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Dear Applicant
Vacancy for the Post of Chief Financial Officer & Business Leader

Welcome to Trinity. Following the retirement of our current Business Leader, we are looking to
appoint a new Chief Financial Officer and Business Leader who will lead the significant team of staff
who provide the essential supporting functions of a thriving single academy trust.

The school is in a very healthy position, financially and educationally. Prudent decision making
combined with a relentless focus on our educational aim have laid strong foundations for a new
appointee to join our team and take a leading role through the next phase of development.

We have many external verifications of our strengths, which can be seen on our website. | encourage
you to look at both our ‘outstanding’” OFSTED reports of 2014 (main school) and 2017 (Sixth Form),
as well as our most recent set of accounts, in order to see the strength of the organisation you would
be joining.

As you will be an integral part of the school’s life and an essential part of the Leadership Team, we
have advertised a salary between £63,625 and £68,860. The person specification is extensive and
detailed, but you will be ably supported by a dedicated and ambitious team. The other benefits of
working with us are numerous — please read through our information pack and look online for
further details. The starting date for this role is Monday 22 August, which will provide a one-week
handover.

The deadline for receipt of applications is 12:00pm on Monday 25 April 2022. Interviews are
currently scheduled for Wednesday 11 and Thursday 12 May 2022.

| look forward to receiving your application.

Yours faithfully
(N

Julian Nicholls
Head
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Tr|n|ty Church of England High School was opened |n 1984 with the foundation motto of “Faith in
the City, Value in People, Excellence in
Education”.

Today, over thirty-five years on, Trinity is
an outstanding place of learning,
promoting the education of students in a
community which is positively Christian
but welcomes the children of parents of
other faiths.

Trinity quickly established itself as a
popular school serving the City of
Manchester and districts beyond. Its
teachers, support staff and students
worked to create a school with a distinctive atmosphere, both demanding and caring, which reflects
the hopes that parents have for their children. This outlook contributed towards the genuine sense
of partnership between home and school and has, in turn, helped to prowde feelings of security,
structure, happiness and well-being.

Located adjacent  to Manchester
University, Manchester  Metropolitan
University, Manchester Museum, the
Science Park and the Royal Northern
College of Music, we are easily accessible
from all parts of the city and are close to
the many amenities of the city centre. We
make good use of our proximity to both
universities, theatres, galleries, museum,
the RNCM, the Aquatics Centre and Sports
City.

The school’s excellent sports facilities comprise a sports hall, fitness suite, gymnasium, dance studio,
full-size floodlit artificial pitch and floodlit 3G multi-sport courts. The sports centre assists our links
with the community.

School departments are well resourced,
and this has enabled us to combine the
best of tradition with innovative practice.
We seek to develop a breadth of
experience so that, for example, our
science, technology and mathematics are
well balanced by artistic, linguistic,
aesthetic, creative, moral and spiritual
activities. Special attention is paid to
developing the capacity of students to
study independently and co-operatively.

Students joining Trinity from primary
school are admitted from various religious traditions in given proportions in order to maintain the



Christian character and Anglican distinctiveness of the school. At the same time, we encourage and
promote a tolerant understanding of different religious beliefs and cultures.

Trinity’s most recent full Ofsted Inspection took place in January 2014, and we were judged to be
‘Outstanding’ in all categories and ‘Outstanding for overall effectiveness’. The most recent National
Society (Anglican) Inspection, in June 2016, assessed Trinity ‘Outstanding’ in every category and
‘Outstanding’ overall.

In 2010, Trinity benefited from a £21.5 million Wave 4 BSF Buildings & ICT Investment, which
comprised an 80% rebuild and 15% modernisation. Work was completed in the summer of 2011 and
the new school was formally opened by the Archbishop of York in September 2011. We became a
convertor academy the following year.

In 2016, governors invested in opening a brand new Trinity Sixth Form Centre with a capacity of 270
students, taking the school student population up to 1500. Following the opening of the Sixth Form,
we had a one day OFSTED inspection in October 2017, and we received confirmation that the school
continues to be ‘outstanding’, including the Sixth Form.

Most recently, in 2021, governors gave permission to use Trinity's reserves to fund a much needed

" - 6 classroom extension in order to
ensure we had adequate high-
quality multi-purpose teaching
rooms. The extension to the main
teaching block will complete in
May 2022.

