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Mission Statement 
 

EVERY CHILD, EVERY CHANCE, EVERY DAY 

Children within our Trust will always be our main priority, with personalised learning as our starting point, 
making the challenges of 'Helping Children Achieve More' a reality. 

Every child will have the opportunities to expand their horizons, and build the confidence, talents, interests, 
skills and qualifications to succeed as they make their way towards a fulfilling and prosperous adulthood. 

The amount of time children spend in education is finite. We have a responsibility to ensure every moment a 
child is in an Exceed Learning Partnership Academy, must be spent productively. 

Once wasted, it is gone forever and cannot be given back 

Our Vision  

At Exceed Learning Partnership our vision is to equip young people with the knowledge, skills and mind-set to 
thrive and then take on the world! 

 

We will achieve our vision by every child developing: 

•a greater understanding of themselves as a learner 

•recognise what their strengths are 

•how they can share their strengths with others 

•understand what steps they need to undertake for their continual learning journey 

 
Pupils will be encouraged and inspired to believe in themselves, build dreams and aspirations and strive to 
achieve these. 

At Exceed Learning Partnership we believe in social justice through exceptional Academys, creating and 
sustaining the best Academys in which to learn and work by pursuing social justice for all. All our academies 
are inclusive Academys. They seek out and respond to the views of pupils and the wider community. At 
certain times, there may be difficulties in lives outside of the academy that may cause barriers to learning, 
including challenges to well-being. Our academies will foster a culture of support, working with a range of 
agencies to ensure that everyone can reach their full-potential. 

Every child will be given the same opportunity to succeed, whatever his or her prior attainment. A key feature 
of the Exceed Learning Partnership will be a learning curriculum which builds the characteristics of Learning 
across all Academys within the trust. This will focus on our learning philosophy skills: 

 
Resilience, Motivation, Collaboration, Creativity, Investigation, Teamwork and Evaluation. 

  

Our Values 

INSPIRE - Embodied in the Trust motto, “Every Child, Every Chance, Every Day”, all members of our 
organisation aim for excellence in their individual professional roles, in our innovative, evidenced-based 
practice and in our pupils so that we can all fulfil our potential in whatever we aspire to do or be! 
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INCLUDE - At Exceed Learning partnership we are concerned with achieving equitable, diverse and 
quality education for all pupils. Social justice includes a vision of society in which the distribution of 
resources is equitable and all members are physically and psychologically safe and secure. 

INTEGRITY - We respect the individuality of our academies and their communities and always act with 
integrity. By allowing high levels of autonomy wherever possible, we are able to nurture personalised 
learning approaches and focus on developing holistic people. 

EXCEED - Excellence and enjoyment should be an entitlement for all children and adults working in our Trust. 
We are developing cutting-edge, research-informed and highly engaging pedagogies that ensure high levels 
of progress and rapid development of staff; leading to the highest levels of achievement for all!  

We will achieve our Ambition by ensuring: 

• Excellence in learning where our pupils are enabled to be creative thinkers and turn their ideas into actions; 

• A diverse, inspirational curriculum, with exciting enrichment and leadership opportunities; 

• The development of skills and networks for the future, including for the world of work; 

• Our Learning curriculum and values are interleaved through all our priorities in order to develop life-long skills 
which develop our pupils into responsible, confident and successful members of our communities and wider 
society; 

• Creative, resourceful staff facilitating challenging and stimulating learning, where career progression is mapped 
and supported; 

• High standards of governance, with financial security and effective leadership and management with strong 
support services to enable our academies to focus on achieving excellent outcomes. 
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 About our Academies 
 

Edlington Victoria Academy and Hill Top Academy are both large primary academies in the village of 
Edlington, Doncaster, for pupils of nursery age through to Year 6. Edlington Victoria has 281 pupils on roll, 
and was judged as ‘good’ during its last Ofsted inspection in July 2016. Hill Top was judged ‘outstanding’ 
in November 2011. It is a National Support Academy and the CEO is a National Leader of Education. Hill 
Top currently has 398 pupils on roll. Carr Lodge Academy in Balby, a newly-built Academy in 2015, will 
offer 420 places to primary pupils and secured a ‘good’ judgement in January 2019. Exceed Learning 
Partnership has recently welcomed Sandringham Primary Academy to our Trust; a large primary in Intake 
with 455 pupils on roll. This academy has a ‘good’ inspection judgement, secured in June 2018. Hatfield 
Sheep Dip Lane Primary joined the Trust in April 2020. It currently has 276 pupils and serves the 
Hatfield/Dunsville community. It currently has a judgement of ‘requires improvement.’ In its last 
inspection.  All our pupils come from a range of social and cultural backgrounds and the academies have 
a very strong community ethos which influences all aspects of academy life.  

