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The Tiffin Girls’ School Vision

Our vision is to provide ‘An
intellectually stimulating and
outward-facing school, enabling
students to flourish and
contribute to society’.
The school’s motto sapere aude –
dare to be wise, is embodied in its
core values of Community, Love of
Learning and Character.
Community:
• Collaboration
• Active Citizens
• Celebrate diversity
Love of Learning:
• Inspiration
• Embrace knowledge
• Creative & Critical thinking
Character:
• Integrity & Respect
• Courage & Resilience
• Independence & Initiative

From the Headteacher
Dear Applicant
Part-time Lunchtime Supervisor post at The Tiffin Girls’ School – for September 2021
This is an important appointment for this high achieving school. We are looking for someone who
demonstrates a ‘can-do’ and hardworking attitude.
I was drawn to the Headteacher post here because of the wonderful culture and ethos that permeates this
remarkable school. Our motto, sapere aude - dare to be wise, has been shared by generations of students,
especially when singing the school song, and this motto underpins our vision which promotes ‘An
intellectually stimulating and outward-facing school, enabling students to flourish and contribute to
society’.
Central to achieving this vision are the school’s core values of Community, celebrating our diverse and
inclusive community, promoting a culture of giving and encouraging students to be active citizens in
society; a Love of Learning, inspiring students to pursue their passions with freedom of intellect and being
challenged to think creatively and critically; and Character, building resilience, confidence and
independence with integrity and respect for others. With our students’ commitment to these core values,
we aim to be regarded as much for our academic results, as for being a school community that nurtures
collaboration and giving back to society, and encourages engagement in a wide and diverse range of extra
curricular activities.
These three values are all part of our daily interactions with the students all around the school, including in
the dining hall. Our values were also plainly evident in the hugely positive way in which our school
community dealt with the many challenges of the recent lockdowns. Not only did lessons continue
remotely, but students remained engaged and enthusiastic. Staff supported one another and the whole
community of staff, students, friends and family made an impressive contribution to good causes such as a
local initiative sewing items for the NHS.
Alongside this, every member of this community is committed to safeguarding and promoting the welfare
of all our students. We demonstrate our commitment through:






maintaining an attitude of ‘it could happen here’;
when concerned about the welfare of a student, always acting in the interests of the student;
establishing and maintaining an ethos where students feel secure and are encouraged to talk and
are always listened to;
ensuring that all students know there is an adult in the school whom they can approach if they are
worried or in difficulty; and
including in the curriculum opportunities which will equip students with the skills and knowledge
they need to stay safe from harm, to make informed decisions and to know to whom they should
turn for help.

I hope that you are excited by what you read and see on the school’s website, and that the opportunity to
contribute to the wellbeing of our students in such a direct way is an appealing one. I look forward to
receiving your application.

