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Our ref:   JII/ADF
Date: January 2020
Dear Candidate
RE:  Finance Officer Position
Thank you for expressing an interest in the position of Finance Officer within our school.  I hope that you find the enclosed information useful in forming your views of our exceptional school and community at Poynton High School.  

This is an exciting position for a suitably qualified candidate and you will be part of a forward thinking, dynamic and highly successful departmental team.  Our school has a great history with our community and longevity of success.  Please find enclosed the following information to help you formulate your application:

	· Copy of advertisement

· Person Specification 

· Generic job description 
· Head Teacher’s Welcome


	· School Mission Statement on Learning and Leadership 

· Child Protection Policy

· Application Form


If you are interested in applying for the post, please contact Alison Ferneyhough via email to jobs@phs.cheshire.sch.uk to advise her of your interest.  Please complete the application form and submit a full letter of application of no more than 2 sides of A4, font 11, by 9am on Monday 24th February 2020 either via e-mail to jobs@phs.cheshire.sch.uk  or by post addressed to Alison Ferneyhough, Personnel Officer, Poynton High School, Yew Tree Lane, Poynton, Cheshire SK12  1PU. Interviews will take place on Friday 28th February 2020.
I hope that your research leads you to the conclusion that you wish to be a part of our team and therefore I look forward to receiving your letter of application. If you have any questions or queries about our school or the application process within it, please do not hesitate to e-mail jobs@phs.cheshire.sch.uk.

Poynton High School is a true learning community who passionately believes in empowering its staff to in-turn empower its students.  We have truly outstanding students whose behaviour and thirst for learning is second to none.  Our strongest resource is our staff and therefore we require passionate, rigorous and dedicated professionals to help guide our school within the 21st Century.  We look forward to receiving your applications and working alongside you through this recruitment process. 

Yours sincerely

Jill Ingram
Chief Financial Officer
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	POYNTON HIGH SCHOOL
And
Performing Arts College
GENERAL INFORMATION FOR APPLICANTS

FROM

THE HEAD TEACHER




Thank you for researching the opportunities we have available here at Poynton High School and The TRUE Learning Partnership.  As you can imagine, I am VERY biased when it comes to Poynton High School and our trust, as I truly believe that our school, and the schools we work with, are truly great schools, full of inspirational young people and exceptionally talented staff.  As Head Teacher and the Chief Executive Officer I really do feel blessed to have such a supportive, expert and engaged staff team and I hope that you will wish to move forward with an application and look to join us in due course.  
Poynton High School has served the families of Poynton, Disley, Adlington and surrounding areas since 1972 and we lie at the heart of this community’s learning needs.  We pride ourselves in our vision as a school which serves our community and work in partnership as part of a community based, values focussed, cross phased multi-academy trust.  

We have approximately 1380 students within Years 7 to 13 and offer a wide range of A-Levels in our Sixth Form.  The opportunities for career development are extensive as part of our “T&L CPD @ PHS” programme and our “Leadership CPD @ PHS” programme.  Not only would you have access to a personalised CPD programme to support your development as a practitioner in the classroom but you would also have access to our leadership CPD programmes to support any future career development plans.  Alongside targeted and individualised CPD and support through your mentor, all teaching staff also receive their own Microsoft Surface Pro to aid the quality of teaching and learning in your classroom.  

Our staff support our students in an extra-ordinary amount of ways and at the heart of this lies our House System.  Every member of staff and every student is in one of our four Houses and we have an extensive programme of House Activities on offer; from House Water Polo to House Fishing, from House General Knowledge to House Dragons Den; as well as the traditional football, rugby, lacrosse, athletics, basketball, etc. 
Our school motto is INSPIRE ACHIEVE CELEBRATE and we apply that to every element of school life.  Our role as staff is to ensure that we inspire every student to achieve the best they possibly can in everything they do, whether that be academic, sporting, cultural or spiritual and at the heart of our culture is a celebration of that achievement.  We hope that as a prospective member of staff you will share our mission of “…inspire and empower all within our learning community to fulfil their individual potential and ambitions so that all are able to be active and successful citizens in our global society”.
Poynton High School is a very calm and purposeful learning environment and our students are exceptionally engaged in their learning and the life of their school.  I am a passionate believer in the welfare of our staff as without you, without your great talents supporting our students, we will never transform our students lives and empower them to be the best they possibly can be.  

As Head Teacher, I spend most assemblies encouraging our students to “…jump in with both feet” and I very much hope that you will do that also.  Jump in to submitting your application and join us as we continue to inspire all in our care so that they will achieve and we will take every opportunity to celebrate every achievement.   
I would encourage you to surf our website (www.phs.cheshire.sch.uk) to get a fuller understanding of life here at Poynton High and if you have any questions that you would like to ask please do not hesitate to contact me directly on dwaugh@phs.cheshire.sch.uk.  I very much hope that you want to join our team and I look forward to receiving an application from you in due course.  

Mr David Waugh

Head Teacher; Poynton High School

Chief Executive Officer; The TRUE Learning Partnership 
INSPIRE



     ACHIEVE


                  CELEBRATE
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The TRUE Learning

Partnership



                 

POYNTON HIGH SCHOOL

and Performing Arts College
Poynton

Cheshire SK12 1PU

01625 871811 Fax 01625 874541

e mail: info@phs.cheshire.sch.uk
Head Teacher: Mr David Waugh
11-18, number on roll 1380
Poynton High School and Performing Arts College is a highly successful school.  

                                                
 Our mission statement is:

‘We will inspire and empower all in our learning community to fulfil their individual potential and ambitions 
so that all are able to be active and successful citizens in our global society’

Required for April 2020
Finance Officer
Grade 6 points 11-17 (£19,580 - £22,051)
Full time – 37 hours per week

Term time + 4 weeks (42 weeks)
(3 of the additional weeks will be worked during the summer holiday period)

We are seeking to appoint an enthusiastic, adaptable Finance Officer with the skills, passion, drive and initiative to be part of our highly successful growing Multi Academy Trust. This role is based at Poynton High School but will involve some work with other schools within our Trust.

You will be responsible for the effective and efficient management and administration of the Academy’s financial systems and processes, within the framework of management and accountability established by the Trust Board and Senior Leaders.  

This post is advertised at full time across 42 weeks (The majority of additional work required in the summer for financial year end). We would be happy to consider full year applications if that would be preferred.
Poynton High School is committed to safeguarding and promoting the welfare of all its students and expects all staff to share this commitment. Appointment to this post is subject references and a satisfactory enhanced DBS Certificate.