IIn conclusion, our overall aim is
"To provide a Christian
environment in which young
people are safe, secure, cared for
and happy, and are able to
develop into articulate, confident
and well qualified citizens of the
world."

Julian Nicholls, Head
School Year 2021-22
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Job Description for the Post of:

Chief Financial Officer & Business Leader

Introduction

Job descriptions have been written to help produce an effective school. They are written statements of what
the jobs involve, what staff are expected to do and the responsibilities involved in the jobs. They thereby
provide a basic framework for the discharging of professional and managerial responsibilities. These basic
frameworks provide a means by which job-holders and persons assuming the responsibility for the job-
holders can mutually discuss the nature of the job.

Job descriptions also allow others in the school to understand what the jobs entail. They are not meant to be
static or exclusive; rather, the nature of a school environment means that flexibility in jobs is desirable and
inevitable. It is the spirit in which jobs are performed which is important to an effective school.

Responsible To:

To be responsible to the Head.

Line management of:

Support Staff, principally: the IT Manager, Facilities Manager, HR Manager, Catering Manager, Sports Centre
Manager and the Finance/Admin Team.

Main Purpose of Job:

To maintain the School’s financial stability (considered over a three-year rolling cycle), while optimising
financial expenditure on the School’s education provision for both present and future students in line with
the School Improvement Plan.

Key responsibilities:

Overall

e To ensure the safety and wellbeing of all students and to report any safeguarding or child protection
concerns through the school’s reporting procedures. To contribute to the safety and wellbeing of
colleagues.

e To be a member of the School’s Leadership Team and its ‘executive’ team, contributing to strategic
planning and decision making and attending governing body meetings as appropriate. The new CFO
will work closely with governors on the Finance, Facilities, Personnel and Audit Committees.

e To be responsible for all aspects of finance, capital projects, human resources, payroll and pensions,
ICT, catering, administration and operations support.

e To plan, oversee and deliver capital projects, including identifying appropriate funding sources,
managing relevant stakeholders and ensuring projects are completed on time and to budget.

e To ensure appropriate reporting, monitoring and control systems are in place.

e To undertake Performance Management of support staff managers.

Financial

e To line manage the Finance Team.

e To be responsible directly to the Head for all financial and accounting procedures.

e To prepare an annual budget and a 3 year budget forecast in consultation with the Head.

e To present budgets to the governors.

e To control, monitor and evaluate the school’s finances, ensuring compliance with financial
regulations and value for money.

e To be responsible for the development and implementation of robust financial systems and
processes, including on-going review and improvement.

e To prepare clear and timely reports of financial accounts as required by the Head and Governing
Body.



To ensure the effective implementation and operation of financial controls within the school and
support budget managers with budget reports and budget management.

To advise and prepare bids, grants and claims for funding, ensuring all streams of revenue are fully
secured and accounted for.

To ensure any tax obligations are discharged correctly and effectively.

To be responsible for the production, maintenance and review of the School’s risk register.

To be responsible for preparing cash-flow forecasts to ensure that the School’s cash position is
consistent with its obligations and to invest surpluses prudently.

To ensure prompt and efficient completion of monthly, quarterly and annual returns, as required by
the Governing Body and by outside bodies including the ESFA, pension schemes and Her Majesty’s
Revenue and Customs.

To maintain regular liaison with banks and other appropriate agencies.

To negotiate, manage and monitor contracts, tenders and agreements for the provision of services
to the School, to ensure that services are delivered to a high quality.

To ensure that effective credit controls are in place in respect of income.

To act as cost centre manager for specific budget area as agreed with the Head.

To seek other income avenues to secure finance across the school.

To manage the tendering for all service contracts;

To be responsible for managing school licences and monitor all insurance policies with a view to cost
effectiveness.

To ensure Trinity Sports Centre runs effectively and efficiently.

Health and Safety & Facilities

To line manage the Facilities Manager.

The post holder will be the school’s Health and Safety Officer and ensure that all Health and Safety
legislation, policies and procedures are in place and adhered to with the support of the school’s SLT.
Through the Facilities Manager, oversee the day-to-day management of Health and Safety (H&S)
within the School.

