application, please contact me on  

Tel 01253 882226 

We look forward to receiving your application. 

 

Yours sincerely, 

 

 

Mrs R Reeves 

Office Manager  

mailto:amanda.clayton@singleton.lancs.sch.uk


Job Description – (Welfare Assistant ) 

Lancashire County Council  

  

Grade Profile – Welfare Assistant (Grade 1)  

  

POST TITLE:  Welfare Assistant  

GRADE:  Grade 1 

CAR USER:    N/A  

LOCATION:   Singleton C of E School  

RESPONSIBLE TO:  Headteacher through the Office Manager   

STAFF RESPONSIBLE FOR:  None  

JOB PURPOSE:  The main objectives to be achieved by the Postholder  

To secure the safety, welfare and good conduct of pupils during the midday break period.  

 MAIN  What the Postholder will actually do   

 ACTIVITIES  What prescribed duties the postholder will have  

• Control the dinner queue;  

• Supervise pupils eating their dinners;  

• Prevent them from taking food outside the dining area;  

• Control the behaviour of pupils while they eat their meals;  

• Keep pupils out of classrooms when they should be outside;  

• Check that groups of pupils do not hang around places that they should not (such as  

toilets);  

• Control the behaviour of pupils in the playground;  

• Discipline pupils who break the rules;  

• Deal with accidents in the playground or dining area;  

• Keep young pupils occupied when they have to stay indoors.  

Note:  In addition, other duties at the same responsibility level may be interchanged with/added to this 

list at any time.  

  



Equal opportunities  

We are committed to achieving equal opportunities in the way we deliver services to the community and in our 

employment arrangements. We expect all employees to understand and promote this policy in their work.  

  

Health and safety    

All employees have a responsibility for their own health and safety and that of others when carrying out their duties 

and must help us to apply our general statement of health and safety policy.  

  

Safeguarding Commitment   

This school is committed to safeguarding and protecting the welfare of children and young people and expects all 

staff and volunteers to share this commitment.   

Attendance 

Good attendance enhances the service delivered by schools, minimises staffing difficulties and ensures best value to 

the school. It is essential that applicants for positions in this school can evidence a previous satisfactory attendance 

record/commitment to sustaining regular attendance at work. 

 

Training and Qualifications / Experience 

 

Essential or 

Desirable  

Evidence 

Relevant Child Care qualification (or equivalent) D A / I / R 

Experience of working with or caring for children of relevant age D A / I / R 

Paediatric First Aid D A / I / R 

Other Skills / Knowledge / Abilities   

Ability to relate well to children E A / I / R 

Ability to work as part of a team E A / I / R 

Good communication skills (oral and written) E A / I / R 

Knowledge of the concept of confidentiality E A / I / R 

Willing to undertake first aid training, and administer first aid when required E A / I / R 

Commitment to safeguarding and protecting the welfare of children and young people E A / I / R 

Commitment to health and safety E A / I / R 

 



How to complete the application form  

 

 

 



Additional information  
 

ATTENDANCE POLICY STATEMENT  

This school is committed to achieving and maintaining a high level of attendance from all employees through the 

application of good management practice. All employees must recognise the importance of good attendance and 

ensure that any sickness absence is kept to a minimum.  

Whilst supporting employees during periods of sickness, the School Management Team monitors levels of sickness 

absence in school regularly and takes action in accordance with the Guidelines adopted by the school to deal with 

unacceptable levels and frequency of sickness.  

Good attendance enhances the service delivered by schools, minimises staffing difficulties and ensures best value to 

the school. All employees in this school must understand the importance of good attendance to the operation, 

performance and image of the school and must show a commitment to achieving and maintaining a high level of 

attendance 

 

CHILD PROTECTION POLICY STATEMENT 

In this school, the welfare of the child is paramount. This school is committed to safeguarding and promoting the 

welfare of children and young people and expects all staff and volunteers to share this commitment.  

All staff should understand their responsibility to safeguarding and promoting the welfare of children and young 

people. Staff are responsible for their own actions and behaviour and should avoid any conduct which would lead 

any reasonable person to question their motivation and intentions. Staff should work, and be seen to work, in an 

open and transparent way. 

Attitudes towards promoting and safeguarding the welfare of children and young people will be scrutinised during 

the selection process for the post that you have applied for. If you are appointed to this post, information in relation 

to safeguarding and protecting children and young people will be provided at induction. This practical guidance for 

safe working practice will provide information about which behaviours constitute safe practice and which behaviours 

should be avoided. 

 

EQUALITY STATEMENT 

EQUALITY ACT 2010 MODEL REASONABLE ADJUSTMENTS STATEMENT  

We understand that some disabled applicants may, due to the nature of their disability, find some parts of the 

recruitment process challenging. We aim to ensure that all applicants are provided with the same opportunities 

during the recruitment process and, to that end, we strive to comply with the duties placed upon us to make 

reasonable adjustments as prescribed by the Equality Act 2010.  

Should you have a disability and require a particular adjustment to be made to allow you to fully participate in the 

recruitment process, please ensure that this is made known to the person identified in the Invitation to Interview 

Letter when confirming your availability to attend interview. Our duty to make reasonable adjustments only applies 

where we know about, or ought reasonably to know about, your disability so it is important that you provide this 

information to us (details for the relevant person to contact will be provided in your Invitation to Interview Letter).  

Below is a non-exhaustive list of some of the types of adjustments that we may make to ensure that the recruitment 

process is fair to all applicants, if it is reasonable to do so in all the circumstances:  

 Modification to Documentation – this may include providing documents in large print, in Braille format or in 

audio format and/or providing oral instruction on documentation for those applicants with a learning 

disability;  



 Modification of procedures for testing and/or assessment – this may include allowing an applicant to provide 

oral answers as opposed to written where the applicant has, for example, a disability which affects their 

manual dexterity. Conversely, an oral test may be completed in writing where the applicant has a disability 

which affects their speech;  

 Provision of a Reader for a visually impaired applicant;  

 Provision of Auxiliary Aids – for example, a person to guide a visually impaired applicant around the interview 

venue;  

 Provision of special equipment – for example, adapted keyboards for applicants whose disability may affect 

their manual dexterity and/or large screen computers for applicants with visual impairments;  

 Provision of a Sign Language Interpreter for an applicant with a hearing impairment;  

 Where interviews are being conducted by telephone, provision for interview by textphone for an applicant 

with a hearing impairment;  

 Provision of vehicle parking as proximate to the interview venue as reasonably practicable for an applicant 

with a mobility impairment;  

 Modification of interview premises – for example, in order to ensure that an applicant who uses a wheelchair 

can gain access to the building where the interview is being held, the school / academy / college may 

consider using ramps, holding interviews on the ground floor (if there is no adequate lift), considering the 

placement of furniture and rearranging if necessary etc. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 


