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School Business Manager
Scale: PO4 – 5 dependent on qualification and experience 
Salary: £44,407 - £49,839 (£51,228-£57,495 FTE)
Hours: Monday–Friday 8:30am–4:30pm 
(Term Time Only including inset days)
Start Date: June /July 2026
​Our Family at St Joseph’s Learns, Loves and Grows with God at the centre

We are a highly regarded school in the local community, based in a vibrant location in North London close to parkland with excellent transport links.  Our school is recognised as an Ofsted Outstanding (November 2023) and Diocesan Outstanding (November 2019) Catholic School under the trusteeship of the Passionist Order.   

The Governors are seeking to appoint an outstanding, highly motivated, and proactive School Business Manager with excellent interpersonal skills to join our dedicated leadership team.

We can offer you:
· The opportunity to become part of a dynamic, professional and friendly team.
· Great opportunities for professional development.
· A high-quality working environment.
· A commitment to support staff wellbeing
· An extremely well-resourced school.

We are looking for someone who:
· Is willing to support the strong Catholic ethos of our school.
· Will work collaboratively as a member of the Senior Leadership Team to contribute to the strategic direction and development of the school
· Will take overall responsibility for the effective management of the school’s business function, including financial management, health and safety, human resources, compliance, marketing and administration. 
· Can lead strategic marketing, advertising and community engagement to promote the school and maintain strong, flourishing pupil numbers across all key phases, including the 2-year-old provision and nursery.
· Has experience of successfully leading and line managing a team.
· Will advise on and implement the day-to-day support that enables the school to operate effectively and efficiently, and that allows other members of the leadership team to focus on teaching and learning
· Will build and maintain positive and professional working relationships with staff, Governors, parents, and external stakeholders
· Has excellent organisation skills and can communicate well orally and in writing.
· Is a team player who has a good sense of humour.
· Has a strong commitment to continuing professional development.

Please look at our website to get an understaning of who we are, visits are warmly welcome as we would love to show you our wonderful school.  For information about this post and to book a school tour please contact the school office on 020 7272 1270 or email office@st-josephs.islington.sch.uk

Please note that applications will be reviewed on reciept and interviews may be conducted before the closing date - Midnight, Sunday 26th April 2026. 

We reserve the right to close this vacancy early should we receive sufficient applications from which to make an appointment

In line with KCSIE 2025 and safer recruitment practices, St Joseph’s will conduct an online search for all shortlisted candidates. The online search is part of our safeguarding checks and will seek publicly available information on candidates’ suitability to work with children. Shortlisted candidates will be provided with further guidance and will be asked to clarify their online presence.  ​St Joseph’s Catholic Primary School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. An enhanced DBS (Disclosure and Barring Service) with barred list check is required for all successful applicants. Also, this post is likely to come under the requirements of the Childcare (Disqualification) 2009 Regulations and the successful applicant will be required to complete a declaration form to establish whether they are disqualified under these regulations.
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Job Description
School Business Manager
Hours: Monday–Friday 8:30am–4:30pm (Term Time Only)
Scale: PO4 – 5 (dependent on qualification and experience 
Salary: £44,407 - £49,839 (£51,228-£57,495 FTE)

Our Family at St Joseph’s Learns, Loves and Grows with God at the Centre

Purpose of the Job 	
· Act as a positive role model, promoting the school’s values and Catholic ethos in your daily work.
· To strategically advise the school leadership team on all aspects of management in relation to non teaching administration.
· To manage the data and administration systems in schools ensuring compliance with statutory regulations and deadlines.
· To manage the financial and administrative functions in the school.
· To assist in the management of all financial resources of the school and to be a high level administrative resource, advising on personnel and procurement, coordinating and monitoring all contracts.
· To ensure that the admin support staff are deployed in an effective way in order to provide an efficient administrative service to the Governors, Leadership Team and teaching staff. To service the Governing Body, as required and manage the premises manager.
· To jointly develop administrative procedures for the school and to be responsible for maintaining and operating agreed procedures in order to ensure that all legal requirements are met.
· To assist with income generation, preparing bids as necessary.
· To ensure a high standard of confidentiality and integrity in all school matters.

MAIN DUTIES AND RESPONSIBILITIES

Data and Management systems
· To oversee the development of all management systems in the school.
· To ensure data systems in relation to pupil data are used efficiently and that statutory returns are completed on time.
· To support and train other staff in data management and administrative systems.