To take part in regular fire and health and safety risk assessment visits and reviews.

To ensure the Educational Visit Co-ordinator records and processes are fit for purpose.

Human Resources

To line manage the HR Manager.

To ensure the school is compliant with legislation and all its HR policies and procedures.

To oversee all matters relating to payroll, including Her Majesty’s Revenue and Customs queries and
National Insurance, and to ensure that appropriate controls are in place and robust checks are made
in relation to the monthly payroll.

To oversee the recruitment procedure to ensure safer recruitment guidance within the school’s
recruitment policy is adhered to.

To serve as a member of the School’s leadership team, as a positive and proactive leader.

To liaise and work closely with the SLT team with regard to long term strategic plans.

To lead a team of support staff to deliver the vision for the School against its strategic priorities and
timescales and to deliver effective support services.

To support the Senior Leadership Team in managing change and actively promoting its on-going
progress.

IT Support

To line manage the IT Manager.

Ensure that the IT provision for all staff and pupils is delivered, and that all systems are efficiently
supported on a timely basis.

To work closely with the IT Manager and across the school to ensure the ICT provision is meeting the
needs of the staff, pupils and curriculum and providing value for money.

To ensure the General Data Protection Regulation is being adhered to by our network and individual
systems.

To ensure contingency plans are in place in case of technology failure.



Lettings including Trinity Sports Centre
e To Line manage the Sports Centre Manager and attend Sports Centre Committee meetings.
e To ensure the school infrastructure is not only supporting the needs of the curriculum, but also
bringing in additional letting revenue to further develop the school.
e To ensure Trinity Sports Centre provides an efficient and effective service in maximising ‘profit’.

Administration
e To provide oversight of effective administration systems throughout the school.
e To deal with all insurance correspondence and communications, ensuring necessary paperwork is
completed to enable effective insurance cover.
e To ensure the school complies with Data Protection and Freedom of Information legislation.

Catering
e To line manage the Catering Manager.
e To monitor the catering service to ensure the effective provision of school meals.
e To ensure the highest standards of food quality, service and professionalism are achieved, including
hospitality, in accordance with the quality and cost criteria established by the Head.
e To review the findings of staff, parent and pupil surveys, implementing change where needed.

Leadership

e To contribute to the development of the school’s values and vision and communicate these clearly
and enthusiastically to all team members and other stakeholders.

e To ensure all staff are briefed on allocated work, showing how it fits within the school’s vision and
objectives.

e To provide support to staff during times of setback and change.

e To understand the culture and climate of the school and, where appropriate, the wider educational
environment.

e To maintain a visible, professional and high profile within the school.

e To safeguard the assets and reputation of the school and ensure truthfulness in all public
communications.

e To act as Trinity Academy Company Secretary.
e To undertake other duties and work hours as required in line with the grade and responsibilities of
the post.

2021-2022



Person Specification for the Post of:
Chief Financial Officer & Business Leader

Essential Desirable Assessed
e Business Management qualification; Aoplicati
. n.
e Good honours degree or equivalent; e School czpi:saolf
Qualification e Professional accountancy qualification Business reIZvant
Criteria ACCA/CIMA/ICAEW/ICAS/CIPFA; Management certificates
e A record of Continuing Professional Development qualification brought to
activities; interview
e Right to work in the UK. '
e Experience as a member of a senior leadership
team;
. . . e Knowledge and
e Knowledge and experience of financial .
. experience of
management systems and schools funding, :
. . . using SIMS,
particularly academy finances and funding; HESS i
. L . . or similar
e Experience using financial management forecasting ,
schools
packages; )
) . . . packages;
e Experience of leading and managing budgeting and L
Knowledge . ) o e Successful Application,
reporting processes in an organisation; ; .
and . . . . experience in references
. e Experience of working with a range of internal and . . .
Experience . . . the submission | and interview.
external partners, including non-finance personnel; of bids securing
e Knowledge and experience of managing funding in the
procurement, contracts for services, health & oublic sector;
f ; . :
>a ety,.etc, . ) o e Experience of
¢ Extensive experience of managing and motivating leading whole
staff and monitoring performance against targets; .
- school training.
e Understanding of the school’s agenda and
environment.
e Strong organisational and planning skills;
e Ability to ensure confidentiality is maintained at all
times; ]
e Excellent written & oral communication skills; * Strong public
. . o resence;
o Ability to interpret complex legislation and P .
. e Pupil focused
regulations; it )
. . - . commitment;
e Ability to influence and participate in the school’s Ability t
[ ]
management processes; insl Iir\;' ° Application
Skills and e Ability to prioritise and manage conflicting pire; ’
Abilities demands; * Clearfocuson | references
! . . ) value for and interview.
e Demonstrates an innovative and proactive monev and
approach to work; . y
. . . impact of
e Strong people management skills, with highly rovision on
developed interpersonal and motivational skills; Erogress and
e Strong organisational, project management and learning
planning skills; '
e Highly numerate;
e Evidence of well-developed ICT skills.
e Commitment to equality of opportunity and the
safeguarding and welfare of all students;
e Commitment to own Continuing Professional References
Other Development;

