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Dear Candidate,

Thank you very much for considering applying for a job within our Trust. I hope this pack provides you with enough information for you to consider whether you have the right qualities, skills and experience to apply. 

I feel very proud and privileged to be the CEO of The Collective Community Trust. We are a group of seven  community primary schools that serve the children within the Bury borough. Our Trust was established on 1st April 2024.

Our Trust values are Innovative, Inclusive and Collaborative. We very much believe in each individual school maintaining its own ethos, culture and individuality, whilst working collaboratively with each other. The children are at the heart of all we do, and we are extremely proud of the inclusive nature of all of our schools.

As a Trust we are very innovative and forward thinking, and one of our aims is about providing lifelong learning opportunities for all, and this includes our staff. If you are successful in your application we will ensure you are fully supported in your role and have opportunities to access a range of training and professional development to both benefit you and the Trust.

If you feel you can support us in our Trust vision and values then we would be delighted to hear from you.

Good luck with your application.

Kelly Macadam

KL Macadam

CEO of The Collective Community Trust
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HEATON PARK PRIMARY SCHOOL
Dear Applicant, 


On behalf of the governors of Heaton Park Primary and Nursery School I wish to thank you for expressing an interest in the Out of School Club Manager post.

We are extremely proud of our happy and friendly school. Expectations and standards are high, and as a result, our children and their parents respond positively to a welcoming and safe environment.

We are looking for a Out of School Club Manager who is passionate and motivated and can organise a team. You will be joining a dedicated team of staff, as well as accessing the support of a committed governing committee who have a strong understanding of school and its community.

Our school is located in an urban area of Manchester. Our school context has changed over recent years, with us now being slightly below average in terms of disadvantaged. We are a diverse, inclusive community, which we are proud of. We are above the national average for our minority ethnic, EAL and children with EHCPs.

We have a mix of governors from different backgrounds representing the diversity within the school family. School works in close partnership with parents/carers who come into school to be involved in a number of activities to support the learning of children. We are firmly committed to educating the whole child and are proud of the breadth of experience we give to our learners.

We would warmly, and strongly encourage you, to make a visit to the school. To do so, please contact school directly to book in a visit. contact@heatonparkbury.com

We wish you the best of luck.

Sonja Butterworth
Chair of the Local Governing Committee
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At Heaton Park we love, we persevere and we flourish.
Out of School Club Manager (Level 3 or above)
23.75 hours per week (Term-time only) Part-time/Permanent
Salary Scale – Grade 8 (SCP 12-17)
Required from 1st September 2026 
The Collective Community Trust is a newly formed Trust responsible for seven primary schools. We are committed to providing high quality services to support the schools within the Trust to achieve the very best for our pupils.
Heaton Park Primary School is a happy, vibrant and inclusive school that is forward-thinking and proud to serve its community. Our children are central to all that we do and our staff are motivated, friendly and committed to providing nothing but the very best for every child.
Governors are looking to appoint a passionate and driven Out of School Club Manager.
Applications are welcomed from candidates with a proven track record of excellency, who are child-centred, and who want to make a positive contribution to our wonderful school.
We are looking for candidates with:
· Experience of working in a primary school
· Experience of leading a team
· Knowledgeable and committed to the role
· A strong team work ethos, positive nature and a nurturing approach
· A willingness to be flexible and proactive
· A real passion for children and supporting their wellbeing
In return we can offer:
· Well behaved, motivated and happy pupils
· A caring, inclusive ethos
· A committed, dedicated, supportive and enthusiastic team of staff and Governors
· An inclusive school where every child matters
· The opportunity for professional development
· A school that is committed to nurturing the mental health and wellbeing of the staff, children and school community.
Employees of The Collective Community Trust have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm. 
Appointment is subject to a satisfactory disclosure at the appropriate level under the Disclosure and Barring Service.
In line with safer recruitment, please ensure that your application covers your full employment history and there is a reason noted for any gaps in employment. Successful candidates will be asked to provide relevant references for the past ten years and character references will not be accepted.
For further information please see: 
· Job description
· Person specification
· Application Form
Application forms are returnable to the school address or by email to contact@heatonparkbury.com 
Closing Date: Thursday 2nd July at 5.00pm 
Shortlisting: Friday 3rd July
Interviews: Date TBC
Visits to the school are welcome, please phone the school office to arrange a visit or if you have any questions about the post.
[bookmark: _GoBack]


APPLICATION FORM 
THE COLLECTIVE COMMUNITY TRUST
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WORKING TOWARDS EQUAL OPPORTUNITIES
CONFIDENTIAL
Dear Applicant

Thank you for showing interest in this post with The Collective Community Trust.

This pack contains the following information:
· Job description
· Person specification 
· Information about the school/service and the post (where appropriate)
· A welcome letter from the CEO
· Information on how to make the most of your application: guidance notes

Please read all the documents enclosed before you complete your application form as they are designed to help you.