Ian Keary
Headteacher

Our School
The Tiffin Girls’ School, a selective state school and stand-alone Academy, is a vibrant and happy
community where the students take centre stage. The school is currently home to 1,218 students, aged
between 11 and 18. A broad and challenging curriculum sits alongside a stimulating and rewarding range
of extracurricular activities, many of which are student-led, and these elements of school life combine to
develop inquisitive, confident, dynamic and successful young people ready for their future lives as global
citizens.
The school is a six form entry selective school, having expanded from five forms of entry in September
2016. As of September 2020, we have 180 students in each year group, with over 320 in the Sixth Form.
There are spacious yet functional premises, which provide extensive facilities in all areas of the
curriculum. The school's proximity to London makes it possible for students of all ages to attend concerts,
plays, theatre workshops, lectures, exhibitions, one-day conferences and international matches. The school
makes good use of this facility as trips and activities outside of school form an essential part of the
students’ educational experience.
Staff
The strong team of highly qualified staff has extensive and varied experience. Both teaching and nonteaching staff share a commitment to high standards of learning, discipline and care for the personal
wellbeing of each student. Good liaison is cultivated with local feeder schools, community services,
employers and with universities.
Opportunities for professional development are essential and care is taken to ensure all staff have access
to training and new experiences through CPD based on needs identified through appraisal, or for whole
school development. Where relevant, non-teaching staff are encouraged to join working parties, recent
groups include Equality, Diversity and Inclusion and Behaviour for Learning. The impact of working party
research or action is evaluated at the end of each year and reviewed for the following year.
There is an active staff association, which arranges social activities throughout the year.
Dining
The school offers an extremely popular food provision and the dining hall is very busy, before school and at
break and lunchtimes. The catering team are focused on providing nourishing, nutritious and welcoming
food and offer plenty of choice. In addition, in recent years they have undertaken significant amounts of
work to reduce waste and single use plastic. We run a ‘meat-free’ Monday for hot food, and there are
always vegetarian options available.
Location
The school is located in spacious and attractive grounds in a pleasant residential area which is bordered by
the River Thames and Richmond Park. It is situated on the northernmost edge of the Royal Borough of
Kingston upon Thames with easy access to road and rail networks. The nearest railway stations are at
Kingston upon Thames (Zone 6), a fifteen minute walk away, or Richmond upon Thames.
Equality and Diversity
The school celebrates the diversity of its students and staff, and is fully committed to an ongoing
programme of review of our equality and diversity practices to ensure all members of the school
community are fully accepted and equally valued. We have a Stonewall award and as part of our
commitment to an anti-racist strategy, the school is currently working towards an anti-racist school
accreditation through the Centre for Race, Education and Decoloniality at Leeds Beckett University.

Safeguarding at The Tiffin Girls’ School
In support of our safeguarding commitment, we undertake rigorous employment and enhanced Disclosure
and Barring service (with Barred List) checks on appointment. The school complies with the DBS Code of
Practice and with the statutory guidance, Keeping Children Safe in Education, as updated from time to
time. We provide regular safeguarding training and expect staff to be aware of, understand and act in
accordance with school policies. On appointment, staff will be asked to sign up to our E-Safety, Health &
Safety, Data Protection and Secure Data Handling policies and to our various Safeguarding documents. In
addition, on appointment, all staff are required to sign their agreement to complying with the school’s
Code of Conduct. If any of the above raises any queries when you are considering your application, please
do not hesitate to contact Kirstin Stansfeld, HR Director on recruitment@tiffingirls.org.
Our safeguarding policy is available for you to read on our website at www.tiffingirls.org under the tab ‘Our
School’ and the page headed ‘Key Documents’.
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Catering Manager






Operations Director
Teaching and support staff
Pupils
Undertaking the supervision of students in the dining hall



Monitor the dining hall and ensure that the environment is appropriate
for eating and complies with Environmental Health regulations
Use the cashless catering system as a Point of Sale and to input items if
the network fails
Assist in organising the lunch queue ensuring calm atmosphere and
good behaviour
Ensure students tidy/clear up after meals in a satisfactory manner and
assisting as and where necessary
Clean up spillages in accordance with infection control procedures
Encourage social skills and good table manners
Discourage dangerous behaviour and report unacceptable or
challenging behaviour to the member of the senior leadership team on
duty
Ensure that any student who suffers an accident or injury is dealt with
in line with the school’s first aid procedures
Being aware of cultural differences between students, dealing with any
incidents of or racism or bullying in line with agreed school procedures
Attend relevant training sessions including first aid training if required
To work within the school’s Staff Code of Conduct and Safeguarding
procedures
To perform any other duties, as may reasonably be required by the
Headteacher, which are considered to be commensurate with the job
purpose and grading of the post.