e Willingness to undertake training;
e This post is subject to an enhanced Disclosure and
Barring Service check.

and interview.




School Financial Summary (Figures relate to 2020-21 year)

Total DfE & LA Funding 11-19 GAG £8,747,204

Total Pupil Premium and Recovery Funding £538,018

Total Sixth Form Funding £1,028,751 (included above)
Total Trust Generated Income £386,541

Total Wages and Salaries £7,920,765

Total Trust Reserves, 31/08/21 £1,108,908

Total Teaching Staff 101

Total Support Staff 90

Key Information on our Support Teams:

Finance

o 3 full time Finance Officers (2 x all year round and 1 x term time only).
e HCSS budget planning software currently used (Access Group), SIMS Finance accounts package.

e Current school roll: 1518.

Sports Centre

Facilities

Trinity Sports Services Ltd, a wholly owned subsidiary of Trinity CE High School.

Full time Sports Centre Manager and Assistant Manager.

Anticipated turnover of over £200k in 2021/22.

Sports Centre currently opens 17:00-22:00 (Monday-Friday) and 11:00-18:00 (Saturday-Sunday).

e Full time Facilities Manager, 2 site operatives and a part time grounds-man comprise the team.
e Three in house cleaners plus a cleaning contract with Essential Hygiene.
e Recent Academy investments in the estate have included roof repairs, new windows, upgrading of alarm

system, and the heating and cooling system.

e Ongoing Health and Safety Service Level Agreement with WorkNest (formerly Ellis Whittam).

Catering

e In house service, led by a Catering Manager, supported by a Cook, Assistant Cook and team of Catering

Assistants & Lunch Time Organisers.

e The service is very popular and cash sales exceed £300k.

e Currently meeting all food standard regulations.

e Development of dining facilities is required.

e Currently serving around 1000 meals each day.

HR

e Supported by HR Manager & part-time HR Administrator.
e The academy employs 90 members of support staff and 101 teachers.
e A Service Level Agreement is in place with One Education for more complex HR cases and with Stone

King, our legal advisers.

IT

IT Manager, plus two full time technicians.
State of the art IT systems.

Self-managed service.

Excellent record of support throughout the school.

Part-time website technician employed three days per week.
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Contract term: Permanent

Contract type: Full-time, all year round
Salary: £63,625-£68,860 on NJC SSI Scale, starting point subject to experience

This is a great opportunity to come and work in our very highly rated secondary school in central
Manchester. We are looking to appoint an outstanding individual with excellent financial and management
skills to focus on overall strategic responsibility for planning, development, management and
implementation of financial and administrative services for the school.

The post-holder will be a key member of the school’s Senior Leadership Team. Suitable applicants
will be educated to degree level, hold a SBM, CCAB or equivalent professional accountancy
qualification and be able to demonstrate significant leadership experience in a financial
management position.

WHAT WE CAN OFFER YOU:

e The opportunity to join our Outstanding school of 1500 students aged 11-18, supported by a
hugely talented, hard-working staff team;

e Excellent facilities in new and refurbished buildings;

e Enrolment in the Local Government Pension Scheme;

e Free parking and use of the school Fitness Suite;

e Holiday entitlement of 25 days plus bank holidays, rising to 30 days after 5 years’ service
(annualised hours can be discussed);

e Cycle to Work Scheme in operation;

e Access to Health Assured’s 24/7 Employee Assistance Programme;

o Staff Wellbeing Fund for initiatives, activities and social events that support staff mental and
physical health;

e We are a socially inclusive and equal opportunities school and committed to and actively
promote equal opportunities for all our students and staff.