I would like to take this opportunity to wish you every success in the future.

Yours sincerely,

Kelly Macadam
CEO of The Collective Community Trust

The Collective Community Trust aims to promote equality of opportunity for all, with the right mix of skills, talent and potential and the Trust welcomes applications from a diverse range of applicants.

Each appointment is subject to an enhanced Disclosure and Barring Service check, medical assessment and your entitlement to work in the UK.  The post for which you have applied is exempt from the Rehabilitation of Offenders Act 1974 and you will therefore be required to disclose information regarding any convictions, cautions, reprimands, warnings or bindovers against yourself which would otherwise be considered as ‘spent’ in relation to this application. Any such information will be treated in strict confidence and will only be used in consideration of your suitability for the post for which you have applied.

Please complete your application in black ink/type to enable photocopies to be taken.

Shortlisted candidates will normally be informed within two weeks of the closing date and will be told the date and time of interview.  If you have not heard within two weeks then please assume that on this occasion your application has been unsuccessful.  Receipt of applications can only be acknowledged if you enclose a stamped addressed envelope.




INFORMATION ON HOW TO MAKE THE MOST OF YOUR APPLICATION: GUIDANCE NOTES

When you apply for a job with The Collective Community Trust selection for interview is based upon the information you provide on the application form. With the application form you will have:

A Job Description – this gives you details about the job. It lists all the main tasks and duties which the postholder will be required to carry out.

A Person Specification – this tells you what qualifications, skills, knowledge and experience a person must have to be able to do the job. These are listed as essential and desirable criteria. In order to be invited for interview you must be able to show that you meet all the essential criteria and ideally all the desirable criteria. However, if you do not meet some or all of the desirable criteria, you may still be invited for interview.

Some points to bear in mind before you start:

· Look carefully at the job description, person specification and application form. Ask yourself why you are interested in the job and what qualifications, skills, knowledge and experience you have which would help you to do the job. Do not copy the same application for a series of jobs.

· Make sure your application relates to the requirements of the job description and person specification.

· Please use the application form provided.

· When completed, read through your application form carefully and check that each section has been filled in. If you have additional pages, please ensure that they are numbered and securely attached. On each additional page you should also write down the post title.

· Sign and date your form and make sure that it is sent in plenty of time to arrive before the closing date.

Completing your Application Form

The application form is in three parts – Section A, B and C.

Section A asks for your personal details, such as your name, date of birth and any other information from which a shortlisting panel may identify you. Section C asks you to provide information which will help us to monitor and improve our equal opportunities policy.  Sections A and C of the form will be detached and kept separately early on in the recruitment procedure. This means that the shortlisting panel will only have access to the information contained in Section B.

Section A - Personal Details:

Make sure that your full name, address, preferred title, previous names, telephone numbers and email address are entered.

Section B - This section asks for the information we need to consider when we draw up a shortlist based on the person specification.

Post Details: Please copy the relevant information detailed in “Section A1”. 

Current or Recent Employment: If you are currently employed give details of your present job. If you are not currently working leave this section blank.

References: You should give the name, address and designation of two referees one of whom should be your current employer (or most recent employer if you are unemployed). If you do not currently work with children but have done so previously please include the employer’s details as a referee. If you have not been employed before, you should give the name of a teacher or lecturer who knows you well enough to comment on your ability to do the job. If you have no previous experience, have recently entered the country or the company you worked for has closed down, a reference from a non-employer (e.g. your doctor, your solicitor, your former lecturer) may be acceptable.  References from relatives, partners or friends will not be acceptable. It is the policy of the Trust not to accept elected members as referees.

Previous Employment: Starting with your most recent previous employer, list all the employers you have worked for. Give the dates you worked for them and their name and address.  Write down your job title and, for more recent posts, your grade and salary.  Check that dates are correct and in order and that reasons are given for any gaps.

Education and Professional Qualifications: List all your qualifications, including grade/level achieved, starting with those you obtained most recently. We need this information to assess whether you fulfil the essential qualifications for the vacancy.  If you have any professional qualifications that you feel are relevant to the vacancy although they may not be an essential or desirable requirement for the post, please list them here. If you have overseas qualifications you will need to provide evidence to show that they are equivalent to any qualification required. If you need help with this you can contact the National Council for Academic Recognition on 0161 957 7064.

Age Range Trained for: Please tick appropriate boxes for the age range you are trained to teach.

Other non-qualification training: Detail here any other training you have undertaken which may be relevant to the post along with the dates the training was carried out.

Teaching Details: Please give details of Qualified Teacher Status, induction, DfE number and any prohibitions or conditions placed on you.

Dismissal/Disciplinary: In the event that you have been dismissed or been the subject of any child protection concerns or disciplinary action please give details.

Your application: This is the most important part of your application. Do not repeat your whole career history. Try and match your relevant skills, knowledge and experience to the essential and/or desirable requirements on the shortlisting criteria contained within the person specification.