The TRUE Learning Partnership is committed to Equal Opportunities in Employment.
Closing Date: Monday 24th February at 9am
Interviews will take place on Friday 28th February 2020
Application packs including further information and job description are available on our website www.phs.cheshire.sch.uk or by telephone or from the school office.

JOB DESCRIPTION: Finance Officer
Grade 6 (ref AAAE8021)
Reporting to Trust Financial Controller

Responsible for: Finance Assistant

SUMMARY OF JOB PURPOSE

To undertake effective and efficient management and administration of the Academy’s financial systems and processes, within the framework of management and accountability established by the Trust Board and Senior Leaders.  To assist the Executive Finance Team in the planning, development, organisation and maintenance of a financial support systems.
· Undertaking key elements of the day-to-day financial administration needs of the academy.

· Ensure all financial procedures are adhered to in accordance with ESFA guidelines along with the Academies Financial Handbook (AFH) and the MAT’s financial policies. 

· Ensuring all financial reconciliations are undertaken in a timely manner.

· Supporting and encouraging the Academy and the Trust’s ethos and its objectives, policies and procedures.

· Providing guidance, training and support to all staff on financial matters.
· Ensuring full awareness of changes in financial regulations and undertaking any necessary training to ensure that the best financial practices are followed, and compliance maintained.
DUTIES AND RESPONSIBILITIES

The main duties and responsibilities are indicated below. Other duties of an appropriate level and nature may also be required, as directed by the Chief Financial Officer. 
JOB SPECIFICATION

1. Finance Administration
· In conjunction with the Finance Assistant ensure the efficient day-to-day management of the finance function.

· Ensure purchasing procedures are followed at all time and best value for money is delivered in all transactions
· Ensure all bank accounts including investment accounts, petty cash and credit card(s), are reconciled on a regular basis under the guidance of the Financial Controller
· Ensure the prompt and accurate payment of all supplier invoices.

· Ensure all sales invoices are raised promptly, following up their prompt payment.
· Ensure all income is posted to the finance system promptly.

· Review and approve BACS runs in a timely manner.
· Contribute to ensuring that financial systems reflect the latest accurate position and for month-end and year-end finalisation, including management of recharges as appropriate 
· Ensure all VAT guidelines are followed within the academy and ensure the timely completion of the VAT return in line with HMRC guidelines.
· Develop systems and maintain detailed financial records, documentation and working papers in order to ensure consistent audit trails and a sound basis for technical analysis and decision making.
· Ensure all cash in the academy is handled according to guidelines.
· Be responsible for the management of the School Fund and trip financial arrangements, ensuring that these are in order and reconciled.
· Proactively support and provide appropriate guidance to the Academy’s budget holders including the provision of budget monitoring reports.
2. Budgeting and Management Reporting
· Provide information as required by the Chief Financial Officer, or Financial Controller to support the preparation of annual budgets and monthly management accounts.
3. Compliance
· Ensure your work complies with data protection regulations.

· Ensure financial manual and electronic records and filing systems under your control are maintained under current guidelines.
4. Management
· Always provide clear and visible leadership to the Finance Assistant to ensure high motivation and provision of high-quality service.
· Responsible for identifying training needs and the ongoing professional development of all staff within your area of responsibility, including conducting annual appraisals.
· Oversee the effective deployment of all staff within your area of responsibility. 

· Be familiar with current best practices including use of systems and software that lead to greater efficiency and make recommendations to the Financial Controller to ensure continuous improvement of the Finance department.
5. General
· Keep up to date with developments and changes in associated legislation and guidance 

· Seek, consider, and act upon professional support and advice as required.
· Assist with the production of the academy asset register.

· Assist in the co-ordination of internal and external financial audits.  

6. Health & Safety
All staff within The TRUE Learning Partnership are required to remain vigilant, observe all relevant Health and Safety policies and procedures, take reasonable care of their own and others’ Health and Safety, report all accidents and incidents, and raise concerns through their line manager, the Director of Business & Operations, the site management team or another member of SLT as appropriate.    
7. Equality & Diversity
Staff employed by The TRUE Learning Partnership are expected to promote equality of opportunity for all students and staff, both current and prospective, and to support an environment that values diversity and respect. The TRUE Learning Partnership believes that all individuals are of equal value and we are committed to equal opportunities for all.
8. Data Protection 
All staff within The TRUE Learning Partnership have a responsibility to ensure that data they are responsible for is accurate and appropriate to the needs of the organisation, and that they are responsible for ensuring any personal data processed for any purpose or purposes in connection with their role in the Trust shall not be kept for longer than is necessary for that purpose or those purposes, in accordance with GDPR 2018.

9. Safeguarding & Child Protection 
The TRUE Learning Partnership is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment and adhere to, and comply with, the Trust’s Safeguarding and Child Protection policy and procedures at all times.
As the position you are applying for gives you privileged access to vulnerable groups, you 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, therefore, not subject to disclosure.  

Notwithstanding the detail in this job description, in accordance with the Trust’s Flexibility Policy the job holder will undertake such work as may be determined by the Trust Leader/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job.
	QUALIFICATIONS AND TRAINING

	Essential

	Evidence

	To have 5 GCSEs (or equivalent) A-C including Maths and English
	AF + R

	To have a minimum of 3 years’ experience in a finance function within education or the public sector.
	AF

	To show evidence of continuous and relevant professional development.
	AF

	Desirable
	

	To have a relevant A levels or Degree.
	AF

	RELEVANT SKILLS AND EXPERIENCE

	Essential
	

	To have experience working within a Finance Office
	AF

	To have experience managing and administering budget and financial matters in a school or other large complex organisation
	AF

	To have recent experience in public or private sector administration using computerised management information systems
	AF

	To have experience working with Microsoft Office applications
	AF

	To have experience working with SIMS
	AF

	To demonstrate the ability to develop and monitor appropriate financial controls and processes. 
	AF

	To show understanding of monthly payroll processes and reporting requirements.
	AF

	To demonstrate excellent verbal, organisational and written communication skills.
	AF + I

	To have a critical attention to detail
	AF

	To be committed to the importance of confidentiality and the requirements of GDPR.
	AF

	To have experience of line managing staff, including performance management.
	AF

	Desirable
	

	To have experience of developing school or academies financial systems.
	AF + I

	To have experience of working with ParentPay
	AF

	To have worked with Access/HCSS or other educational financial software and systems.
	AF


	 KNOWLEDGE AND UNDERSTANDING

	Essential
	

	To demonstrate excellent interpersonal skills with ability to maintain strict confidentiality.
	I