This job description will be altered as necessary to meet the changing needs of
the school.
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Desirable
Qualifications and experience:
Experience of working with
 Experience of working in a school
children/young people.
or similar establishment.
 Experience of liaising with other
professional colleagues.
Knowledge and skills:
Able to communicate effectively
 Encouraging good social skills and
with people of all ages and
manners.
levels.
Knowledge of cashless catering
systems, or willingness to be
trained to use the cashless tills
Able to follow direction of line
manager and others.
Able to deal with any
bullying/challenging behaviour
that may require intervention.
Able to keep the dining hall clean
and deal with spillages.
Able to clean to a high standard.
Personal qualities:
Able to form good relationships
with students, staff and service
users.
Able to work flexibly to respond
to unplanned situations.
Able to keep calm when under
pressure.
A flexible, ‘can-do’ attitude
Commitment to the highest
standards of child protection and
safeguarding.
Recognition of the importance of
personal responsibility for health
and safety.
Commitment to the school’s
ethos, aims and its whole
community.
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Why choose The Tiffin Girls’ School?
Mrs Nimmi Dhillon
Administrative Assistant/Receptionist
I really do like working with people – dealing with the children, staff and visitors.
It can be challenging but it’s rewarding as well. Especially interacting with the
students, seeing them through a seven year cycle and beyond – sometimes you see
them again and they remember you. Being a first aider too, I get to know them a
bit more. I’m always willing to help. There was really a lot to learn when I started,
not having worked in a school before. And every day is different, the role is very
varied. I’ve had training in First Aid and recently in student wellbeing support,
which I volunteered for. I went as a helper on a Duke of Edinburgh trip camping in
the Peak District and I really did enjoy that. I can’t believe I’ve been here 14 years
but it's been 14 years of constant change. Every year has got better and better. My
confidence has really grown since I started here. It’s the people – the pupils and the
staff – who make it special here.

Mr Chris Cornwell
Physics Technician
I enjoy knowing my support to the teachers has contributed to the students’
understanding and enjoyment of science in a small way. I enjoy participating
in lessons, as I’m asked to demonstrate the equipment sometimes. Also I get
to go on the school trips, like the Science and Natural History museums. When
I started 15 years ago I was really impressed with how supportive the school
and fellow technicians were, and they still are. Being a technician is very
rewarding and interesting, while also being convenient. I could drop my kids at
school when they were younger, then pick them up and no additional childcare
was needed. It made it a good choice to work in a school and it still stretches
me. The curriculum changes quite regularly so you have to think of new ways
of presenting the lessons. Every week is different, and I really enjoy the
students’ enthusiasm and their reactions to the equipment I’ve set up.

Mrs Hannah Rogers
D&T Technician
I came from a textile design background and my degree was in textile design, so
a bit different to what I do here. I used to design and also manage a studio in my
textile life. After having my children, I felt I wanted something that would be giving
back a bit more, and not so commercial. I can now give back some of the things I
learned in that career. I hadn’t worked in DT before but when I read the advert I
realised it could suit me quite well – and the advert said training would be provided.
The highlight has been learning how to use the machines and even how to fix them.
I’ve learned so much. If it was me of two years’ ago meeting me now, I would be
amazed! The training has been brilliant, as has the general support from the
department. It’s special because the staff and pupils are just lovely. I’d never
worked with teenagers before and I was a bit worried about that, but I wish I’d
known how polite willing to learn they are.

Benefits of working at Tiffin Girls’
All of our non-teaching staff enjoy a range of benefits:












Two week October half term *
Free tea and coffee in the staffroom with regular wellbeing weeks
Free on-site parking
Pleasant working environment on the outskirts of the busy town of Kingston upon Thames with
easy access to London and the surrounding Surrey countryside
An Employee Assistance Programme including free at the point of use counselling
Pleasant working environment on the outskirts of the busy town of Kingston upon Thames with
easy access to London and the surrounding Surrey countryside
Cycle to Work Scheme (salary sacrifice)
Enhanced maternity benefits and consideration given to flexible working where possible
Free lunch and refreshments on Inset days
A busy Staff Association who arrange social events throughout the year
Membership of the Local Government Pension Scheme (either through auto-enrolment or opting in
to the scheme, depending on earnings) – the school contributes 23.5% of employee salary

* Note that you will need to work an additional three days during any of the school holiday closure
periods to make up for the additional October half term holiday
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