As a guide it may be helpful to use the criteria on the person specification as headings.  Under these headings you could outline the relevant skills, knowledge and experience you have obtained.  It is not acceptable to just say you have done something; you must qualify this by giving details of how you did it, what was involved and what was the outcome.

Section C - Equal Opportunities Monitoring:

Remember to complete this part of the form as it helps us to find out whether our equal opportunities policy is effective with regard to recruitment and retention of staff, e.g. the development of work life balance policies.

Every job applicant’s suitability for a job will be judged on the basis of their skills, knowledge, experience and/or qualifications.


GENERAL INFORMATION

CVs
Unless otherwise stated, prepared CVs will be accepted by the short-listing panel and used in the recruitment process only in support of a fully completed application form.



DATA PROTECTION ACT 1998
EMPLOYMENT APPLICATION AND ASSOCIATED FORMS

DATA PROTECTION ACT 1998

The Trust maintains a Register Entry in respect of Staff Administration. Personal information provided by you on this form and any others in connection with your application is treated in confidence and complies with the requirements of the Act.

Verification of Information
The Trust may verify information you have provided on the Application Form (e.g. Qualifications, Skills, Knowledge, Experience and Salary) either prior to the interview or as part of the appointment process. This may involve contacting organisations or persons you have quoted on the form. You will have the opportunity to make representations should any checks produce discrepancies.

Trust Fraud Initiatives
The Trust must protect the public funds it handles and we may use the information you have provided to prevent and detect fraud. We may also share this information with other organisations which handle public funds.
Please see advertisement for the return address for your completed application.

SECTION A
To be detached and kept separately until the short-listing process is complete.  After the short listing stage the information will be needed to contact those candidates selected for interview.

	1.	Post Details
	

	Post Applying For
	
	

	School/Service
	
	

	Location
	
	

	
Closing Date            
	

	




	2.	Personal Details
	

	Surname (block capitals)
	
	Preferred Title
	
	

	Forenames
	
	Previous Name
	
	

	Address
	
	

	
	
	

	Post Code
	
	E-mail
	

	Home Tel. No.
	
	Mobile Tel. No.
	
	

	Work Tel. No.
	
	National Insurance No.
	
	

	




	3.	How did you find out about this job?  (e.g. name of the newspaper, Greater Jobs website/other website, or word of mouth, please indicate)

	
	

	

	




	
4.	Are you related to a Councillor or Senior Officer of the Council or member of the Governing Body?	Yes  |_|   No  |_|
	If yes, please provide details

	
	

	

	





PLEASE RETURN THE APPLICATION FORM TO

contact@heatonparkbury.com





Disclosure of Criminal Background and Child Protection Matters

This post is exempt from Section 4(2) of the Rehabilitation of Offenders Act (1974). You are required therefore, to disclose below all convictions against yourself, cautions or reprimands, warnings or bindovers, including those which in other circumstances would be considered as ‘spent’ under the provisions of the Act in relation to this application. You must also declare if you are on the ‘Children’s Barred List’, disqualified from work with children, or subject to sanctions imposed by a regulatory body. If you are appointed to the post any failure to disclose such information could result the offer of appointment being withdrawn, dismissal or disciplinary action being taken.

If you are successful any information declared will be considered and discussed with you prior to a decision being made on your appointment. The School / Trust has a policy on the recruitment of ex-offenders and that a criminal record will not automatically debar anyone from employment with the School/Authority.

Do you have any convictions, cautions, reprimands or final warning that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)   
Yes  |_|   No  |_|

If you have answered Yes please give details below:
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

The amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are “protected” and are not subject to disclosure to employers, and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the Disclosure and Barring Service website. 

Are you registered on Children’s Barred List, disqualified from work with children or subject to sanctions imposed by a regulatory body?				
Yes  |_|   No  |_|

If yes, please give details below:
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..

If you are offered the position the Disclosure and Barring Service will be contacted to assess the possible existence and content of an enhanced criminal record. Any such information will be strictly confidential and will only be used to consider your suitability for the post for which you are applying. 

I have read the above statement and agree to the Disclosure and Barring Service being contacted:

………………………………………………………………  (Signature)		Date ………………………………….




	DECLARATIONS

1. I am not subject to any immigration controls or restrictions that prohibit my undertaking work in the UK.

2. I understand that:

· Under the Home Office guidelines regarding the protection of children I will be asked, if shortlisted, to agree to a check being made by the Disclosure and Barring Service about the existence and content of a criminal record.

· In accordance with the Data Protection Act, the personal details submitted on this application form are collected by The Collective Community Trust. Personal data will be used for the purpose of selection, interview and employment records.  In addition, personal data may be disclosed to third parties where a legal basis is satisfied.

· Providing false information is an offence and could result in my application being rejected or summary dismissal if selected and possible referral to the police.

