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July 2020 

Dear Applicant, 

Thank you for expressing an interest in the post of Head Cook at Thornford Primary School on a permanent basis.   
Accompanying this letter is information about the School.  
 
We have a permanent post, for 25 hours per week, term time plus training days, commencing in the Autumn Term.   
 
This is a wonderful opportunity to join a small, successful school that works hard to enthuse its pupils, instil high 
standards, and provide them with the opportunity to fulfil their potential.  
 
The successful candidate will: 

• Provide children with nutritious, healthy and good quality meals.  To inspire and motivate the children to 
encourage their interest in healthy eating 

• Manage kitchen and staff to ensure a safe and effective environment for the continued provision of meals 
for school children and staff. 

• Oversee and provide healthy and nutritious menus to encourage a good uptake by participants  
• Have a positive and proactive approach to working 
• Have excellent interpersonal, IT and customer service skills  
• Have the ability to be a team player who will go the extra mile to support students and staff and who will 

enjoy the challenges of this role  
 

Thornford School is a wonderful place to work and has a special atmosphere and feel.  It is a founder member of the 
Sherborne Area Schools’ Trust (SAST) a multi-academy trust established in June 2017.     
Thornford is a small rural school set in beautiful grounds in a small village, close to the market town of Sherborne. 
We are, very much, a family school, where our golden thread: “Treat others as you would like to be treated yourself,” 
is used to promote positive attitudes and behaviours amongst our pupils. From their first day in Reception, our 
children come into a safe, happy learning environment, where they are nurtured. Hard work and a growth mindset 
are encouraged and there is provision for the individual needs required in order for pupils to achieve their potential. 
They are well-prepared socially and academically for the next stage of their education by our dedicated staff.  We 
teach a creative curriculum based on the 2014 National Curriculum. All the staff have a shared ethos about  child-
centred education and despite the emphasis on Maths and English, understand the importance of Science, the Arts, 
Drama, ICT, RE and Humanities. Music and Sport are also high on the agenda.  
 
I am proud to say that Thornford has been judged as, ‘Outstanding’ in its last two Ofsted inspections (May 2007 and 
2014) and also in our SIAMS church schools inspection (July 2017). We know the importance of a close partnership 
between home and school, based on trust, confidence and honesty.  
 
We are looking for someone with high expectations, flexible and motivated, keen to work in an educational setting 
with a sense of humour to enjoy the challenges of this role.   
You are very welcome to visit us in advance of an application or to contact us to find out more. The governors, staff 
and I look forward to welcoming you to Thornford School. 
  
Very best wishes,  
 
N Brooking 
 
Neela Brooking 
Headteacher 
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THE APPLICATION PROCESS 
 
We look forward to receiving your application by Friday 31st July.  It is hoped that the interviews will take place as 
soon as possible after the closing date. You are asked to provide the following: 
 

• A completed application form 
• A letter of application of no more than 2 sides of A4 detailing your experience and expertise 

 
Completed applications should be returned either by post, marked ‘Confidential’ to Neela Brooking, Headteacher 
or by email to her at:  head@thornford.dorset.sch.uk 
 
Should you wish to arrange a visit to view the School, please do not hesitate to contact the office and we will be 
happy to arrange this. 
 
Thornford School, part of the Sherborne Area Schools Trust, has an absolute commitment to safeguarding and 
promoting the welfare of children. The School follows the national and Dorset policies and procedures for child 
protection and security and the interview will include questions about safeguarding children. Current and/or 
previous employers will be contacted through references as part of the verification process pre-appointment checks 
if the applicant is short listed. The successful applicant will be required to undertake an enhanced disclosure check 
with the Disclosure and Barring Service. 
 
Thornford School, part of the Sherborne Area Schools Trust, is committed to equal opportunities and positively 
encourages applications from all sections of the community. 
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July 2020 
 
USEFUL INFORMATION FOR APPLICANTS 
 
HEAD COOK 
 
 
This is a part time post, for 25 hours per week, working 8.30am to 1.30pm Monday to Friday.  It is a term time only 
post, however, the post holder may need to work for one session in the holidays to receive food deliveries for the 
following term.  However, a degree of flexibility will be required to assist with covering staff absence, or at times 
when an extra pair of hands is needed to cope with particularly busy times. 
 
Thornford School is committed to safeguarding and promoting the welfare of children and young people and values 
the diversity of our workforce and welcomes applications from all sections of the community.  Successful candidates 
will be subject to an enhanced Criminal Records Bureau check.  
 
The closing date for receipt of applications is Friday 31st July 2020 and the interviews will be held the following week. 
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JOB DESCRIPTION 

 
Job title:  Head Cook Job Ref: XS 2.1 
  School: Thornford CE Primary School Grade: Dorset Grade 7 
 Reports to: Headteacher 

  
Main job purpose 

 
‘To provide our children and two other local schools with nutritious, healthy and good quality 
meals.  To inspire and motivate the children to encourage their interest in healthy eating. 
 
To manage the kitchen and staff to ensure a safe and effective environment for the continued 
provision of meals for school children and staff. To oversee and provide healthy and nutritious 
menus to encourage a good uptake by participants.   
 
To oversee the tasks undertaken by assistant cooks and kitchen assistants in accordance with 
food handling and preparation regulations, ensuring safe and proper use of the kitchen/catering 
equipment and materials provided.  To ensure a high standard of cleanliness and safety is 
maintained within the working environment for all staff and visitors to the kitchen. 
 