	To show initiative and ability to prioritise one’s own work and that of others to meet competing deadlines. 
	AF +I

	To display resilience and the ability to manage in high pressured environments.
	I

	To be able to follow direction and work in collaboration with Senior Management.
	I

	To be able to work flexibly, adopt a ‘hands on’ approach, and respond to unplanned situations.
	AF + R

	OTHER SKILLS

	Essential
	

	To be self-motivated and passionate about the delivery of quality service.
	AF + R + I

	To demonstrate commitment to the highest standards of child protection.
	AF + R + I

	To recognise the importance of personal responsibility for health and safety.
	AF + R + I

	To have a commitment to own and team members’ continuing professional development.
	AF + R + I

	To believe in equality and celebrate diversity.  To be committed to inclusion and the right for all to fulfil their potential.
	AF + R + I

	To be willing to embrace change.
	AF + R + I

	To show a commitment to upholding the Academy and Trust’s vision and values.
	AF + R + I

	To demonstrate professional and personal integrity.
	AF + R + I


 
	The T.R.U.E. Learning Partnership
GENERAL INFORMATION FOR APPLICANTS




“…a community focussed, values based, cross-phase multi-academy trust.”

Our aim is to work in partnership within our communities so that we will inspire and empower all in our learning community to fulfil their individual potential and ambitions so that all are able to be active and successful citizens in our global society.
Poynton High School, Lostock Hall Primary School and other local partners have taken the initiative in creating their own Multi Academy Trust (MAT) which is called ‘The T.R.U.E. Learning Partnership’.  It has been be set up to fulfil specific goals for the local community. 
The trust has Poynton High School and Lostock Hall Primary as its first schools, but will look to bring in further schools, such as local feeder primary schools and another secondary school. The optimum structure is considered to be two secondaries and four primary schools. Over time, significant economies of scale could be achieved and other benefits of collaboration would emerge, through skilful business management, good integration of member schools and effective channels of communication.  Our conversion date for the founding schools was 1st December 2018 so this is an exciting time to be joining our school. 
Structure of Delegation
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Poynton High School

Child Protection and Safeguarding Policy

	Person responsible for the Policy:
	Catherine Holyland -  Deputy Head Teacher

	Date Approved:
	October 2019

	Signed:
	C J Holyland

	Date for Review:
	Autumn Term 2020


At Poynton High School the named personnel with designated responsibility for Child Protection and Safeguarding are:

	Designated Safeguarding Lead
	Deputy Designated Safeguarding Lead
	Safeguarding Governor

	Catherine Holyland
	David Waugh

Sue Warburton
	Dean Picksley


The named personnel with designated responsibility regarding allegations against staff/those working in the school are:

	Designated Senior Manager 

(normally the Head teacher)
	Chair of Governors

(in the event of an allegation against the Head teacher)

	David Waugh


	Steve Chadwick – contact via Alison Ferneyhough


The named person with designated responsibility regarding Cared for children is:

	Designated teacher for cared for children

	Andy Bennett


1. Introduction: 

At Poynton High School we recognise the responsibility we have under Section 175 of the Education and Inspections Act 2002, to have arrangements for safeguarding and promoting the welfare of children. The Governing Board in our school approve the S175/157 return to the Cheshire East Safeguarding Children’s Partnership (CESCP) on a yearly basis. 

This policy demonstrates the school’s commitment and compliance with safeguarding legislation; it should be read in conjunction with:

· Cheshire East Safeguarding Children’s Partnership  (CESCP) procedures
· Working Together to Safeguard Children 2018
· What to do if you are worried a child is being abused. 2015
· Keeping children Safe In Education 2019
· Guidance for Safer Working Practice for staff working in education settings. October 2019

· School online safety policy 
· Staff Code of Conduct 
· Staff use of mobile phones and Social Media Policy
· “Preventing and Tackling Bullying” DfE July 2017
·  The True Learning Partnership safeguarding Statement 
Safeguarding and promoting the welfare of children is everyone’s responsibility. Everyone who comes into contact with children and their families and carers has a role to play in safeguarding children. In order to fulfil this responsibility effectively, all practitioners in this school make sure their approach is child-centred. This means that we consider, at all times, what is in the best interests of the child.

No single practitioner can have a full picture of a child’s needs and circumstances. If children and families are to receive the right help at the right time, everyone who comes into contact with them has a role to play in identifying concerns, sharing information and taking prompt action. Through our day-to-day contact with pupils and direct work with families, staff take notice of indicators of possible abuse or neglect and consult with Children’s Services in Cheshire East (or in neighbouring authorities dependent upon the child’s area of residence). We recognise that we form part of the wider safeguarding system for children. This responsibility also means that we are aware of the behaviour of staff in the school; we maintain an attitude of ‘it could happen here’ where safeguarding is concerned. 

In our school we ensure that:

· All children, regardless of age, gender, ability, culture, race, language, religion or sexual identity, are treated equally and have equal rights to protection

· All staff act on concerns or disclosures that may suggest a child is at risk of harm

· Pupils and staff involved in Safeguarding issues receive appropriate support

· Staff adhere to a Code of Conduct  and understand what to do in the event of any allegations against any adult working in the setting

· All staff are aware of Early Help and ensure that relevant assessments and referrals take place

· All staff are aware that abuse, neglect and safeguarding issues are rarely standalone events that can be covered by one definition or label; they recognise that, in most cases, multiple issues will overlap with one another

Adults understand that children’s poor behaviour may be a sign they are suffering harm or that they have been traumatised by abuse.

This policy is available on our school website and printed copies of this document are available to parents upon request. We inform parents and carers about this policy when their children join our school and through our school newsletter.

The policy is provided to all staff (including temporary staff and volunteers) at induction; alongside our Staff Code of Conduct. 

In addition, all staff are provided with Part One of the statutory guidance ‘Keeping Children Safe in Education’, DfE (2019) and are required to sign to indicate that they have read and understood it. The Designated Lead is able to support all staff in understanding their responsibilities and implementing it in their practice.
2.0 Aims of this document:

· To provide staff with the framework to promote and safeguard the wellbeing of children and in doing so ensure they meet their statutory responsibilities

· To ensure consistent good practice across the school

· To demonstrate our commitment to protecting children

· To raise awareness of all staff of the need to safeguard all children and of their responsibilities in identifying and reporting possible cases of abuse

· To emphasise the need for good communication between all members of staff in matters relating to child protection

· To promote safe practice and encourage challenge for poor and unsafe practice

· To promote effective working relationships with other agencies involved with

     Safeguarding and promoting the welfare of children, especially with Children’s Social Care and the Police

· To ensure that all members of the school community are aware of our  procedures for ensuring staff suitability to work with children

· To ensure that staff understand their responsibility to support pupils who have suffered abuse in accordance with their agreed plan e.g. Child in Need/ Child Protection Plan

3.0 Scope of this Policy

This policy applies to all members of the school community (including staff, pupils, volunteers, parents/carers, visitors, agency staff and students, or anyone working on behalf of Poynton High School.
This policy is consistent with Cheshire East Safeguarding Children’s Partnership (CESCP)  child protection procedures.