3. The information I have given on this form is true and accurate to the best of my knowledge.

4. I understand that if it is found that I have deliberately given false or misleading information I will, if appointed, be dismissed without notice and the matter may possibly be referred to the police.










	Signed:

	
	
	Dated:
	



(If you submit your application by email, you will be asked to sign this declaration if you are invited to interview.)


 
SECTION B

Only this section will be made available to the short-listing panel.

1.	Post Details: 

	Application for the post of:
	
	
	
	

	School:
	
	

	
	
	

	



2.	Current or Most Recent Employment:

If you have just left education or have not yet been employed please use Section C10 to explain how you meet the requirements in the person specification.

	Post Title:
	
	Date Started Current Post:
	
	

	
	Salary Scale/Allowance:
	
	Present Annual Salary:
	
	

	
	Name and Address Employer:
	
	

	
	Email:
	
	
	
	

	
	Tel No:
	
	
	
	

	
	Name and Address of School/Service:
	
	

	
	Email:
	
	
	
	

	
	Tel No:
	
	
	
	

	
	Reason for Leaving:
	
	
	Notice period:
	
	

	



	3.	References
	Please give the names of two referees.  One should be your current or most recent employer, where appropriate. If you do not currently work with children but have done so previously please include the employer’s details as a referee.  References will not be accepted from relations or partners (including same sex partners) or from people writing solely in the capacity of friends.  If you are short-listed your referees will be contacted before interview.

	1.	Name
	
	2.	 Name
	
	

	Designation
	
	Designation
	
	

	Address
	
	Address
	
	

		
	
	
	
	

	Tel. No.
	
	Tel. No.
	
	

	Email address
	
	Email address
	
	

	Current employer/previous employer/ other. (Delete as appropriate, if other please explain)

	Current employer/previous employer/ other. (Delete as appropriate, if other please explain)




Section B continued
4.	Previous employment, including voluntary work/reasons for any gaps:
	(Please list in date order, starting with the most recent and continue on a separate sheet if necessary)
	Please note that it may be necessary to contact some or all of your previous employers for information to verify particular experience or qualification prior to any interviews.
	Dates
	Local Authority
Name and Address of School/Employer
	Pupil Nos. in school + age range worked with
	Job Title/
Salary/Grade of post (include allowances)
	Reason for Leaving

	From
	To
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please continue on a separate sheet if necessary

Section B continued

5.	Education and Professional Qualifications:

(Please list in date order, starting with the most recent, include any qualifications you are currently working towards)

	Name and address of school, college or university
	Qualifications obtained or to be taken
(Only include A Levels or equivalent e.g. NVQ Level 3 and above and professional qualifications)
	Date Passed
Or to be taken
	Grade
Obtained

	

	

	

	





6.	Age Range Trained for (if applicable):

	[bookmark: Check47][bookmark: Check48]Early Years	|_|	Key Stage 3	|_|
[bookmark: Check49][bookmark: Check50]Key Stage 1	|_|	Key Stage 4	|_|
[bookmark: Check51][bookmark: Check52]Key Stage 2	|_|	Post 16	|_|



Section B continued

7.	Relevant Training Courses/Programmes Attended:
(Please give details of any other relevant training, within the last three years, not covered in previous sections, e.g. short courses)
	From
	To
	Course Title and Organising Body
	How was the training useful to you?

	

	

	

	




Section B continued

	8. Teaching Details (if applicable): 


	
	Do you hold Qualified Teacher Status?
	Yes  |_|   No  |_|

	
	If yes, please give date of the award:
	
	

	
	
Have you successfully completed a period of induction as a qualified teacher in this country where required by the DfE?
	
    Yes  |_|   No  |_|
	

	
	What is your DfE Number?
	
	
	

	
Are you subject to any conditions or prohibitions placed on you by the the Secretary of State/relevant Government Agency?
	
Yes  |_|  No  |_|
	

	If yes, give full details:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	9. Dismissal/Disciplinary:

	
	

	
	Have you ever been dismissed from any employment? 
	Yes  |_|   No  |_|
	

	
	If yes, on what grounds and date:
	
	
	

	
	
	

	
	
	
	

	
	
	

	
	Have you ever been the subject of any child protection concerns either in your work or personal life, or disciplinary action, including any which is time expired?
	Yes  |_|   No  |_|
	

	
	If yes, please provide details, including dates:
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	




Section B continued

10.	Your Application:

(Please read the Guidance Notes before you complete this section and ensure it covers items on the person specification) Please use no more than two sides of A4 in font size 10.

	The information you provide in this section is very important in assessing your application against the person specification enclosed.  It will be important in determining whether you are short listed or not.  Please use this space to describe how your skills, knowledge, experience and training would help you meet the requirements of this post.  The guidance notes may also help you understand the importance of this section. CVs will only be accepted in addition to the information you are asked to provide in this Section.



	Please note if you are using a continuation sheet please write the title of the post for which you are applying at the top of each page.