WHAT WE WANT FROM YOU:

e Ability to demonstrate significant leadership experience in a financial management position and
with the potential to develop further;

e Qualified SBM, CCAB accountant or equivalent with some experience in a senior position or a
member of the AAT with significant relevant experience;

e Strategic thinker, with strong and creative analytical capabilities with the capacity to provide
high-level input into key areas of the school and other development opportunities;

e Excellent technical knowledge and experience of financial and management accounting,
accounting systems and processes;

e Ability to foster strong, well-managed relations with colleagues and external stakeholders;

e Good verbal and written skills appropriate to the need to communicate effectively, along with
excellent influencing and negotiating skills.

e Supportive of the school's excellent staff attendance and punctuality record.

Please note that training will be provided on safeguarding and school specific IT applications.

The closing date for applications is 12:00pm on Monday 25 April 2022.
CVs will not be considered. For further details and to download an application pack, please visit
www.trinityhigh.com/vacancies

Trinity CE High School is committed to safeguarding and protecting the welfare of young people and
expects all staff to share this commitment. The school operates a Safer Recruitment policy. The
successful applicant will be subject to appropriate child protection screening, including checks with
past employers and the Disclosure and Barring Service.


http://www.trinityhigh.com/

Trinity CE High School Safer Recruitment Procedure TRINITY
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Trinity CE High School is committed to safeguarding and promoting the welfare of all
students. In order to meet this responsibility, we follow a rigorous selection process to
discourage and screen out unsuitable applicants.

Disclosure
Level of Disclosure Required: ENHANCED

This post is classified as having substantial access to children and so is exempt from the
Rehabilitation of Offenders Act (ROA) 1974. Shortlisted applicants will be sent a form to complete
and required to declare:

e All unspent convictions and conditional cautions;

e All spent convictions and adult cautions that are not protected (ie that are not filtered out)
as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended
in 2020). For further information on filtering please refer to Nacro guidance and the guidance
published by the Ministry of Justice (see, in particular, the section titled ‘Exceptions Order’).

We recognise the contribution that people with criminal records can make as employees and
volunteers and welcome applications from them. The Governing Body is an equal opportunities
employer and is committed to eliminating prejudice in employment. A person’s criminal record will
not in itself debar that person from being appointed to this post. Any information given will be
treated in the strictest confidence. Suitable applicants will not be refused posts because of offences
which are not relevant to, and do not place them at or make them a risk in, the role for which they
are applying.
All cases will be examined on an individual basis and will take the following into consideration:

e Whether the conviction is relevant to the position applied for;

e The seriousness of any offence revealed;

e Your age at the time of the offence(s);

e The length of time since the offence(s) occurred;

e Whether the applicant has a pattern of offending behaviour;

e The circumstances surrounding the offence(s), and the explanation(s) provided;

e Whether your circumstances have changed since the offending behaviour.

If you are shortlisted to attend for interview you will be asked to complete a confidential Criminal
Records Declaration Form, which you will send to the HR Manager. The information disclosed on
the form will not be kept with your application form during the application process. The information
will only be seen by those who need to see it as part of the recruitment process.

It is important that applicants understand that deliberate attempts to conceal the information
requested in the confidential form could result in disciplinary proceedings or dismissal. Further
advice and guidance on disclosing criminal records can be obtained from Nacro’s Criminal Record
Support Service.

All applicants who are offered employment will be subject to a criminal record check, and a check
will be made with the Disclosure and Barring Service (DBS) before the appointment is confirmed.

Any information will be treated with the strictest confidence and you will only be prevented from
obtaining employment if it is considered that you have a criminal record that makes you
unsuitable for the post in question. This information is sent out with application packs for all posts.


https://3bx16p38bchl32s0e12di03h-wpengine.netdna-ssl.com/wp-content/uploads/2020/11/What-do-I-need-to-disclose_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/935747/draft-rehabilitation-offenders-act-1974-exceptions-order-1975.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/935747/draft-rehabilitation-offenders-act-1974-exceptions-order-1975.pdf
https://www.nacro.org.uk/criminal-record-support-service/
https://www.nacro.org.uk/criminal-record-support-service/

A form similar to this will be sent to shortlisted candidates prior to interview:

Criminal Record Declaration Form (Exempt Positions)

If you are unsure about how to answer the questions on this form, please contact Nacro's Criminal
Record Support Service on 0300 123 1999 or helpline@nacro.org.uk. All enquiries to this service
are confidential. You will not be asked for any personal details, unless you want information or

advice sent to you.