4.0 Definitions of terms used in this document:

Child Protection: refers to the activity undertaken to protect specific children who are suffering, or are likely to suffer, significant harm.

Safeguarding and promoting the welfare of children: refers to the process of protecting children from maltreatment, preventing the impairment of children’s health or development, ensuring that children are growing up in circumstances consistent with the provision of safe and effective care and taking action to enable all children to have the best life chances.

Early Help: means providing support as soon as a problem emerges at any point in a child’s life, from the foundation years through to the teenage years. 

Abuse: a form of maltreatment of a child. Somebody may abuse or neglect a child by inflicting harm or by failing to act to prevent harm. Children may be abused in a family or in an institutional or community setting by those known to them or, more rarely, by others. Abuse can take place wholly online, or technology may be used to facilitate offline abuse. Children may be abused by an adult or adults, or by another child or children. 
Staff: refers to all those working for or on behalf of the school/education setting in either a paid or voluntary capacity, full time or part time. This also includes parents and Governors.

Child: refers to all children who have not yet reached the age of 18. On the whole, this will apply to pupils from our own school; however the policy will extend to visiting children from other establishments

Parent: refers to birth parents and other adults who are in a parenting role e.g. carers, step-parents, foster parents, and adoptive parents.

5.0 Prevention:

Children feel secure in a safe environment in which they can learn and develop. We achieve this by ensuring that:

· Children develop realistic attitudes to their responsibilities in adult life and are equipped with the skills needed to keep themselves safe; including understanding and recognition of healthy/unhealthy relationships and support available

· Children are supported in recognising and managing risks in different situations, including on the internet, being able to judge what kind of physical contact is acceptable and unacceptable, recognising when pressure from others, including people they know, threatens their personal safety and well-being and supporting them in developing effective ways of resisting pressure
· All staff are aware of school guidance for their use of mobile technology and have discussed safeguarding issues around the use of mobile technologies and their associated risks 

· Importance and prioritisation is given to equipping the children with the skills needed to stay safe; including providing opportunities for Personal, Social and Health Education throughout the curriculum

· We ensure that appropriate filters and appropriate monitoring systems are in place; however we are careful that “over blocking” does not lead to unreasonable restrictions as to what children can be taught with regards to online teaching and safeguarding

· All adults feel comfortable and supported to draw safeguarding issues to the attention of the Head Teacher and/or the Designated Safeguarding Lead and are able to pose safeguarding questions with “respectful uncertainty” as part of their shared responsibility to safeguard children 

· Emerging themes are proactively addressed and fed back to the local authority and CESCP to ensure a coherent approach so that multi-agency awareness and strategies are developed
· There is a proactive approach to substance misuse. Issues of drugs and substance misuse are recorded and there is a standalone policy which is robustly delivered throughout the school and curriculum
· Support and planning for children in custody and their resettlement back into the school community is undertaken, where necessary, as part of our inclusive approach
· We comply with ‘Working Together to Safeguard Children’ 2018 and support the Cheshire East Safeguarding Children’s Partnership  (CESCP) Timely Support for Children and Families in Cheshire East, this document supports professionals to access the right help and support for children and their families at the right time
· We systematically monitor pupil welfare, keeping accurate records, speaking to parents and notifying appropriate agencies when necessary

· All staff are aware of children with circumstances which mean that they are more vulnerable to abuse/less able to easily access services and are proactive in recognising and identifying their needs

· The voice of the child is paramount; therefore our pupils are actively involved in safeguarding development. There is an established student group/student involvement mechanism which works with and challenges staff in order to develop aspects of safeguarding e.g. through the curriculum, approaches and displays
· We consult with, listen and respond to pupils; our school’s arrangements for this are via our student leadership teams, student questionnaires following ‘Student Development Days’, student voice at team visits and year team student voice sessions.
· We use research evidence to inform our prevention work

6.0 Early Help:

All staff understand the Cheshire East Safeguarding Children’s Partnership (CESCP) ‘Continuum of Need’ and Child Protection procedures; to ensure that the needs of our children are effectively assessed; decisions are based on a child’s development needs, parenting capacity and family & environmental factors. We ensure that the most appropriate referrals are made. We actively support multi agency planning for these children and, in doing so, provide information from the child’s point of view; bringing their lived experience to life as evidenced by observations or information provided. Staff know how to pass on any concerns no matter how trivial they seem. 

Staff members always act in the interests of the child and are aware of their responsibility to take action as outlined in this policy. In our school staff are aware that they must be prepared to identify those children who may benefit from early help. The staff are alert to the potential need for early help for a child who:

· is disabled and has specific additional needs

· has special educational needs (whether or not they have a statutory Education, Health and Care Plan)

· is a young carer

· is showing signs of being drawn into anti-social or criminal behaviour, including gang involvement and association with organised crime groups

· is frequently missing/goes missing from care or from home

· is at risk of modern slavery, trafficking or exploitation

· is at risk of being radicalised or exploited

· is in a family circumstance presenting challenges for the child, such as drug and alcohol misuse, adult mental health issues and domestic abuse

· is misusing drugs or alcohol themselves

· has returned home to their family from care

· is a ‘privately fostered child’

If there are concerns about a child’s welfare that do not meet the thresholds of child abuse the school will consider whether the Early Help approach should be considered. Staff are aware that early identification of concerns and the use of Early Help to develop a multi-agency plan for the child can reduce the risk of subsequent abuse.

Our school is an Operation Encompass school which means that we are able to give proactive support to those children and their families where domestic abuse is identified. At Poynton High School we employ a Teenage and Family Worker, non-teaching Welfare Leaders for Year 7-13 to support children and their families.

If a member of staff has concerns about a child they will need to decide what action to take. Where possible, there should be a conversation with the Designated Safeguarding Lead to agree a course of action, although any staff member can make a referral to children’s social care/consult with ChECS/contact the police. Other options could include referral to specialist services or early help services and should be made in accordance with the referral threshold set by the Local Safeguarding Children Board. In the first instance staff should discuss ‘Early Help’ requirements with the Designated Safeguarding Lead. If early help is appropriate the Designated Safeguarding Lead will support the staff member in liaising with other agencies and setting up an inter-agency assessment as appropriate. 