SECTION C		
EQUAL OPPORTUNITIES MONITORING
The information in this section will be treated in strict confidence.
The results will be used to produce statistics about recruitment and selection. They will help us to take action to prevent discrimination. This part of the form will be detached and kept separately before the shortlisting stage.
Please answer all the questions.

1.	Gender
[bookmark: Check53][bookmark: Check54]I am: (Please tick appropriate box)	|_|  Male	|_|  Female

2.	Date of Birth	_________

3.	Marital Status
I am: (Please tick appropriate box)
	|_|  Single	|_|  Married or in a Civil Partnership	|_|  Divorced	|_|  Widowed 

4.	Caring Responsibilities in your Personal Life
Are you responsible for looking after children under the age of 16?
(Please tick appropriate box)
[bookmark: Check59][bookmark: Check60]	|_|  Yes	|_|  No
Are you responsible for helping any other person carry out their daily routine?
(Please tick appropriate box)
[bookmark: Check62][bookmark: Check61]	|_|  Yes	|_|  No

5.	Language(s) Spoken
	English	Other
[bookmark: Check30][bookmark: Check31]First language learnt	|_|		|_|
[bookmark: Check32][bookmark: Check33]Main language used now	|_|		|_|
	
	If other, please write in
	



6.	Sexual Orientation
[bookmark: Check34]|_|	Person of the same sex	(lesbian or gay man)
[bookmark: Check35]|_|	Persons of opposite sex 	(heterosexual)
[bookmark: Check36]|_|	Persons of the same sex and opposite sex	(bisexual)
[bookmark: Check37]|_|	Prefer not to disclose

7.	Which religion/belief do you follow?
[bookmark: Check38]|_|	Buddhism	|_|	Judaism
[bookmark: Check39]|_|	Christianity 	|_|	Sikhism
[bookmark: Check40]|_|	Hinduism	|_|	Other religion, please write in _________
[bookmark: Check41]|_|	Islam	|_|	None
[bookmark: Check42]|_|	Prefer not to disclose



8. 	Ethnic Origin

	What is Ethnic Origin?
Please tick the box that you believe best described your ethnic origin. Your ethnic origin is not related to your nationality, place of birth, or citizenship. It describes your culture and broad ethnic group. UK citizens can belong to any of the groups indicated below.
What would you describe to be your ethnic origin? (Please tick appropriate box)
	White
[bookmark: Check9]|_|	British
[bookmark: Check10]|_|	Irish
[bookmark: Check11]|_|	Traveller of Irish Heritage
[bookmark: Check12]|_|	Gypsy/Roma
[bookmark: Check13]|_|	Any other White background, please write in	___________
	Mixed
[bookmark: Check14]|_|	White and Black Caribbean
[bookmark: Check15]|_|	White and Black African
[bookmark: Check16]|_|	White and Asian
[bookmark: Check17]|_|	Any other Mixed background, please write in	___________
Asian or Asian British
[bookmark: Check18]|_|	Indian
[bookmark: Check19]|_|	Pakistani
[bookmark: Check20]|_|	Bangladeshi
[bookmark: Check21]|_|	Any other Asian background, please write in	___________
	Black or Black British
[bookmark: Check22]|_|	Black Caribbean
[bookmark: Check23]|_|	Black African
[bookmark: Check24]|_|	Black British
[bookmark: Check25]|_|	Any other Black background, please write in	___________
	Chinese or other ethnic group
[bookmark: Check26]|_|	Chinese
[bookmark: Check27]|_|	Any other ethnic group, please write in	___________
	Other or unknown
[bookmark: Check28]|_|	Other
|_|	Unknown
[bookmark: Check29]|_|	Prefer not to disclose

	




9.	Disability

	A disabled person is someone who has a physical or mental impairment, which has a substantial and long-term adverse effect on his/her ability to carry out normal day to day activities.  The Disability Discrimination Act 2005 has extended protection to cover people with HIV infection, cancer and multiple sclerosis from the point of diagnosis.  

[bookmark: Check43][bookmark: Check44]	Do you consider yourself a disabled person?	|_| Yes	|_| No
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Application Guidance Notes for Candidates
Please read this information before you complete the application form.
Any part of our recruitment pack is available in alternative formats on request.

Making an Application

Thank you for expressing interest in this vacancy. In this information pack you will find an application form, job description/advertisement and guidance notes.

· You must complete the application form to apply for this vacancy. If you send CV to support your application you must still complete the application form in full. Proper completion of this form is an essential part of the selection process.

· Each vacancy is based upon a job description and where applicable a person specification. The job description lists the key responsibilities of the post. The person specification outlines the skills, knowledge, experience, and qualifications which are either essential or desirable. Remember you will be selected for interview based entirely on the information you provide in your application form. So read the job description and person specification very carefully so that you know what the job involves and match your skills, abilities and knowledge to it. The person specification will also include your suitability and motivation to work with children to provide the school/Trust information regarding your commitment to safeguarding and promoting the welfare of children/young people.