Main responsibilities and duties 

 
1. To produce and develop menus to provide the participants with healthy and nutritious 

meals.  Work to guidelines on nutrition and allergy content. To ensure menus are uploaded 
on parent pay in a timely fashion. 
 

2. To source and negotiate favourable prices with suppliers of ingredients. 
 

3. To ensure all food is stored under good management and food safety regulations. 
 

4. To generate process and store all food orders, pass invoice for payment and to keep all 
records and stock books as required. 
 

5. To work within the financial budget. 
 

6. To generate and process all meals ordered by the participants to ensure daily food 
produced meets demand and orders. 
 

7. To supervise, train and direct all kitchen staff.  Responsibility for setting working time hours 
and ensure sufficient staff are available to work within the time available for meal 
production.  To arrange for cover should illness or absence occur within staff. 
 

8. To supervise lunchtime service in liaison with the schools lunch time staff. 
 

9. To ensure all staff work in a safe and healthy environment. Ensuring all staff are proficient 
with equipment within the kitchen and all safety standards are adhered to. Ensuring all 
equipment is fully functional and in good working order. Reporting any mechanical failure 
or breakages to the responsible party, passing any large costs to the Headteacher prior 
to appointing assistance. 
 

10. To maintain and ensure compliance with all areas of the kitchen and equipment, to good 
standards of kitchen hygiene and to keep all records as required. 
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11. To keep up to date with good practise in school and community catering and to attend 

training courses and meetings to ensure continued good and up to date standards. 
 

12. To deal with external agencies and their representatives on behalf of the employing body. 
(e.g. environmental health) 
 

13. To adhere to contracts and service level agreements made between the employing body 
and other participants. (St Andrews Primary, Yetminster & St Mary’s Primary, Bradford 
Abbas)  

 
Knowledge & skills 

 
Minimum Basic Food and Hygiene qualification. 
 
Preferably City and Guilds 706/1 or equivalent NVQ / up-to-date Qualification and experience in 
School meals provision. 
 
Knowledge of health and safety, hygiene regulations and risk assessment is essential. 
 
An understanding of the government’s standards for school food is desirable. 
 
A knowledge and understanding of special needs within a variety dietary requirement is desirable. 
 
Supervision and management 

 
A requirement to supervise and deploy additional cook & kitchen assistant(s) as appropriate. 
 
Problem solving and creativity 

 
Work to strict deadlines to plan day to day activities (& long term), but within established routines, 
within the budget and guidelines on nutritional content. 
 
Key contacts and relationships 

 
All queries to be directed to Headteacher.   
 
To work in an ongoing basis to positively promote the meals service. 
 
To work closely with the Headteacher and staff of Thornford School to ensure smooth running 
and integration and use of the school kitchen within the school premises. 
 
Decision making 

 
To take control of the day to day running of the kitchen and production of meals for all participants.   
 
To provide nutritious and appealing menus to encourage  continued and new participants to the 
service provided.  
 
To assess more complex problems and approach the Headteacher as appropriate to assist with 
solving and rectifying such instances. 
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Resources  

 
Handles and operates a range of kitchen and food preparation equipment (e.g. Ovens, hobs, food 
processors, cutting equipment, pans and catering machinery).  To provide training and personal 
protective equipment as appropriate. 
 
Working Environment 

 
The kitchen is situated within the premises of Thornford Primary School.   
 
The kitchen environment exposes the staff to a range of equipment – ovens, hobs, steamer, food 
processors, cutting equipment, pans and catering equipment.  
 
Exposure to hot equipment and materials will be on a daily and continuous basis.   
 
The Head Cook/Manager/ess will be required to transport/carry food trays and kitchen equipment 
(not exceeding 25kg). 
 
Progression in Post (if applicable): 

 
Performance related pay based on set targets, agreed & reviewed within an annual cycle. Written 
evidence required. 
 
PAY & Scales: 
 
As agreed within Performance Management criteria linked to set scales. 
Statutory sick pay is applicable when necessary.   
Annual leave for this position bears an entitlement to 28 days per annum on a pro rata basis 
including bank holidays.  Holidays cannot be taken within term time.  
 
 
Job description prepared by: Mrs Neela Brooking - Headteacher 
 Designation: Thornford CE School 
 
Date: 14.03.19 
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HEAD COOK 
Salary:   Grade 7 (£10.34 p/h - £11.64p/h) 
Contract: Part Time, Term Time Only plus training days 
Start Date: Autumn Term 
Closing Date: Friday 31st July 
Interviews: To be arranged 
 
 
 
Thornford School would like to recruit a Head Cook who will be responsible for providing nutritious, healthy and 
good quality meals for staff and students in our school, renowned for its excellent results and special atmosphere.    
We have a part time post for 25 hours per week term time only, plus training days, commencing in the Autumn 
Term.  The hours of work will be from 8.30am to 1.30pm Monday to Friday, although some flexibility is required to 
cover absence and operational requirements, sometimes at short notice.  
In order to apply, please complete an application form, available from the School’s website, where further details 
about the post can also be found. 
 
 
 
Thornford School, part of the Sherborne Area Schools’ Trust, is committed to safeguarding and promoting the welfare of 
children and young people.   Successful candidates will be subject to an enhanced Disclosure and Barring Service check. 
       
 
 
 
 
 
 
 
 
 
 
 
 

Thornford CE Primary School, Boot Lane, 
Thornford, Dorset, DT9 6QY 
Tel: 01935 872706 
e-mail: office@thornford.dorset.sch.uk 
Website:  www.thornford.dorset.sch.uk 
 