As staff may be required to support other agencies and practitioners and parents/carers and children in an early help assessment; all staff are aware of the relevant assessments and appropriate support is given to them when they undertake an early help assessment. 

Where early help and or other support is appropriate we ensure that the case is kept under constant review. If the child’s situation doesn’t appear to be improving we take appropriate action.

The children in our school are made aware that there are adults whom they can approach if worried or in difficulty.

There is adequate signposting to external sources of support and advice for staff, parents and pupils via the information in the school planner, school website

7.0 Early Help, Child in Need and Child Protection
In our school we ensure that we follow Cheshire East’s Multi-agency Practice Standards CE multi-agency practice standards 2016 to ensure that our work, on behalf of our children, is of a consistently good standard. We use these standards to challenge other workers on behalf of children where the standards are not being met.
8.0 Concerns about a child- recording and reporting:

Our recording procedures are in line with those outlined in Cheshire East’s “Recording and Reporting Guidance.” 2019; the Designated Safeguarding Lead and the Deputy Lead are aware of this document.

Where a member of staff is concerned that a child is in immediate danger or is at risk of harm they should report this to the Designated Safeguarding Lead, or their Deputy, without delay. A written record should be made of these concerns as soon as possible following the disclosure/concern being raised; this must be on the same working day.

Where staff have conversations with a child who discloses abuse they follow the basic principles:

· listen rather than directly question, remain calm

· never stop a child who is recalling significant events

· never ask a child if they are being abused

· make a record of discussion to include time, place, persons present and what was said (child language – do not substitute words)

· advise you will have to pass the information on

· avoid coaching/prompting 

· never take photographs of any injury

· never undress a child to physically examine them

· allow time and provide a safe haven / quiet area for future support meetings

· At no time promise confidentiality to a child or adult

Staff are aware that they should not question the child; other than to respond with TED - Tell me what you mean by that, Explain what you mean by that, Describe that. Staff will observe and listen, but do not probe/ask any leading questions.

The Designated Safeguarding Lead will obtain key information and agree relevant actions after making a timely assessment of the information. 

We recognise that parents may hold key information about incidents/allegations therefore, in the majority of situations; the Designated Safeguarding Lead will speak to the parents and gain their consent to discussing the situation with others. Staff are aware that there will be very few instances where, to speak to the parents, could further endanger the child. In those situations they would still consult/refer, but would have clearly recorded reasons as to why they had not gained parental consent. 

The following situations are the instances in which parental consent would not be gained prior to a referral: 

· Discussion would impede a police investigation or social work enquiry 

· Sexual abuse is suspected 

· Organised or multiple abuse is suspected 

· Fabrication of an illness is suspected 

· Female Genital Mutilation (FGM) is suspected 

· Forced marriage is suspected 

· Honour Based Abuse

· Extremism or radicalisation is suspected

· County Lines activities are suspected

Staff are also aware that, even in situations where the parent does not give consent, the best interests of the child are paramount and therefore, they would share their concerns. In addition, the referral will not be delayed if it has not been possible to contact the parents/carers.
A consultation will take place with Cheshire East Consultation Service (ChECS) and/or the police immediately. Where a child lives in a different authority the Designated Safeguarding Lead follows the procedures for that authority.

Where possible we ensure that contacts with outside agencies are through the Designated Safeguarding Lead or their Deputy; however staff are aware that anyone can make this contact. Where a member of staff makes contact they ensure that they make the Designated Safeguarding Lead aware as soon as possible.

Safeguarding Records are held electronically/hard copies of records on CPOMS or reports relating to Safeguarding and Child Protection concerns are kept in a separate, confidential file, securely stored away from the main pupil file.  Authorisation to access these records is controlled by the Head teacher and Designated Safeguarding Lead. 

All records provide a factual, accurate, evidence-based account. Records are signed, dated and where appropriate, witnessed. 

The school ensures that safeguarding information, including Child Protection information, is stored and handled in line with the principles of the Data Protection Act 2018 and General Data Protection Regulation (GDPR) ensuring that information is:
· used fairly and lawfully

· for limited, specifically stated purposes

· used in a way that is adequate, relevant and not excessive

· accurate

· kept for no longer than necessary

· handled according to people’s data protection rights

· kept safe and secure.

We ensure that information is transferred safely and securely when a pupil with a Safeguarding Record transfers to another school. We also ensure that Key workers or social workers are notified where a child leaves the school (as appropriate).

9.0 Safe Working Practices

Use of mobile phones, cameras and internet:

The school and staff take safeguarding seriously and understand this policy is over- arching.  We refer staff to the ‘Staff use of mobile phones and Social Media guidelines within our,  ‘Code of conduct’ and ‘Guidance for Safer Working Practice for those working with children and young people in Education Settings May 2019’.
Personal mobiles and electronic devices:
If staff have personal phones or devices these are stored securely and will be switched off or on silent whilst during the teaching day. 

Electronic devices should be password protected so that content cannot be accessed by unauthorised users.
It is the responsibility of the staff member to ensure that there is no illegal or inappropriate content stored or used on their device when brought on to school grounds.

School devices:

School devices remain the property of Poynton High School and in using them staff will follow the ‘Information, Communication and New Technology policy 
Electronic devices should be password protected so that content cannot be accessed by unauthorised users.

Cameras photography and images:

Poynton High School will obtain parents’ and carers’ consent for photographs to be taken or published (for example, on our website or in newspapers or publications). 
Staff will ensure the Poynton High School designated camera or recording devices (tablets, cameras, laptops etc.) are used when capturing evidence of work undertaken.
Internet safety:

On school equipment we ensure that appropriate filters and appropriate monitoring systems are in place.

Working off school premises:

Where staff take school computer/digital equipment / or records in paper form, off school site, they do so with the view that they abide by the staff Poynton High School Information, Communication and New Technology guidelines 

Staff are reminded that information, both in paper or electric form, is sensitive and protected under data protection and GDPR and should be safe and securely stored off the premises and during transport.  Poynton High School Information, Communication and New Technology guidelines 

10.0 Allegations against staff

Support and advice is sought from Children’s Services or the Local Area Designated Officer (LADO), and our Personnel/Human Resources advisor whenever necessary.