· The completed application form must show that you meet all of the essential criteria on the person specification. To make sure we treat all applicants fairly, we do not make assumptions about you, we only look at what you tell us about yourself in the application form.

· Complete all parts of the application form and ensure the information that you supply is clear, precise, accurate      and is aimed at the job you are applying for.

· Please make sure you return your application form by the closing date.	
No applications can be accepted once shortlisting for the vacancy has begun.

· After the closing date, shortlisting will start. If we have not contacted you within 28 days  of the closing date you can assume that this time your application has been unsuccessful. We will always endeavour to try and inform you via email of the outcome of the shortlisting process.
· Please keep free any interview date given, as it is not normally possible to re-arrange an interview.

· We welcome applications from all sections of the community and are pleased to help meet any requirements arising as part of the recruitment process, for example from a disability. 




Guidance Notes on Completing the Application Form

· Additional Information - please refer to section 10 of the application form and attach a separate letter of application – of no more than 2 sides of A4, font size 10, to support your application. Please make sure that you describe fully how your experience, skills and abilities meet those described in the person specification.

· Previous Employment / Education History - Please ensure all gaps in employment and education history are fully explained on your application form. We will verify this information with you during the recruitment process.

· Certain jobs, typically those involving substantial access to children or vulnerable adults, require disclosure of all criminal convictions or cautions whatever their nature and whenever they occurred. For these jobs there is an independent check before an appointment is confirmed. It is important that you volunteer such information at the outset. Whether a job is of this type will be clear from the further particulars.

· When submitting an application form electronically, you will be asked to verify certain information at the interview process, by providing a full physical signature on the    form and the date of signing. 

· References – Two references must be obtained. References must be obtained from previous employers. Where this is a school, it must be from the Headteacher/Principal, or for a Headteacher post from the Chair of Governors/someone from the LA or Trust central team.   

· A reference from a supply agency consultant is not permissible unless it is in addition to   other employer references. In some circumstances it may be necessary for us to contact more than two references. This might include contacting previous employers or to verify gaps in employment. In this situation you will be asked to provide contact information to enable us to take up these additional references.

· Date of Birth Information - Individuals employed within Residential establishments must meet the minimum age requirements set out by the Department of Health

· Reason for Leaving - In accordance with Safer Recruitment Guidance, you will be required to complete the ‘reason for leaving’ sections of the application forms. Verification at interview will be required.

Equal Opportunities
We recognise the importance of promoting equality of opportunity across all service provision as well as in the employment of our staff. We aim to promote equality of opportunity for all with the right mix of talent, skills and potential and we welcome applications from diverse candidates.
We have a culture where employees are treated as individuals, and where differences are welcomed and embraced. We believe that equality is the responsibility of all employees and every employee can influence how equality is achieved within our Academies. To deliver this we will create an awareness and understanding of equality by ensuring that training and development is an integral part of every employee's individual personal development.



Commitment to Employees

As a fair and reasonable employer we aim to provide equality for all our employees. To     achieve this we will:
· Promote and implement best practice in recruitment and selection practices, including  taking positive action to address identified imbalances.
· Have in place a fair and transparent pay structure.
· Treat employees with dignity and respect, acknowledge strengths and help to overcome any weaknesses through individual personal development plans and reviews.
· Promote equality of access to training, development and promotion.
· Create a working environment that challenges and eradicates prejudice, harassment, unlawful and unfair discrimination.
· Consult with employees regarding Wellbeing and work-life balance, implementing arrangements where they can be balanced with business need.
· Make reasonable adjustments for employees.

Data Protection Act /GDPR
The Collective Community Trust takes its data management responsibilities seriously. We Comply with all aspects of current data protection legislation and are committed to compliance with the UK GDPR, ensuring all personal data is handled in accordance with the principles outlined in the regulations.

We are committed to ensuring that your privacy is protected and we strictly adhere to the provisions of all relevant Data Protection Legislation, including GDPR, ensuring all personal data is handled in line with the principles outlined in the regulation that state:

Personal data shall be:

1. Processed lawfully, fairly and in a transparent manner in relation to the data subject.
2. Collected for specified, explicit and legitimate purposes and not further processed in a manner that is incompatible with those purposes.
3. Adequate, relevant and limited to what is necessary in relation to the purposes for  which they are processed.

4. Accurate and, where necessary, kept up to date.

5. Kept in a form which permits identification of data subjects for no longer than is  necessary for the purposes for which the personal data are processed.

6. Processed in a manner that ensures appropriate security of the personal data,    including protection against unauthorised or unlawful processing and against accidental loss, destruction or damage, using appropriate technical or organisational measures

The Trust may contact other organisations (such as the Disclosure and Barring Service, previous employer(s), education establishments, etc) to check the factual information you have given on the application form.
If we offer you a job we will use some of the information you give us on the application form in your contract of employment.
The information you give on the recruitment monitoring form will only be used to monitor the application of our equal opportunities policy and the effectiveness of our recruitment and advertising strategies.

The Collective Community Trust place a high priority on protecting and managing data in accordance with accepted standards and indeed helping our customers utilise our products and services with confidence. We are committed to compliance with UK GDPR as both a processor and controller of personal data.

Further information about privacy and data protection is available at https://www.thecollectivecommunitytrust.co.uk

              Further Information
The Immigration and Asylum Act 2006
We must take copies of evidence that you are able to legally work within the UK; the following list details the acceptable documents/ combinations of documents which we must
see and copy:

Single documents (that we only need to see/copy once)
· A United Kingdom Passport
· A Passport/National Identity Card from a country in the EEA Agreement stating that the  holder is a national of that country
· A United Kingdom residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office/ UK Border Agency to an EEA national.
· A permanent residence card issued by the Home Office, UK Border Agency to the  family member of a national of an EEA country or Switzerland.
· A Biometric Immigration Document (ID Card) issued by the UK Border Agency to the  holder which indicates that the person named in it is allowed to stay indefinitely in the United Kingdom, or has no time limit on their stay in the UK.
· A Passport or other travel document stating the holder is ‘exempt from immigration control’, is allowed to stay indefinitely/has right of abode in the UK or has no time limit on their stay in the UK.
Combinations of documents (that we only need to see/copy once)
· An official document giving the person’s permanent National Insurance Number and their name issued by a government agency or a previous employer in combination with one of the following documents:
· An immigration status document issued by Home Office/ Border Agency to the holder  with an endorsement indicating that the person named has no time limit on their stay in the UK
· A full birth OR adoption certificate issued in the United Kingdom/ the Channel Islands,    Isle of Man or Ireland
· A certificate of registration or naturalisation as British citizen
· A letter from the Home Office/ Border Agency confirming the individual can undertake the specific work in the UK

The Rehabilitation of Offenders Act 1974
What is the Rehabilitation of Offenders Act?
The Rehabilitation of Offenders Act was introduced to make sure that you are not discriminated against when applying for jobs, if you have been convicted of a criminal offence and you have not re-offended for a period of time since the date of your conviction.

The Act allows certain types of convictions to be treated as "spent" after a certain (variable) period of time. You are no longer legally required to disclose to us convictions that have become "spent", unless the post you are applying for is exempted. In the case of more serious crimes, such as where the sentence is more than 30 months imprisonment, the conviction can never become "spent" and must always be taken into account.

Exceptions Orders exist to protect vulnerable client groups such as children, young people, the elderly, sick or disabled. In such cases, we are legally entitled to ask you for details of all    convicitons, even if they are "spent" or "unspent" under the Rehabilitation of Offenders Act.

Cautions, reprimands and final warnings are not criminal convictions and are not covered by the Rehabilitation of Offenders Act. They become "spent" immediately and we may only consider them when appointing to exempted posts.

Having an “unspent” conviction will not necessarily bar you from employment. This will depend on the circumstances and background to your offence(s). However, as some of our positions meet the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974, all applicants who are offered employment to one of these posts will be subject to a criminal record check from DBS before the appointment is confirmed. This will include details of cautions, reprimands or final warnings, as well as convictions.

For all other criminal convictions, you will only need to disclose any convictions that are not 'spent'. A conviction is regarded as spent if you have served a 'rehabilitation period'. These periods vary according to the sentence received.

Safeguarding

The Trust is committed to Safeguarding and Promoting the Welfare of all of its pupils. Each pupil’s welfare is of paramount importance. We recognise that some children may be especially vulnerable to abuse e.g. those with Special Educational Needs, those living in adverse circumstances. We recognise that children who are abused or neglected may find it difficult to develop a sense of self- worth and to view the world in a positive way. We recognise that some children who have experienced abuse may harm others. We will always take a considered and sensitive approach in order that we can support all of our students.

The Trust’s Safeguarding Policy applies to all adults, including volunteers, working in or on behalf of the Trust.

Everyone in the education service shares an objective to help keep children and young people  safe by contributing to:
· Providing a safe environment for children and young people to learn in education settings; and

· Identifying children and young people who are suffering or likely to suffer significant harm and taking appropriate action with the aim of making sure they are kept safe both at home and in the education setting’. Safeguarding Children and Safer Recruitment in Education DfES 2007(as updated accordingly)

The Trust pays full regard to DfES guidance ‘Safeguarding Children and Safer Recruitment in Education’. We ensure that all appropriate measures are applied in relation to everyone who works for the Trust who is likely to be perceived by the children as a safe and trustworthy adult including e.g. volunteers and staff employed by contractors. Safer recruitment practice includes scrutinising applicants, verifying identity and academic or vocational qualifications, obtaining professional and character 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 where appropriate, undertaking appropriate checks (List 99 and Criminal Records Bureau) checks completing the academies disqualification declaration forms.
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Out of School Club Manager Job Description
	Employment details

	Job title
	Out of School Club Manager

	Reports to
	Headteacher/Local Governing Committee

	Hours of work
	Monday – Friday 
7.15-9am    3-6pm

	Salary/Scale
	

	
Employees of Heaton Park Community Primary School have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm. 


	Job Purpose
To manage the day-to-day running of the out of school club, providing a safe, engaging, and inclusive environment for children. The role involves leading activities, supervising staff, ensuring safeguarding standards are met, and maintaining positive relationships with parents and carers.

General Duties
· Lead the day-to-day management and overall organisation of the Out of School Club
· To provide line management to a team, directing work, supervising activities and supporting the induction of new staff
· Plan, organise, and deliver a variety of fun, educational, and age-appropriate activities 

· Ensure the safety, wellbeing, and safeguarding of all children at all times 

· Work with staff to ensure and provide care, play opportunities and activities in a homely, nurturing and safe environment with regards to the individual child

· Develop links with the available outdoor provision

· Maintain appropriate staff-to-child ratios in line with regulations 

· Manage daily registers, attendance records, and relevant paperwork 

· Communicate effectively with parents, carers, and school staff 

· Handle any behavioural issues in a calm and professional manner 

· Ensure the club environment is clean, safe, and well-maintained 

· Manage resources, equipment, and snack provisions. Liaise with the Headteacher regarding the ordering and purchasing of equipment

· Ensure compliance with relevant policies, including safeguarding, health & safety, and equal opportunities
· To effectively manage the occupancy of both clubs, manage the waiting list and offer of places. Promote and market the clubs effectively
· To take responsibility for own professional development, including participation in appraisal. Attend all necessary training to keep on top of developments relating to wrap around care



	Safeguarding: 
As an employee of The Collective Community Trust you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
Equality Diversity and Inclusion:
The Collective Community Trust is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
Health and Safety:
The post holder is responsible for Employees Duties as specified with the School’s Health and Safety Policies.
Health and Wellbeing:
As an employee of The Collective Community Trust you should contribute to a culture that values and supports the physical and emotional wellbeing of yourself and your colleagues.

Any other duties deemed reasonable, as directed by the Headteacher. The specific nature and balance of these responsibilities will vary according to the needs of the school. It will be necessary to specify the curriculum and subject / aspect co- ordination responsibilities / teaching commitment to be undertaken by the post holder.

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  (See paragraph 203 of Supplemental Conditions of Service)




Signed:
Date:
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	ASSESSMENT METHOD
	SHORT-LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	APPLICATION FORM /INTERVIEW

	QUALIFICATIONS/TRAINING
Relevant Childcare qualification – Level 3 or above.
	√
	


	APPLICATION FORM / INTERVIEW
	Previous experience in a supervisory or management role.
	
	√

	APPLICATION FORM / INTERVIEW
	First Aid qualification
	
	√

	APPLICATION FORM / INTERVIEW
	Food Hygiene qualification
	
	√

	APPLICATION FORM /INTERVIEW

	SKILLS
Ability to work effectively within a team environment.
	√

	

	APPLICATION FORM / INTERVIEW
	Strong leadership and organisational skills.
	√
	

	APPLICATION FORM /INTERVIEW

	Ability to build effective working relationships with all pupils and colleagues.
	√
	

	APPLICATION FORM / INTERVIEW
	Ability to adapt own approach in accordance with pupil needs.
	√
	

	APPLICATION FORM /INTERVIEW

	Good communication and interpersonal skills
	√
	

	APPLICATION FORM / INTERVIEW
	Abillity to organise, lead and motivate a team of staff
	√
	



The applicant will be required to safeguard and promote the welfare of children and young people

[image: ]

Information About Heaton Park

Heaton Park is a two-form entry school, with a large nursery. 

We have a stable, hard-working and friendly staff who put the needs of our children first and foremost. There is strong morale and good teamwork throughout the staff team.

Our school characteristics are:
ME				46.0%
EAL				24.3%
Disadvantaged		17.7%
Stability			85.2%
SEND K				14.2%
EHCP				6.8%

We pride ourselves on good attendance, being above national average and we work closely with our families, nourishing positive relationships to maintain this.

Our maths and Reading are strengths in our core curriculum. EYFS/Phonics and writing are priority areas for 2025-2026.

We are also very proud of our wider curriculum and are embedding our ‘Making a Difference’ Curriculum across school, encouraging ‘opening eyes to possibilities.’

 We have excellent outdoor learning facilities to support this with an exciting Forest School Offer and Outdoor Learning offer in place. We have extensive school grounds to support this.

We were inspected in November 2022, maintaining our Good judgement and we have a strong safeguarding culture throughout school.

Pupil and staff well-being is something we are continually reflecting and working on.

Please refer to our school website (which is currently being updated)  for more information about our fantastic school.
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