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 ill High School 

 

August 2022 
 

Dear Applicant  

Thank you for your application to join the community at Longhill High School. I hope you will 
find the contents of this pack both interesting and informative. 

We would encourage you to find out all you can about the school and sports centre to 
ensure that you are making your application from a fully-informed basis. You can visit our 
website at www.longhill.org.uk 

Our recent Ofsted Inspection Report (2018) has confirmed that Longhill High School is a 
‘Good’ School. The report states: ‘’The inspirational leadership of the Headteacher has 
resulted in the staff working together to transform the school.’’ The Ofsted inspectors 
acknowledged the hard work of the senior leadership team, highlighting that teachers have 
a “renewed enthusiasm for teaching and … research new ways to inspire pupils”. The latest 
report confirms that the behaviour issues, which were once a legacy of the school, are now 
very much in the past, stating: “Pupils behaviour has been transformed since the last 
inspection and they are now proud of their school. They are smart, polite and tolerant of 
views and differences. They recognise the many improvements and are appreciative of their 
teachers and the leaders of the school.” 
 

Your commitment and enthusiasm towards the Longhill High School ethos, as well as the 
skills that you are able to bring to the school, will be key in our decision making process. 

 

Shortlisting for interview will be based solely on the information you provide on the 
application form.  Please include evidence of how you meet each of the criteria set out in 
the person specification, providing examples where possible. 

 

An application form can be found on the school website www.Longhill.org.uk . Please return 
your application by e-mail to: personnel@longhill.org.uk or by post for the attention of 
Heads PA, Longhill High School, Falmer Road, Rottingdean, Brighton BN2 7FR. 

 
We take the issue of safeguarding children very seriously and all applications are processed 
accordingly. Please note that any appointments are made subject to enhanced DBS 
clearance, identity checks, continuous employment/employment gaps checks and 
satisfactory written references which we will apply for prior to the interview. 
 

Thank you for your interest and we look forward to hearing from you. 
 

Yours sincerely 
 
 
 
 

Miss K Williams 
Headteacher 
       

Longhill High School 

Falmer Road 
Rottingdean 

Brighton 
East Sussex 

BN2 7FR 
Phone 01273 304086 

Fax 01273 303547 

http://www.longhill.org.uk/
http://www.longhill.org.uk/
mailto:personnel@longhill.org.uk
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JOB DESCRIPTION – Casual Sports Centre Attendant 
 
Job Title: Casual Sports Centre Attendant 
Responsible to: Operations Manager/Shift Supervisor  
Responsible for: Centres smooth running. 
Liaison with: General public and other members of staff 
Employment Group: Brighton & Hove City Council 
 
Purpose of post: 
To assist the OM, SS or in the absence of OM, SS lead a team in providing operational 
assistance to ensure the smooth, safe day to-day running of the Centre 
 
Main Duties and Responsibilities: 
Providing supervision and assistance to the general public in each of the activity zones: - 
 

 Ensuring the safe provision of operation with a high level of customer care, including 
team supervision, opening, closing and cleaning responsibilities 

 Dealing with public complaints and problems at an initial stage 

 Liaising with the Duty Officer and other SLA’s in regards to operational and staff 
issues 

 Dealing with user groups, organising and taking an active role in the operational 
programme. 

 Assisting in the preparation, organisation, delivery and supervision of sporting 
events and coaching at the Centre 

 Promoting and maintaining a high standard of service delivery in accordance with 
the aims and objectives of Quest – the Quality Scheme for Sport and Leisure 

 Opening and closing the building/site 
 
Supervision and Security of General Public: 

 Directing the activities of users to prevent injury, or misuse and damage to the 
facilities and/or equipment. 

 Offering trained assistance to users in difficulty. 

 Supervising and implementing emergency procedures. 

 Checking building security and fire safety provision including fire exits and fire 
fighting equipment 

 Maintaining an ongoing presence in circulation spectator and ancillary areas. 

 Ensuring the safety and security of users' property and valuables. 
 

 
Deputising for Duty Officers: 

 Deputising for the Duty Managers at times of low throughput, or on a contingency 
basis (e.g. breaks, sickness, annual leave etc.) 
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Cleaning Tasks: 

 The role involves the cleaning of the centre, its surrounds and equipment ensuring 
that high standards of cleanliness, presentation and hygiene are in accordance with 
those expected by our customers. Completion of the daily schedule is required and 
any issues reported to the Duty Manager. 

 
Building Services, Structure and Equipment: 

 Reporting faults, broken equipment and removing from service where necessary. 

 Undertaking minor repairs and renovation work, under instruction. 
 
Health and Safety: 

 Comply with Health and Safety legislation and ensure team also comply. 

 Comply with the Department's Health and Safety policy, and ensure team also 
comply 

 To administer emergency First Aid. 
 
Training: 

 Be trained to administer emergency First Aid. 

 Undertake training relevant to the operation and any quality assurance or NVQ 
initiatives 

 
Ancillary Duties: 

 Storing, securing and recording deliveries and the issuing of stocks, in accordance 
with the financial regulations. 

 Providing operational cover for staff in other areas of the Centre, where competent. 

 Attending training and staff meetings. 

 Assisting in the drawing up of procedures and work instructions, and training of staff 
in their use 

 To perform any other duties as reasonably required by the Centre management 
team. 

 Undertaking work in other facilities operated by the Department 
 
PERSONAL SPECIFICATION 
Physical Make Up: 

 Essential: Smart acceptable appearance offering a sporting image. 
 Physically fit and active. 
 Capable of attaining and maintaining the qualifications necessary for the post. 

 
Essential Training and Qualifications: 

 Emergency First Aid. 
 
Special Aptitudes: 

 Essential: Able to communicate and deal with all sectors of the public, particularly 
young people able to communicate with staff at all levels within the organisation the 
ability to lead a team, including motivation and training of staff 

 
Attendance: 

 All employees must be able to demonstrate a good record during any previous 
employment and show a commitment to high levels of attendance whilst working at 
The Longhill Sports Centre. 

 
Interests: 

 Desirable: Sport/Leisure related. 
 
Personal Traits: 
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 Essential: Trustworthy, enthusiastic and self-motivated, assertive, consistent 
conscientious, responsible, and able to use initiative 

 
Disposition: 

 Essential: Civil, patient yet firm in application of procedures. 
Pleasant manner, the ability to lead by example; demonstrating appropriate conduct at all 
times 
 
Shift Work 
 

 This role is based on shift work over a range of hours starting at 8am to the centres 
close.  

 The centre operates Monday to Sunday as well as bank holidays, we hold special 
events which means the centre extends it’s opening hours you will be expected to 
work during these extended hours.  

 You will be required to work as and when required and there is an expectation that 
you will provide emergency cover at short notice.    

 
Public Image 

 It is important to project the appropriate public image thus assuring the customers 
that they are in the hands of competent highly trained professionals. All personnel 
should present a smart conventional appearance and wear and maintain the 
uniform provided. In carrying out their duties all staff should enhance the services by 
maintaining good public relations assisting where possible to further promote the 
department’s facilities and activities. Whilst carrying out the duties the post holder 
will come into contact with the general public. In order to provide appropriate 
standards of service and to maintain a good public image, it is a condition of the job 
that the post holder will not consume alcoholic drinks during the duration of the 
working day. 
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Longhill Sports Centre 

 
 
We are part of Longhill High School and our mission is to offer sporting opportunities to 
everyone in our community, whatever their age or level of fitness. 
 
We strive to continually improve and, in this respect, Longhill Sports Centre has recently had 
a successful QUEST inspection. This inspection was carried out during our tenth year of 
serving the local community.  
 
The Longhill Sports Centre is a community-focused centre which offers a wide range of 
sports and leisure activities, with services ranging from superb sports and fitness facilities to 
amazing sports academies for 5 to 16 year olds.  
 
Our facilities are utilised for a huge range of sports, which are enjoyed by a large number 
clubs, teams and individual users and we pride ourselves on supporting a diverse range of 
activities. 
 