  
The academies have dedicated senior leaders who support the work of the CEO / Executive Principal 
in leading and managing improvement, under the guidance of a dedicated Board of Directors and 
Local Governing Boards. The academies also have a large number of support staff to enhance learning 



 

~ 6 ~  

opportunities, including HLTAs, experienced Teaching Assistants and Business Administrators. The 
academies are fully committed to the inclusion of all pupils and to providing the pupils with the most 
exciting and inspiring learning opportunities in order to raise standards and meet the core offer of 
extended services.  
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Letter from the Principal 

 

Dear Applicant, 

Thank you for your interest in the position of Business Administrator Apprentice at 

Sheep Dip Lane Academy. 

At Sheep Dip Lane Academy we strive to appoint highly motivated individuals who can 

take the Academy forward and deliver our vision and ethos.  We value every pupil’s 

wellbeing and aim to give very pupil an opportunity to reach their potential, with the 

help of a very dedicated team of staff, governors, parents and pupils. 

We are a Primary Academy and have 278 pupils on roll.  Our age range is 3-11 years 

inclusive. 

This is an exciting opportunity for the successful applicant to use their skills and 

individuality and support us in our continuing journey of improvement.  We foster a 

positive climate and strive for all staff to develop and pursue a successful career.  In 

order to achieve this, we put the maximum amount of effort into creating the very 

best professional development opportunities.  As part of Exceed, Sheep Dip Lane 

Academy is collaborating with Doncaster College to offer this apprenticeship which, is 

hoped, will lead to a higher-level apprenticeship or potential full-time employment 

for the right candidate.  It is an excellent opportunity to experience working within a 

school setting which you can then carry forward into your chosen career. 

I hope this will inspire you to apply for this unique opportunity and I look forward to 

receiving your application.  Once again thank you for your interest in this position. 

 
Mrs Faye Parish 
Principal 
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Job Description and Person Specification  

Business Administrator Apprentice Level 3 
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JOB DESCRIPTION 
 

Exceed Learning Partnership is a multi-academy sponsor, specialising in the development of 

Innovative Education which sets high standards and gives pupils access to opportunities through 

excellent teaching and inspirational leadership. ELP academies are at the heart of their communities 

and community learning, and work with local authorities, employers and high-performing 

educational institutions. 

 

Job Title: 
 
Grade: 
 
 
Hours: 
 
 
Academies: 
 
Responsible to: 
 
Responsible for: 
 
 

Business Administrator Apprentice Level 3 
 
National Apprenticeship Rate £4.81 per hour (£9254.44 
annually) increasing to the national living wage after the first 
year (dependent upon age)  
37 hours per week, 18 months expected duration 
 
Sheep Dip Lane Academy 
 
Principal, Senior Leadership Team & Governors 
 
No Supervisory Responsibilities  
 
All support staff should endeavour to maintain the ethos of 
the academies and must uphold the standards of personal and 
professional conduct at all times, ensuring honesty and 
integrity prevails in every situation.  Support staff must 
maintain appropriate professional boundaries and respect the 
unique position of trust as support staff in the academies. 
 

 

 
 
 

Purpose of the Job 
 
To provide a comprehensive administrative and financial service to the school, ensuring adherence to 
financial procedures and regulations at all times and to support the education, supervision and care for 
children in school, by providing effective administration and technical support within the school and by 
carrying out other duties as are reasonably assigned by the Principal or Business Manager.   
 

 Assist in the operation of the school’s computerised financial system (Access), providing financial 
information to the Business Manager as required. 

 Place orders for goods and equipment and check deliveries in accordance with current procedures and 
financial regulations, liaising with suppliers as appropriate. 

 Assist in the collection and receipt of monies using the online cashless system, parentpay or cash 
payments. 

 To ensure computer based and manual filing systems are implemented and maintained. 
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 To assist in the organisation of school visits including the collection of donations and reconciliation  

 To update pupil details as necessary using SIMS.net. 

 To perform photocopying and faxing as required. 

 To assist with reception duties including dealing with and passing on telephone and personal enquiries 
and messages from visitors, parents and staff. 

 Monitoring the answer phone messages sending text alerts as necessary. 

 To communicate with outside agencies, e.g. contractors, school nurses etc. 

 To undertake administrative tasks of a general nature including the use of IT programs including Word 
and Excel and of a confidential matter. 

 Contribute to the overall ethos/work/aims of the school 

 To be responsible for managing and prioritizing own daily duties. 

 Be aware of and comply with policies and procedures relating to Child Protection, Health and Safety, 
Security, Confidentiality and Data Protection. Reporting all concerns to the appropriate person. 

 To undertake any other duties which are within the scope of the post as required by the Headteacher/ 
Business Manager.  