At Poynton High School we recognise the possibility that adults working in the school may harm children; that they may have

· behaved in a way that has harmed a child, or may have harmed a child

· committed a criminal offence against or related to a child or 

· behaved towards a child or children in a way that indicates that they are unsuitable to work with children

Any concerns of this nature, about the conduct of other adults, should be taken to the Head Teacher without delay or, where that is a concern about the Head Teacher, to the Chair of Governors and the LADO. 

Staff are aware that this must be done on the same working day. 

The school will not internally investigate until instructed by the LADO. 

We make all staff aware of their duty to raise concerns. Where a staff member feels unable to raise an issue or feels that their genuine concerns are not being addressed, other whistleblowing channels may be open to them. They have been made aware of those other channels of support via new staff induction, staff code of conduct and staff meeting on safeguarding.

11.0 Safer Recruitment

The school pays full regard to DfE guidance ‘Keeping Children Safe in Education’ 2019 and with reference to the ‘Position of Trust’ offence (Sexual Offences Act 2003). We ensure that all appropriate measures are applied in relation to everyone who works in the school who is likely to be perceived by the children as a safe and trustworthy adult. We do this by:
· Operating safe recruitment practices; including highlighting the importance we place on safeguarding children in our recruitment adverts and interview questions, appropriate Disclosure and Barring Service (DBS) and reference checks, verifying identity, academic and vocational qualifications, obtaining practitioner references, checking previous employment history and ensuring that a candidate has the health and physical capacity for the job. It also includes undertaking interviews and checking the Children’s List and right to work in England checks in accordance with DBS and Department for Education procedures
· Ensuring that staff and volunteers adhere to a published code of conduct and other professional standards at all times, including after school activities. Staff are aware of social media/ on-line conduct
· Ensuring that all staff and other adults on site are aware of the need for maintaining appropriate and professional boundaries in their relationship with pupils and parents, following the Code of Conduct

· Requiring all staff to disclose any convictions, cautions, court orders, reprimands and warnings that may affect their suitability to work with children (whether received before or during their employment at the setting). Disqualification under the Child Care Act 2006 (amended following the 2018 Regulations)
· Maintaining an accurate, complete, up to date Single Central Record

12.0 Staff training and updates:

In our school there is a commitment to the continuous development of all staff, regardless of role with regard to safeguarding training: 

All staff undertake Cheshire East Safeguarding Children Partnership (CESCP) ‘endorsed’ Basic Awareness in Safeguarding and Child Protection training within the first term of their employment/placement. This training is refreshed every 3 years; to enable them to understand and fulfil their safeguarding responsibilities effectively.

All staff receive safeguarding and child protection updates (for example, via email, e-bulletins and staff meetings), as required, but at least annually, to provide them with the relevant skills and knowledge to safeguard children effectively.
The Designated Lead and any Deputy attend (CESCP) multi agency Safeguarding and Child Protection training on an annual basis.
The Designated Safeguarding Lead, and/or Deputy attend the Designated Safeguarding Leads Meetings held each term coordinated by the SCiES Team, therefore enabling them to remain up to date with Safeguarding practices and be aware of any emerging concerns/themes within Cheshire East.

The school acknowledges serious case review findings and shares lessons learned with all staff to ensure no child falls through the gaps.

13.0 Cared for children (Looked after children)
In Poynton High School we ensure that staff have the skills, knowledge and understanding necessary to keep Cared for Children safe as we aware that children often become cared for as a result of abuse and/or neglect.  We have identified a designated teacher for our Cared for Children; this person works closely with the Virtual school.

14.0 Children with special needs and disabilities

We ensure that staff have knowledge and understanding of the additional barriers which can exist when recognising abuse and neglect in children with special needs/disabilities. 

These barriers can include: 

•   assumptions that indicators of possible abuse such as behaviour, mood and injury relate to the child’s disability without further exploration

•  children with SEN and disabilities being disproportionally impacted by things  like bullying - without outwardly showing any signs and

•   communication barriers and difficulties in overcoming these barriers

We aim to build the necessary skills in staff so that they can safeguard and respond to the specific needs of this group of children.

15.0 The use of ‘reasonable force’ 

There are circumstances when it is appropriate for staff in schools and colleges to use reasonable force to safeguard children. The term ‘reasonable force’ covers the broad range of actions used by staff that involve a degree of physical contact to control or restrain children. This can range from guiding a child to safety by the arm, to more extreme circumstances such as breaking up a fight or where a young person needs to be restrained to prevent violence or injury. ‘Reasonable’ in these circumstances means ‘using no more force than is needed’. As per the Staff of Code of Conduct which all staff must sign to say they have read and understood.
16.0 Private Fostering

We recognise that our school has a mandatory duty to report to the local authority when we become aware of, or suspect that, a child is subject to a private fostering arrangement. To aide our awareness we ensure that we establish parental responsibility for each and every child; we take steps to verify the relationship of the adults to the child when we register them. 

A private fostering arrangement is one that is made privately (without the involvement of a local authority) for the care of a child under the age of 16 years (under 18, if disabled) by someone other than a parent or close relative, in their own home, with the intention that it should last for 28 days or more. 

 A close family relative is defined as a ‘grandparent, brother, sister, uncle or aunt’ and includes half-siblings and step-parents; it does not include great-aunts or uncles, great grandparents or cousins. 

Parents and private foster carers both have a legal duty to inform the relevant local authority at least six weeks before the arrangement is due to start; not to do so is a criminal offence. 

Whilst most privately fostered children are appropriately supported and looked after, we recognise that they are a potentially vulnerable group who should be monitored by the local authority, particularly when the child has come from another country. In some cases privately fostered children are affected by abuse and neglect, or are involved in trafficking, child sexual exploitation or modern-day slavery. 

Where a member of staff becomes aware of private fostering arrangements they are aware that they need to notify the Designated Safeguarding Lead. The Designated Safeguarding Lead will then speak to the family of the child involved to check that they are aware of their duty to inform Cheshire East. The school would also inform Cheshire East of the private fostering arrangements. 
17.0 Children Missing out on Education and Missing from Education

Under Section 175 of the Education Act 2002 we have a duty to investigate any unexplained absences especially as a child going missing from education is a potential indicator of abuse or neglect. 

At Poynton High School we follow Cheshire East’s procedures for dealing with children that go missing from lessons and/or school. All staff are aware that children going missing, particularly repeatedly, can act as a vital warning sign of a range of safeguarding possibilities. This may include abuse and neglect, which may include sexual abuse or exploitation and child criminal exploitation. It may indicate mental health problems, risk of substance abuse, risk of travelling to conflict zones, risk of female genital mutilation or risk of forced marriage.
We also ensure that we are rigorous in our attendance procedures; these are outlined in our attendance policy. Where a child’s destination is unknown when they have left our school we ensure we carry out all necessary checks and refer them as Children Missing Education (CME), using the appropriate notification form on the Cheshire East website, so that they can be followed up on. Staff are aware of the trafficking of children and the importance of rigour around our attendance procedures to reduce this as a threat to our children’s safety.