Surname: First name:

1. Do you have any unspent convictions or conditional cautions?
YES O NOo O

2. Do you have any spent adult cautions (simple or conditional) or convictions that are not ‘protected’
as defined by the Rehabilitation of Offenders Act 1974 [Exceptions) Order 1975 (as amended)?
vEs O no O

If you have answered YES to either question, you now have two options for disclosing your criminal
record:

Option 1: You can disclose your criminal record on a separate sheet, if you mark a cross (X} on the line
below and attach the details in an envelope stapled to this Form. The envelope should be marked
COMNFIDENTIAL and state your name and details of the post.

I have attached details of my conviction separately (please mark with an X if appropriate.)

Option 2: Please provide details in the space below.

DECLARATION

I declare that the information provided on this form is correct. | understand that the declaration of a
criminal record will not necessarily prevent me from being offered this role at Trinity CE High School.

Signed: Date:

Reference Checking

References from the previous and current employer will be taken up for shortlisted candidates, and
where necessary employers may be contacted to gather further information. Referees will be asked
about whether the applicant has been the subject of any safeguarding concerns, so referees should
be a senior person with the appropriate authority.

Probation

All new staff will be subject to a probation period of six months (which may, in certain
circumstances, be extended by up to a further six months). The probation period is a trial period, to
enable us to assess an employee’s suitability for the job for which they have been employed. It
provides us with the opportunity to monitor and review the performance of new staff in relation to
various areas, but also in terms of their commitment to safeguarding and relationships with pupils.
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The Application Process g

The school's policy is that we do not organise tours of the school pre-application/interview, in case
it disadvantages those candidates who do not have the same opportunity to visit. If called for
interview all candidates are given a tour of the school by a senior member of staff. We hope you
understand our position and that this does not put you off submitting an application.

To apply for this position please go to the advertisement for this post on the Tes website and
complete all fields on the online application form prior to the deadline. If you require an application
form, please contact recruitment@trinityhigh.com.

Please ensure that the form is completed by the closing time & date of 12:00pm on Monday 25
April. Shortlisting will take place week commencing 25 May.

Unfortunately, due to the large number of applications that we receive, we are unable to respond
to unsuccessful applicants. Feedback is only provided to shortlisted candidates who attend for
interview.

Candidates who are shortlisted will be contacted to inform them that they have been selected and
to confirm their availability to attend for interview. This will be by telephone in the first instance
and by email, so please ensure that these details are correct and provided in full on your online
application.

On confirmation of attendance, candidates will be informed of the relevant information needed to
prepare for a skills test and/or interview, depending on the post they have applied for.

The Interview Process

Two days have been set aside for these interviews, Wednesday 11 and Thursday 12 May, with
further shortlisting taking place at the end of the day on 11 May. The first day will consist of a series
of activities, followed on the second day by a presentation and formal interview for candidates who
have been further shortlisted.

On confirmation of your attendance, you will be emailed information regarding the arrangements
for the day, such as time of arrival and information about the format for the process.

Candidates are asked to bring relevant qualification certificates, plus photographic ID and DBS
certificate (if they have one) with them on 11 May. These are checked by HR on arrival at reception.

Trinity Church of England High School is committed to the protection and safety of its pupils. An
appointment will be subject to an enhanced Disclosure & Barring check.

Data Protection Statement

Information that you provide for the purpose of your application will be used as part of the
recruitment process. Any data supplied will be held securely and access restricted to those involved
in dealing with your application and the recruitment and selection process.

Once this process is completed, the data relating to unsuccessful applicants will be stored for a
maximum of 6 months and then destroyed. If you are the successful candidate, your application
form will be retained and form the basis of your personnel record.

All processing of personal data by the school is undertaken in accordance with the principles of the
General Data Protection Regulation 2016.
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