Support for the School 
 

 To support the school’s policy on positive behaviour to ensure high standards of pupil behaviour 

 Respect the confidentiality of all matters relating to the school, pupils and staff 

 Contribute to the overall ethos/work aims of the school 

 Communicate with external and professional agencies 

 To play an appropriate part in child protection procedures, such as relating relevant factual information 

and recording/reporting disclosures to the designated  teacher/relevant professional 

 To comply with Health and Safety requirements  

 To take an active role in personal performance development and to participate in training 

 
Safeguarding Procedures 
 
It is the responsibility all members of staff to follow the correct safeguarding procedures in the academy.  
  

 To be trained in Procedures for Safeguarding & Child Protection and ensure that the procedures are 
applied in all aspects of the role.  
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 All staff have a duty to attend child protection training. 
 

 All staff have a duty to read and follow the safeguarding policies in the academy. 
 
All staff have a duty to report any concerns about a child or potential breach of safeguarding procedures by 
an adult to the designated person for Child Protection which is the Principal.  
 
Equal Opportunities  
 

 To ensure that all pupils are respected and treated equally at all times. 
 

 Being aware of cultural differences between pupils, dealing with any incidents of racism or sexism 
in accordance with agreed procedures.  

 
Professional learning 
 

 To carry out professional learning opportunities. 
 
Conditions of employment 
 

 The above responsibilities are subject to the general duties and responsibilities contained in the 
written statement of conditions of employment (the Contract of Employment).  
 

 The post holder is required to support and encourage the academy’s ethos and its objectives, 
policies and procedures as agreed by the Governing Body. 

 

 To uphold the academy's policy in respect of child protection matters.  
 

 S/he shall be subject to all relevant statutory and institutional requirements.  
 

 The post holder may be required to perform any other reasonable tasks after consultation.  
 

 This job description allocates duties and responsibilities but does not direct the particular amount 
of time to be spent on carrying them out and no part of it may be so constructed.  

 

 This job description is not necessarily a comprehensive definition of the post. It will be reviewed at 
least once a year and it may be subject to modification at any time after consultation with the post-
holder 

 

 All staff participate in the academy’s performance appraisal scheme. 
 
The potholder’s duties must be carried out in compliance with the Trust’s policies and procedures, 
including child protection procedures and Equal Opportunities Policy, Financial Procedure Policy, the 
Health and Safety at Work Act (1974) and the subsequent health and safety legislation. 
 
The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be 
other duties and requirements associated with your job and, in addition, as a term of your employment 
you may be required to undertake various other duties as may reasonably be required. 
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Your duties will be as set out in the above job description but please note that the Directors / Executive 
Principal / Headteacher /Governors’ of the Trust and Academy reserve the right to update your job 
description, to reflect changes in, or to, your job. 
 
You will be consulted about any proposed changes. 
 
 
Signed............................................................................... 
 
 
Signed:  
Principal:  
 
Signed............................................................................... (Postholder) 
 
Date …………………………………………………………………………….. 
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PERSON SPECIFICATION 
This part will allow you to understand who we are looking for within this role and the skills, 
knowledge or experience that we would expect. 
 
 

 CRITERIA  ESSENTIAL 
OR 
DESIRABLE  

APP 
FORM  

DOCS  INT  

1. Education, 
Qualifications 
and Vocational 
Training 

Willingness and ability to 
obtain and/or enhance 
qualifications and training 
for development in the 
post  

E  



  

5 GCSE’s in various 
subjects which MUST 
include Maths and English 
at a Grade C / 4 or above 

E  







 

2.Relevant 
Experience  
 

Use of ICT/other 
equipment to support 
learning 

E 







  

Experience of working 
using own initiative as 
well as being part of a 
team 

E   

3. Skills  
 

Excellent communication 
skills with a clear, happy, 
confident and 
professional telephone 
manner  

E  



 



Excellent 
literacy/numeracy skills 
and the ability to 
construct well written 
correspondence 

E    

Knowledge of 
safeguarding and child 
protection procedure  

D 



 



Ability to maintain 
confidentiality at all times 

E   

4. Personal 
Qualities & Skills  
 

Ability to self-evaluate 
own practice and learning 
needs and actively seek 
learning opportunities  

E  



 



A calm, flexible, pleasant 
and sympathetic manner  

E  



 



Be responsible, honest 
and reliable 

E  
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Be well organised and 
capable of prioritising 
work 

E  



 



Be flexible and 
hardworking 

E  



 



Has a good attendance 
and punctuality record 

E  



 



Ability to communicate 
effectively with people at 
all levels 

E  



 



5.Special 
Requirements 

A willingness to be 
flexible where the need 
arises to meet the needs 
of the Academy 

E   



  

 
 
 

 