18.0 Specific safeguarding issues

All staff have an awareness of safeguarding issues. They are aware that these safeguarding issues may not directly involve the child in our school but could be happening to their siblings or parents. They are also aware that some issues could be happening in the lives of staff members. 

Staff are supported in accessing and completing the relevant screening tools.

As a listening school staff would pick up on these issues and would know how to identify and respond to:

· Physical Abuse

· Sexual Abuse

· Emotional 

· Neglect

· Drug/substance/alcohol misuse (both pupil and parent)

· Child sexual exploitation / trafficked children

· Criminal Exploitation

· Extremism and Radicalisation

· Children missing education

· Domestic abuse

· Peer relationship abuse/Teenage Relationship Abuse

· Risky behaviours

· Problematic and Harmful Sexual Behaviour

· Sexual health needs

· Obesity/malnutrition

· On line grooming

· Inappropriate behaviour of staff towards children

· Bullying, including homophobic, racist, gender and disability. Breaches of the Equality Act 2010

· Self Harm

· Honour based violence including - Female Genital Mutilation, Breast Ironing, Forced Marriage  

· Unaccompanied asylum seeking children

· Child Trafficking 

· Modern Day Slavery

Staff are aware that behaviours linked to issues such as drug taking, alcohol abuse, domestic abuse, deliberately missing education and sexting (also known as youth produced sexual imagery) put children in danger. 

An overview of specific safeguarding issues and our response are provided within appendix 6. 

19.0 Governor Responsibilities

The Governing Board fully recognises its responsibilities with regard to Safeguarding and promoting the welfare of children in accordance with Government guidance.
The Governing Board have agreed processes which allow them to monitor and ensure that the school:

· Has robust Safeguarding procedures in place

· Operates safe recruitment procedures and appropriate checks are carried out on new staff and adults working on the school site

· Has procedures for dealing with allegations of abuse against any member of staff or adult on site

· Has a member of the Leadership Team who is designated to take lead responsibility for dealing with Safeguarding and Child Protection issues

· Takes steps to remedy any deficiencies or weaknesses with regard to Safeguarding arrangements

· Is supported by the Governing Board nominating a member responsible for liaising with the LA and/or partner agencies in the event of allegations of abuse against the Head Teacher; this is the Chair

· Carries out an annual review of the Safeguarding policy and procedures

· Carries out an annual Safeguarding Audit in consultation with the Governing Board, sharing this with the CESCP on request

Finally:

Staff in Poynton High School take the safeguarding of each and every child very seriously. This means that, should they have any concerns of a safeguarding nature, they are expected to report, record and take the necessary steps to ensure that the child is safe and protected. This is never an easy action, nor one taken lightly. They are aware that it can lead to challenge from parents/carers, but at all times staff have the child at the heart of all their decisions and act in their best interests. 

Further information on our safeguarding and related policy documents and procedures is available on request from the Head Teacher or Designated Safeguarding Lead.
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CONFIDENTIAL

Job Application Form

Please complete all sections of the form using black ink or type.

The outside pages of this application form (which contain all your personal details and the equal opportunities information) will be detached and retained in HR.  This ensures that your application is dealt with objectively.  Please complete these pages in full even if you are submitting a CV.

	Data Protection Act

Information from this form will be processed in accordance with the Data Protection Act 1998.  In signing it you agree to this data being held and processed and if appointed to the job you also agree to further personal information, including sensitive data (e.g. bank details, medicals, etc.) being held and processed by The TRUE Learning Partnership in accordance with the Act.

	The TRUE Learning Partnership has a duty to protect the public funds it administers and may use the information you have provided for the prevention and detection of fraud.  It may also be shared internally and with other organisations for these purposes and where the law allows.


	For internal candidates only

	Are you on the Redeployment List?

Yes    
No




	Title of job applied for

	Title of job applied for:   Finance Officer
	Ref:      


	Personal Details

	Mr/Mrs/Miss/Ms/Dr 

     
	First Names:

 
	Known as: 



	
Surname:                                                                            
 NI Number: 

	Previous Surname(s):      

	Address:
     

	
     

	
     

	
     

	Post Code:
     


	Telephone Numbers

	Home:       



 
	Work: 

	Mobile:      




	E-mail address:       

	May we contact you at work?

Yes

No

How can we contact you?


Telephone / E-mail / Mobile      



Where did you first see the advertisement for this job? If a newspaper, please state which one.      
	References

	Please provide two referees.  One of these must be your present or most recent employer, or, for students, your personal tutor or head teacher.  The second should, preferably, be a previous employer or someone who can comment on your suitability for this job.  For internal candidates, references are to be provided by current line managers.  Please nominate who that is under present/most recent employer.

Please let your referees know that you have quoted them as a referee, to expect a request for a reference and clarify how best to contact them e.g. letter, e-mail, should you be shortlisted.

	Present/most recent employer*
	Previous employer/other

	Organisation:      
	Organisation:      

	Name:        
	Name:      

	Role in Organisation:      
	Occupation:      

	Address: 
     
	Address:
     

	
     
	
     

	
     
	
     

	
     
	
     

	Postcode: 
     
	Postcode: 
     


	Phone No:      
	Phone No:      

	E-mail:      
	E-mail:      

	Preferred method of communication:

    Letter  
               E-mail  
                                             Letter                          E-mail   


	In what capacity does the referee know you?
	In what capacity does the referee know you?



	· Employer/former employer

· Colleague/former colleague or manager but the reference is given on a personal basis

· Personal
	


	· Employer/former employer

· Colleague/former colleague or manager but the reference is given on a personal basis

· Personal
	



	
If the referee knows you by a different name please state:      

	*  If you have not had previous employment, please provide details of another referee.

A reference will normally be taken up from your present/previous employer.  Please tick the box if you do not want us to contact your referees without your prior agreement.  However, if this job is working within Children's Services all references will be taken up prior to interview.

Please do not contact my present/most recent employer 
     


CONFIDENTIAL                                                                                    

Job Application Form

CVs will only be accepted in place of pages 3, 4, 5 and 6 if the information requested in these sections is covered.  Please write the reference number at the top of your CV.  You should not include the equal opportunities information on your CV.