Finance and Procurement
· To have oversight in conjunction with the Headteacher, all matters relating to the administration of school finances, including bank accounts, in accordance with the Standards for Financial Administration in Schools issued by the local authority, to a high standard of efficiency.  Provision of management information to Governors and the Leadership Team.
· Keeping all school accounts and preparing income and expenditure reports in accordance with DfE regulations; preparation of accounts for submission to auditors and returns to the LEA as necessary.
· Manage procurement undertake best value review, including an annual review of all service contracts with Islington Schools HR and the London Borough of Islington.
· To undertake responsibility for and use of the school’s I.T. finance systems (Access, excel etc) to keep financial records.
· With the Headteacher/Deputy undertake an annual budget planning exercise for the dissemination of the school’s budget allocation, in line with the school improvement plan, for the approval of the governors. Allocate the agreed budget to specific budget holders.
· To take an overview of the school budget and advise the Leadership Team of any potential deficit or other finance related issues, their implications and make recommendations on possible solutions. To produce budget monitoring and other financial reports for the governor.
· To be responsible for the monitoring of financial activities of the Children’s Centre and to report on a regular basis, as required by centre management, central finance and funder terms and conditions.
· Maintenance and oversight of bank accounts, VAT accounting /returns and payment, cash handling, public and private funds and/or maintenance of relevant school web applications to ensure the school is cashless.
· Comply with financial reporting requirements and submit statutory returns, including to ensure VAT returns, end of year accounts, budget monitoring ready for external audit and presentation to governors.
· To update local finance related policies as required.
· Monitoring payments of salaries by the school's payroll agency ensuring that returns are completed to deadline e.g. pension, taxation and NI.
· Oversight of ordering, processing and payment of all invoices and statements of account for all goods and services provided to the school or by the school.
· Ensuring maintenance of the inventory of assets and compliance with procedures for the disposal of redundant equipment/assets.
· Analysis of costs and other statistical information and supervising the computerised financial system.
· Oversee cash handling procedures within the school and in particular catering operations.
· Responsibility for seeking professional advice on insurance for the whole school. Implementing the approved insurance, and handling any claims that arise.
· To be responsible for the arrangements for school facilities, including catering, transport, booking facilities for out of school activities.

Human Resources
· To have responsibility for all administration support staff including the site manager and extended school manager, cleaning and catering contractors, making best use of the physical, financial and human resources available. 
· Developing and implementing an induction, performance management and training process for all support staff, and ensuring that job descriptions are kept under review. 
· Ensure staff records including computerised staff records are up to date, and secure, including all sickness and other absences, identify sickness management issues and raise with the Headteacher.
· To check payroll reports and ensuring all pay costs are appropriate and budget areas are correctly charged.
· To liaise with relevant agencies/bodies on recruitment of agency staff, pay and other pay related matters.
· Ensure that recruitment, appraisal, disciplinary and grievance policies are administered in accordance with employment law 
· Advise on HR issues within school and liaise with the external HR provider
· Conduct reviews of the school’s staffing structure to ensure effective deployment of staff and financial efficiency
· To ensure the timely completion of data returns e.g. annual DfE return (census).
· To prepare reports for Governors Personnel Committee as required.

Premises /Health & Safety
· To have responsibility for the management of the premises to ensure that buildings, grounds and facilities are developed and maintained to the highest standard in order to provide an outstanding learning and working environment for pupils and staff, and a first class resource for the community.
· To manage lettings, ensuring they are consistent with the values of the school.
· Manage the school’s compliance with health and safety regulations, and put in place processes and procedures to ensure the safety of all in the school 
· Organise faire, risk assessment, health and safety training for staff and ensure all staff remain up to date
· To strive to create an environment that is welcoming, attractive and stimulating, as well as functional.
· To prepare reports for Governors Premise Committee as required.

Information and Communication Technology
· To manage the school’s technology/ network and help to identify enhancements required.
· To implement all upgrades to the network and ensure backup for data.
· To ensure that all administrative staff are adequately trained in the Financial and administrative ICT software.
· To keep abreast of Data Protection legislation and develop policy and procedures to ensure the school operates within the relevant legislation.

General Management
· Track all school policies and ensure they are updated in accordance with the policy review schedule
· To undertake such other duties as may be required by the Headteacher, which are commensurate with the job and grade;
· At all times carry out duties with due regard to the school’s Health and Safety Policy.

[bookmark: _Hlk224207157]Marketing and pupil recruitment
· Lead and coordinate the school’s marketing and advertising strategy to promote the school effectively to prospective families.
· Ensure pupil numbers remain strong and continue to grow across all phases of the school, including the 2-year-old provision and nursery.
· Develop and maintain high-quality promotional materials, including the school website, prospectus, social media and printed marketing resources.
· Manage targeted advertising campaigns and community outreach to increase awareness of the school and attract new families.
· Work closely with the Headteacher and leadership team to promote the school’s vision, achievements and strengths within the local community.
· Coordinate and promote open days, tours and transition events to support recruitment and engagement with prospective parents.
· Monitor and evaluate the impact of marketing activities, adapting strategies to ensure continued growth in pupil numbers.
· Build positive relationships with local nurseries, childcare providers and community organisations to strengthen early years recruitment pathways.

Personal Responsibilities
· To carry out the duties and responsibilities of the post, in accordance with the school’s Health and Safety Policy and relevant Health and Safety Guidance and Legislation.
· To promote the safeguarding of children.
· To use information technology systems as required to carry out the duties of the post in the most efficient and effective manner. 
· To undertake training and professional development as appropriate.
· To undertake other duties appropriate to the post that may reasonably be required from time to time.

Performance Standards    
· To ensure that the school’s customer care standards and catholic ethos are met and adhered to.
· At all times to carry out the responsibilities of the post with due regard to the school’s Equal Opportunities policy.   


Fundamental to fulfilling the responsibilities of this post is the ability to respond flexibly, positively and successfully to the ever-changing pressures which schools face. This job description is a guide to the level and range of responsibilities, which the postholder will initially be expected to undertake. It’s neither exhaustive nor inclusive and will be changed from time to time, so as to meet the changing circumstances and demands. It will not form part of the post-holder’s contract of employment. 
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Person Specification
School Business Manager

Our Family at St Joseph’s Learns, Loves and Grows with God at the Centre

The essential and desirable requirements needed in order to do the job are listed below.  Applicants will be short-listed solely on them meeting these requirements.

Education and Experience
· Educated to degree level or equivalent
· A school business management qualification or equivalent experience
· Proven management experience in finance, human resources or a similar field 
· Successful leadership and management experience in a school, or in a relevant field outside education
· To have a knowledge of Access, Arbor or similar packages.
· Experience of managing multiple priorities & projects
· Proven experience of setting high standards and operating within a best practice framework.

Knowledge, Skills and Abilities 
· Understanding of good management practices and the policies and systems to support them.
· Strong organisational, financial, interpersonal and communication skills 
· Ability to use own initiative to identify issues, problem solve and implement solutions
· Ability to interpret information and devise policy or practice 
· Commitment and willingness to meet the demands of the ethos and flexible working arrangements of the school.
· Evidence of good interpersonal skills and the ability to work as member of a team and develop and maintain good relations with all members of the school community. To work co-operatively with the staff of the Local Authority and other agencies.
· Evidence of the ability to communicate clearly and concisely both orally and in writing and to produce technical and financial information in a way that is comprehensible to lay persons.
· Evidence of an understanding and commitment to Equal Opportunities both in service delivery and employment, and an understanding of its effective operation within a school.
· Experience of fund-raising and successful marketing and promotional activities
· Evidence of ability to lead & manage a team and the personal qualities required to set an example to others, including the ability to motivate and support a team.
· Advanced ICT skills, including a good understanding of ICT systems and the ability to develop them.
· Understanding of Data Protection legislation and putting it into practice.
· Experience of project management.
· Good working knowledge of employment law issues

Personal qualities
· Committed to the values and mission of a Catholic school, supporting the faith life of the school through your conduct and service.
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
· Ability to work under pressure and prioritise effectively
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding and equality
· Embraces change well 
· Evidence of flexibility and being open to new ideas.
· Deals with difficult situations effectively

Please note that appointment is subject to a DBS Enhanced Disclosure.
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CES Guidance
CES Model Application Forms and Supplementary Forms
Notes to Applicants
These Notes accompany the relevant CES Model Application Forms for each category of employee and:
· the Model Recruitment Monitoring Form;
· the Model Rehabilitation of Offenders Act 1974 – Disclosure Form; and
· the Model Consent to Obtain References Form,

together referred to as the “supplementary forms”.   

Where there is a distinction between the categories of employee to which these Notes apply, it will be clearly highlighted.    

Applicants are advised to read through these Notes fully before completing the Application Form and the supplementary forms.  

Applicants are advised that references to School / College in the Application Forms, the supplementary forms and these Notes to Applicants includes Academies.  Further, references to Governing Body in those documents include an Academy Trust Company, a Multi Academy Trust Company and / or its Governing Body / Board of Directors / Local Governing Body as appropriate.

These notes follow the order of the questions as they appear in the application forms on the CES website.  The CES has provided specific approval to some online providers to provide CES application forms on their sites.  Where applicants are completing application forms via these sites, the order of the questions may be different to that set out in these notes.  The supplementary forms provided may also be different.  If applicants are unsure, they should ask the recruiting school / college.

TECHNICAL INSTRUCTIONS

1. Depending on the recruiting school’s / college’s own requirements applicants may complete the Application Form and supplementary forms in three ways:

· Completion and submission electronically;
· Completion electronically, printing and submitting a hardcopy via post, by fax or by scanning and emailing;
· Printing off and completing in handwritten format, then submitting by post, by fax or by scanning and emailing.   

2. Where applicants complete the Application Form and supplementary forms and submit by post, written acknowledgement of receipt will only be provided where the applicant has supplied a stamped addressed envelope with their posted application.

GENERAL INFORMATION

Applicants must ensure that they are using the most up to date version of the Application Form and supplementary forms. Where there is any doubt, applicants should contact the school / college where the position applied for is based, or the contact person mentioned in the job advertisement.  

Applicants are reminded that this is an application for a post in a Catholic Voluntary Aided School / Catholic Voluntary Academy / Catholic Voluntary Multi Academy Trust (if applicable) where the Governing Body / Academy Trust Company / Multi Academy Trust Company is the employer and that the post will be subject to the terms and conditions of the appropriate CES model contract of employment.  A copy of the relevant contract will be provided to the applicant if they are shortlisted for interview.

Applicants should note that, in accordance with the safeguarding vulnerable groups’ regime, it is their responsibility to have made any necessary registrations relevant at the time of making this application, which are required for people working or volunteering with children. Accordingly, applicants are put on notice that any offer of employment made will be conditional upon identity and right to work checks and the results of Disclosure & Barring Service and Teacher Services checks (where applicable). For those who have lived or worked outside of the UK, the offer will also be conditional on satisfactory overseas checks including, where necessary, the provision of a letter of professional standing.

Before signing the application form, applicants must ensure that every section has been completed.  Failure to complete all relevant sections may result in an application being rejected. 

All Application Forms, supplementary forms and any relevant documentary evidence should be sent to the school / college where the position applied for is based, or as instructed in the job advertisement.  Applicants should not return any Application Form and / or supplementary forms and / or any relevant documentary evidence to the CES.  Any applications received by the CES will not be forwarded or returned but shall be securely disposed of. 
 
THE APPLICATION FORM – GUIDANCE ON COMPLETING SPECIFIC SECTIONS 

Applicants are advised that the Governing Body complies with the School Standards and Framework Act 1998 and the Equality Act 2010.

Details of the Role Applied For

Applicants should complete this section of the Form by inserting the relevant information and ticking the appropriate boxes.
 
Personal Details

Applicants should insert the requested details and tick the relevant box in order to indicate how they would prefer to be contacted. 
If an applicant has obtained qualified teacher status from a jurisdiction other than England or Wales they should insert their membership number for the relevant teaching profession regulator and provide details of the specific regulator.  

Support staff and Lay Chaplain Application Forms only – if applicants have not obtained qualified teacher status they should leave this section blank.

Details of Present Employment

Applicants who are not currently employed, should tick the box that says “no” and proceed to the next section.

Employment History

Applicants should provide full and accurate details of relevant employment history and professional or work experience starting with the most recent.  They should not repeat the information provided (if applicable) relating to present employment.  Where the applicant is a student seeking a first-time appointment, they should provide details of all teaching practice to date (if applicable). 

Other Employment / Work Experience

Applicants should provide details of all other employment and paid or unpaid experience after the age of 18 (e.g. employment unrelated to the teaching profession, voluntary work etc).  

Applicants must ensure that there are no gaps in the chronology of their education and / or employment history from the age of 18 to the present day and space has been provided on the form for this information.  Failure to provide a full account may lead to an application being rejected.  

Applicants must declare whether they have ever been ordained and / or been a member of a religious community.  Where the answer to this question is ‘yes’, the Applicant must provide full details and expect that this will be discussed in more detail if they are successfully shortlisted for interview, more particularly in relation to their Canonical status and whether the Applicant is subject to any restrictions which may affect their suitability for appointment to the post applied for.  

Post-11 Education and Training

Applicants should provide details of education received in this country and / or abroad, academic vocational qualifications obtained including degrees, with class and division, and Teacher Certificates.  Applicants must include postgraduate and professional qualifications.  Applicants are advised that they may be required to produce evidence of qualifications attained.   Please ensure that all relevant classifications and grades are included.

Catholic Certificate in Religious Studies (“CCRS”) – this was formerly known as the Catholic Teachers’ Certificate and the Certificate in Religious Education. 

Teacher post Application Forms only – applicants should state which subjects they are qualified to teach including other subjects for which they may have experience to teach.  Applicants should also provide details of any other specialisms and special areas of teaching interest.  

Senior Leadership posts only - the CES recognises that the NPQH is no longer a mandatory requirement in England but applicants should still provide details of the NPQH where requested in the Application Form as a potentially desirable qualification.  Applicants for Headteacher posts in Wales must provide details of the NPQH as this remains a mandatory requirement for first Headship appointments.  

Supporting Statement

Applicants should ensure that their supporting statement is clear and concise and does not exceed 1,300 words.  It is preferable, although not compulsory, that the supporting statement is typed rather than handwritten.

References

All applicants are required to provide details of at least two, and up to three, referees. A referee who is a current or former employer must have full access to the applicant’s personnel records. This is in order to ensure that the information provided is accurate.

There may be situations where the referee does not have full access to an applicant’s records for data protection and privacy reasons.  If that is the case, the referee will need to be in a position to complete the reference to an acceptable standard with information relating to the applicant’s dates of employment.  All posts are subject to satisfactory references.

It is the applicant’s responsibility to ensure that they have obtained their nominated referees’ explicit consent to pass on their contact details.  Not only is this a matter of courtesy but it ensures that the General Data Protection Regulation is being complied with.  Please also complete the Consent to Obtain References Form and return it with your application.

Applicants must advise the school / college if they do not want them to contact any of their referees and provide reasons.  For example, where applicants are currently employed, they may not wish the school / college to contact their employer until such time that they have given notice to terminate their employment.     
 
Applicants are advised that schools / colleges designated with a religious character in England and Wales are permitted by law to require certain posts to be filled by practising Catholics.  In certain specific circumstances, it is possible that a temporary post may be filled by a person who is not a practising Catholic and there is no intention to deter suitable applicants from expressing their interest.

Senior Leadership posts – Applicants are advised that the ‘Memorandum on Appointment of Staff To Catholic Schools’ provides that ‘the posts of Headteacher or Principal, Deputy Headteacher or Deputy Principal and Head or Coordinator of Religious Education are to be filled by practising Catholics’.  The Memorandum may be viewed by visiting the CES’s website at: 
http://www.catholiceducation.org.uk/employment-documents/bishops-memorandum/item/1000049-memorandum-on-appointment-of-teachers-to-catholic-schools

Teacher posts – Applicants are advised that schools / colleges are entitled to give priority to Catholic applicants.  A higher degree of priority may be given to practising Catholic applicants but applications from all Catholic applicants (whether practising or not) are eligible to be given priority over applicants who are not Catholic.  Nevertheless, applicants who are not Catholic are welcome to apply.  

Support Staff posts – Applicants are advised that schools / colleges (in England only) are entitled to give priority to Catholic applicants where it can be demonstrated that attaching this requirement to a particular post is a proportionate means of achieving a legitimate aim (commonly known as a “genuine occupational requirement”).  The recruitment documentation should make clear whether this requirement applies to the post.

[bookmark: _Hlk511290235]Definition of “practising Catholic” – Schools / colleges may provide guidance to the applicant regarding the definition of a “practising Catholic” with the application pack and / or in the event that the applicant is shortlisted for interview.

In summary, all suitably qualified Catholic applicants, regardless of the teaching post for which they are applying, are eligible to be given preference over applicants who are not Catholic.  Practising Catholic applicants should nominate their Parish Priest as one of their referees.  Those applicants applying for the permanent Senior Leadership posts referenced in the Memorandum must provide such details.  

For other teaching posts, Catholics who do not consider themselves to be “practising” may provide a copy of their baptism certificate with their application form, instead of providing a Priest’s reference.  Alternatively, they should provide details of the name and address of the Parish where they were baptised and the date of their baptism.  For support staff posts, the recruitment documentation should make it clear if being a Catholic is a requirement for the post. 

In the event that an applicant is appointed, any failure to disclose the existence of a relationship, whether it be by marriage, blood or as co-habitee, between the applicant or their spouse / civil partner / partner, with a member, or an employee, of the Governing Body of the school / college where the post is situated may be considered a disciplinary offence warranting summary dismissal.    

Right to work in the UK

The Governing Body is under a legal duty to require all members of staff to provide documentary evidence of their entitlement to undertake the position applied for and to ensure that they have an ongoing entitlement to live and work in the UK.  These checks need to be carried out for every person the Governing Body employs regardless of race, ethnicity or nationality.  Therefore, on receipt of a conditional offer of employment, and before a successful applicant commences their post, they must provide supporting evidence of their right to live and work in the UK.  

The Home Office guidance entitled “An employer’s guide to right to work checks” provides a list of the documents that can be provided to demonstrate an applicant’s right to live and work in the UK (see Annex A of the guidance).  

The Home Office guidance is regularly updated to reflect changes in immigration law. It is important that applicants refer to the current version. Applicants should expect to provide originals of the documents listed in Annex A to the Governing Body as evidence of their right to work in the UK. Verified copies will then be taken of the original documents as required. 

Language requirements for public sector workers

The ability to communicate with members of the public in accurate spoken English and / or Welsh is an essential requirement for public facing posts. The Public Sector Workers Code of Practice notes that “to serve the public it is vital that those working in public-facing roles can communicate in English, or in Wales, English or Welsh”[footnoteRef:1]. The standard of language required is satisfied if it is sufficient to enable the effective performance of the person’s role[footnoteRef:2]. Please note that this language requirement may be in addition to mandatory English language requirements associated with an applicant’s immigration route.  [1:  See https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/573013/english_language_requirement_public_sector_workers_code_of_practice_2016.pdf ]  [2:  S.77(8) Immigration Act 2016] 

Public facing roles within the public sector would include leadership teams, teachers, support staff and others employed to work in publicly funded schools.  

Declaration

The Governing Body has a duty to make a report where an applicant provides false information in prescribed circumstances in accordance with the Education Act 2002. 

SUPPLEMENTARY FORMS

Model Recruitment Monitoring Form

Applicants are not required to complete the Recruitment Monitoring Form, however, if they do, they will be helping the school / college to fulfil its duties under the Equality Act 2010.  

The Recruitment Monitoring Form will be used purely for monitoring and statistical purposes and will not form part of the application or the recruitment process.  The persons involved in the recruitment process will not have sight of the completed Recruitment Monitoring Form.  

Where applicants wish to complete the Recruitment Monitoring Form, they should return it with their completed application form but in a separate sealed envelope clearly marked “Confidential – F.A.O: Recruitment Monitor”. 
   
Model Rehabilitation of Offenders Act 1974 – Disclosure Form

As the position applied for gives privileged access to vulnerable groups, all applicants attending interview are required to disclose all spent convictions and cautions under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 unless it is a “protected” conviction / caution under the amendments made to the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 (in 2013 and 2020) and, therefore, not subject to disclosure. 

Applicants invited for interview, should bring The Disclosure Form with them to the interview in a separate, sealed envelope clearly marked “Confidential – Rehabilitation of Offenders Act 1974 – Disclosure Form”.  Interviewees will be asked to hand the form to the interviewer at the end of the interview.

Interviewees must disclose all spent and unspent convictions on this form other than those which are “protected”.  This may include driving offences but will not include youth cautions, reprimands or warnings. The rules on multiple convictions were changed in November 2020.  If interviewees are unsure about whether or not a conviction requires disclosure they should review the Ministry of Justice guidance on the filtering of “protected” convictions and cautions which can be accessed on the Ministry of Justice website. 
The Disclosure Form will only be seen by those persons within the school / academy / college and / or Governing Body / Academy Trust Company / Multi-Academy Trust Company who are required to see it as part of the recruitment process if you are the preferred / one of the preferred candidates for the position.

Model Consent to Obtain References Form

Applicants should ensure that they complete and return the Consent to Obtain References Form with their completed application.

If applicants have any further questions in relation to the position applied for they should contact the school / college where the position applied for is based or they should contact the individual named on the job advertisement.
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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. 
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