This is an exciting and challenging opportunity for the right candidate to work within an 
excellent and forward-thinking team and to be part of a superb community-focused leisure 
facility.  
 
Staffing 
 
The Department consists of:-  
 
Operations manager, a senior sports attendant and various coaches, instructors and casual 
sports centre attendants.  
 
Resources 
 
The centre has a large sports hall, small sports hall, fitness suite, café, dance studio, 
conference suite, 3 football pitches, rugby pitch as well as all the rooms and resources of the 
school.  
 
Quality Assurance 
 
Quality assurance is a key part of the centre’s continued development and we are members 
of QUEST, which is the industry’s leading company in leisure facilities bench-marking. Our 
key aim is to achieve a good or outstanding grade within our bi-annual inspection.  
 
Aims and objectives of the Longhill Sports Centre 
 
 

 To work closely with the school to ensure the sports facilities at Longhill facilitate a 
superb learning environment 

 To achieve a QUEST grade of GOOD or OUTSTANDING 

 To continue our diverse range of sports and activities run here at the centre 

 Continually develop our strong links with our local community and facilitate their 
needs.  

 Provide a high level of service to our customers 

 Provide sporting opportunities to the young people of our demographic 
  



 
 7 

 
S U M M A R Y  S T A T E M E N T  O N  U S E  O F  D I S C L O S U R E  
I N F O R M A T I O N  I N  R E C R U I T M E N T  &  S E L E C T I O N   
 
Introduction 
Thank you for applying for a position within Brighton & Hove City Council.  You have applied 
for a post or voluntary work that falls under the definition of ‘regulated position’ under 
exemptions to the Rehabilitation of Offenders Act 1974. This means that a criminal 
conviction check (or disclosure) will be undertaken on any individual who is offered the post.  
Where appropriate (where the post involves working with children or vulnerable adults) 
details will also be checked against the Department of Health and Department for Education 
& Skills lists. These checks are undertaken by the Disclosure & Barring Service (DBS) only 
when a conditional offer of employment has been made but you will be asked during the 
recruitment process to declare any relevant information. 
 
It is the intention of Brighton & Hove City Council not to discriminate unfairly against 
individuals on the basis of their previous offending history.  Possession of a criminal record is 
not an automatic bar to obtaining employment or voluntary work.   
 
The purpose of this Statement is to provide assurance to applicants that the information 
released in Enhanced Disclosures is used fairly and that sensitive personal information is 
handled and stored appropriately and kept for only as long as necessary. 
 
Handling of Disclosure Information 
Recipients of Disclosure Information at Brighton & Hove City Council will only disclose this 
information to the recruiting manager and Human Resources Manager.  Unauthorised 
disclosure of any information provided by the DBS is an offence under Section 124 of the 
Police Act 1997.  
 
Disclosure Information will be securely stored and will be retained for a maximum period of 
six months unless, in exceptional circumstances, formal written agreement of the DBS is 
obtained to retain them for a longer period. Brighton & Hove City Council as a Registered 
Body must comply with the DBS Code of Practice. All matters relating to the use of 
Disclosure Information will be undertaken in accordance with the DBS Code of Practice and 
Brighton & Hove City Council’s Code of Practice on the Use of Disclosure Information. 
 
Further Information 
If you are successful in obtaining a conditional offer of employment (or have been accepted 
as a volunteer), you will be sent further information on the Disclosure process including 
guidance on completion of the Disclosure Application Form.  Disclosures for employment 
will be funded by the Council and Disclosures for Volunteers are free of charge. 
 
Further information on the DBS and the Disclosure process including the DBS Code of 
Practice can be obtained by visiting the web site: www.homeoffice.gov.uk/dbs or by calling 
0870 90 90 844. 
 
Further information on the Council’s Policy on the Recruitment of Ex-Offenders and the 
Code of Practice on the Use of Disclosure Information can be obtained by contacting Human 
Resources on (01273) 292313. 

 

http://www.homeoffice.gov.uk/dbs