	Title of job applied for: Finance Officer

	Ref:      



	Name:      



	Current/Most Recent Appointment

	Title of current Job:

     
	Start Date:

     

	Current Employer:

     
	Salary Range:

     

	Employer Address:

     
	Current Salary: £     


	Permanent or temporary contract:

     
	Notice Required:

     


	Main Responsibilities

	     



	Job related training

	Brief details and dates of any training courses attended, excluding further education.

     



	Current memberships of institutions/professional bodies

	Please state level of membership, i.e. Graduate, Fellow, and membership number.

     



	Employment History

	(Most recent first)

Name of Employer, type of Business and job title

     

	Dates

     
	Duties and reason for leaving

     



	Relationship to Governors of the School, Trustees of TTLP or Employees of TTLP

	If you have any personal relationship to any Governor of the School, Trustee of TTLP or Employee of TTLP, please give their name and relationship.  This does not stop a Governor, Trustee or employee giving a reference.  (Any approach to Governors, Trustees or other employees to influence a selection decision will disqualify you.)

If Governor/Trustee:
Name      




Relationship      
If Employee:

Name


Relationship

Work Location

Their present job

     


     


     



     



	Education and training

	Please give details of schools and colleges attended from age eleven, including part-time education and other courses.



	Secondary education

(name and town of school)

     

	Dates

from / to

     
	Qualifications gained or for which you are studying

     
	Grade attained

     

	Education and training after school (name and town of college/university)

     

	     
	     
	     


	Other Information

	
Additional skills e.g. languages sign language, keyboard skills.

     
Do you have a valid driving licence?
Yes

No

If yes, please state type of licence
     
Does your licence have any endorsements or penalty points?
Yes

No
 
If yes, please give details      



	Supporting Information

	Please use this section to explain why you are applying for the job.  Concentrate on how your experience, training and personal qualities match the requirements of the job description and person specification.

     


	If you require more space please attach a separate sheet.

	Activities and interests away from work which may be relevant to the job applied for.

     



DIVERSITY

We are committed to equality of opportunity for everyone.  To assess whether our Diversity policy is effective we need to monitor it and to do this we need the information requested below.  We can then compare the success rates of different groups at both the shortlisting and appointment stages to ensure that unfair discrimination is not taking place. This will also enable us to comply with our obligations under current legislation.

	The information below will be used only for monitoring purposes and not in the selection process.  Please tick correct boxes:

Gender:                    Male
 
    Prefer not to say                    Other                Female            
Marital status:       Married/Civil Partnership                 Not Married/Civil Partnership    
Date of Birth:                                     Age:           

Please indicate your ethnic origin
White:


Mixed:




Asian

White British    

Indian
   
   
Mixed White/Black Caribbean

White Irish       

Pakistani
   
Mixed White/Black African 


Any other White

Bangladeshi
   
Mixed White/Asian







 Other Mixed




Other Asian
   
Black or Black British:
Other:

Black Caribbean

 Chinese




Black African


 Gypsy/Traveller



Other Black


 Other





Nationality ( Please State)        
How would you define your sexual orientation?

Bisexual  
    Prefer not to say   
            Lesbian  
   Heterosexual  
   Gay  
What is your religious belief?

Buddhist   
  Sikh  
 Muslim              Jewish 
 Hindu 
Christian  
No religion 
Other (please specify)__________________         Prefer not to say  



	Disability:  The Equality Act of 2010 made it unlawful for employers to discriminate against their employees who are disabled and places a duty on the employer to make reasonable adjustments to enable the employee to undertake the work.  The definition in the Act is "People with disabilities are individuals who have, or have had, a physical or mental impairment which has a substantial and long term effect on his or her ability to carry out normal day to day activities".  If you do consider yourself to be disabled under the definition in the Act, please indicate this, even if you do not currently need any adjustments to undertake your job.

Do you consider yourself to have a disability?
Yes

No



	Convictions

Have you are unspent convictions? If so, please give details.

If between the completion of this application form and taking up a job with The TRUE Learning Partnership you are convicted of a criminal offence you must inform the Trust of this.

The Rehabilitation of Offenders Act (only complete this section if instructed to do so on the Job Description and Person Specification enclosed with this form)
The Rehabilitation of Offenders Act allows for a person who has been convicted of a criminal offence involving a sentence of not more than 2½ years imprisonment and who has since lived trouble free for a specified period of time (related to the severity of the offence) to be treated as if the offence, conviction or sentence had never occurred.  This is known as a spent conviction*.

The job for which you are applying is one of those to which the provisions of the above Act in relation to spent convictions*, do not apply.  You must, therefore, disclose whether you have any previous convictions*, whether or not they are spent.

Should you identify that you have a criminal conviction*, this will be discussed in confidence at interview.  However you should note that only convictions* that are relevant to the job in question will be taken into account.

Do you have any convictions, cautions, reprimands or final warnings that are not "protected" as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) by SI 2013 1198?

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Please Note before Completing

Certain spent convictions* are 'protected' and are not subject to disclosure to employers, and cannot be taken into account by a recruitment manager. Guidance and criteria on the filtering of these convictions* can be found at the following link; please read before completing this question:  http://www.legislation.gov.uk/uksi/2013/1198/pdfs/uksi_20131198_en.pdf
*including cautions, reprimands or warnings


	If yes please state:      

	If you do not disclose any conviction you have it could lead to your application being rejected, or, if you are appointed, may lead later to your dismissal.  If between the completion of this application form and taking up a job with The TRUE Learning Partnership, you are convicted of a criminal offence you must inform the Trust of this.

People who have convictions will be treated fairly and given every opportunity to establish their suitability for the job.  All applicants will be considered on merit and ability. Any information that you give will be kept in strict confidence and will be used only in respect of your application for the job.
As part of the recruitment process we will check our records for information we hold about you in relation to your suitability for the post for which you have applied.

Disclosure and Barring Service

Successful applicants will be asked to apply for a Criminal Record Check (Disclosure) from the Disclosure and Barring Service.

Please check the Job Description and Person Specification to identify the level of check required for the position for which you are applying.

A copy of the Disclosure and Barring Service Code of Practice is available on request.

Further information about the Disclosure process can be found at https://www.gov.uk/government/organisations/disclosure-and-barring-service


	I certify that the details on this application form and any supplementary information attached are true as far as I know.  I understand that if I give false information or withhold relevant information, it could result in my dismissal.

Signed  







Date
     


The TRUE Learning Partnership has a duty to protect public funds and may use the information you have provided for the prevention and detection of fraud. It may also be shared with other public bodies solely for these purposes. 
�









