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WHO ARE WE?

We are a medium sized Trust based in the
Nottinghamshire and Derbyshire areas.

11,000 1,500

We are the Trust of choice The employer of choice
for over 11,000 students for 1,500 employees.

WHY DO WE EXIST?

To provide our students with opportunities and experiences to enhance their life choices, making a positive
contribution to the world we share.

HOW WILL WE SUCCEED HOW DO WE BEHAVE

By creating a healthy organisation, free from @ AMBITION
politics and confusion through clarity following

the empowered to lead operating model. We maximise our potential through striving

for excellence.

By crafting and implementing a high-value
curriculum which is knowledge rich to allow 4% TEAMWORK
meaningful application of skills.
We give 100% effort, displaying kindness and

By building a compelling school culture built humility for the benefit of all.
on strong professional relationships where all
can achieve.

88 HONESTY
By putting people first through high impact
professional development and instructional
coaching.

We are respectfully open about our
successes and areas for growth.

WE ARE DETERMINED TO:

Ensure all our schools are at least good within three years of joining the Trust, and most schools to be
judged outstanding.

Ensure priority students make at least the same progress as all students nationally.
Be consistently in the top 20 highest performing MATs nationally for student outcomes.

Be the Trust of choice for students, families and staff.
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OUR SCHOOLS

Our family of schools consists of nine secondary schools located in the counties of Derbyshire and
Nottinghamshire. All our schools share the same values and mission, to enhance the life choices of the
students we are privileged to serve. Each school implements the agreed active ingredients of a Two
Counties school but maintains a local and distinctive approach.

Ashfield School

Ashfield school has an outstanding reputation for delivering high quality teaching, pastoral care and
wider curriculum opportunities to the families of Ashfield. Based in Kirkby in Ashfield, the school provides
secondary education for 2,600 students in the age range 11-18. The collective aim of all who work at
Ashfield School is to transform the lives of young people, inspiring each individual to fulfil their full
potential.

Q
@ - Frederick Gent School

Frederick Gent school has a commitment to a quality curriculum which is delivered with care to instil an
expectation of success and a compulsion to learn. A fundamental value at the school is ‘care’. The school
expects all of the school community to care about themselves by committing to and investing in their own
growth and development. There is an expectation that the caring ethos extends beyond the immediate
school community to local, national and even international issues, something that is regularly represented
by the charitable work done by staff and students at the school.

3 Friesland School

Friesland has a strong track record of high-quality teaching; with experienced, committed staff delivering
challenging and innovative lessons. Teachers are expert subject specialists and work continuously with
colleagues to plan and deliver inspirational lessons. Friesland School develops confident learners who are
active participants in their education, learning not only key knowledge and content but also the skills to
become mature, creative young people who go on to lead safe, healthy and fulfilling lives.

Heritage High School

Heritage High School is rooted in wanting the very best for its students. In a fast-moving world where
nothing is certain, the school wants students to know that they will be supported and equipped to make
good choices as they grow from children into young adults. Heritage offers high quality pastoral care and
offers support to all students to ensure they feel safe and cared for, giving them the best chance of success
in life. Heritage High School aims to help all of students to develop into caring young adults, aware of their
place in the modern world and able to make a difference.

@ Manor Academy

Manor Academy aims to provide an educational experience which both challenges all students to be
the best they can be academically, while developing them into responsible and caring members of their
community. Highly trained staff are ambitious about providing a rich curriculum which will stimulate the
whole child, developing students who are curious, motivated and excited about broadening their horizons
both educationally and personally. The Manor Academy is an active participant in the life of the local
community, building professional relationships and strong links with families, feeder schools and other
local educational organisations.
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G Selston High School

Selston High School is proud of its reputation locally as a safe, caring school with high standards and
expectations. The school aims for every student to achieve their full potential and enjoy the experience
of attending Selston High School. The school understands the importance of examination success for
students’ future life chances and preparing young people to go out into the world as good citizens, with
good mental health who can make a positive contribution to their communities and the future.

Il Springwell Community College

The College is proud of its reputation as a safe, caring and welcoming place to study. Every student
is known and supported through their five years at the college. The college was completely rebuilt in
2011 and the first-class facilities provide a modern, business-like learning environment. Specialist facilities
include high specification science laboratories, high-tech Design and Technology workshops, an industry
standard food technology facility and professional drama and dance studios.

Swanwick Hall School

In 1922, Swanwick Hall School opened as a grammar school for 300 students. The school’s motto was
‘Stand Sure’ and the school’s badge featured an oak tree. Stand Sure tells us to be proud of who we are
and where we come from, to stand sure for our values and what we believe in. The oak tree, many of which
adorn the beautiful 23 acre grounds, symbolises just that: standing sure, standing strong and growing over
time. Our school mission is to provide students with opportunities and experiences to enhance their life
choices, and thus help them to make a positive contribution to the world that we share. This essentially
means that we still take little acorns and turn them into mature oak trees that know what they are, what
they stand for and what their aspirations are.

V.’ Wilsthorpe School

Wilsthorpe is a community that prizes learning highly. We celebrate academic progress and attainment.
We are proud of our strong, stable team of expert teachers and support staff, who are our most valuable
resource as a school. There is an uncompromising focus on results and high expectations of students n
order to excel, young people need a firm foundation of positive relationships: with self, others and with the
wider world. One student recently described the school as “a second family, another home pretty much”.
Our staff are unapologetically strict, but also warm and approachable; our aim is to provide a secure
environment for students, where they are known and supported as individuals and can flourish.

5  www.ttct.co.uk




WHY YOU SHOULD JOIN
THE TWO COUNTIES TRUST

Alongside the chance to make a difference to our schools and therefore
students life choices, there are many great reasons to choose The Two Counties
Trust as a great place to continue your career.

We are a Trust that recognises the importance of a happy, healthy, rewarded, and
motivated workforce and as such we have developed our HR strategy to invest in our
employees.

We can support your career and personal development through a range of routes and
and offer extensive Professional Development for all employees. We are an organisation
we live and breath our values and work together for the benefit of our students and the
community.

In return for your contribution there are an extensive range of benefits that are accessible to
you as an employee of The Two Counties Trust.

For your health and welfare we offer discounted gym membership to over 3,400 health clubs
whilst Dental and Health Care plans offer you a range of benefits including worldwide dental
cover, optical care, diagnostic consultation, and therapy plus a voluntary Private Medical
Insurance scheme.

The Two Counties Trust takes the wellbeing and mental health of our employees seriously
that’s why we have signed up to the Education Staff Wellbeing Charter.

We recognise that balancing everyday life and work can sometimes create pressures and to
support you we provide you with access to an enhanced Employee Assistance Programme
from day 1 of your employment to help you and your family manage events and issues,
providing access to confidential advice on health, family, money matters, work and much
more.

Our retail benefit scheme is designed to ensure that your pay goes that bit further. We
offer great personal car leasing deals through our affinity scheme with Arnold Clark
and extensive savings can be made through our Salary Extras scheme. This scheme
saves you money on every day essentials, travel, gifts, fashion, going out and
electronics providing you with access to a range of offers and discounts which are

not available on the high street.

These benefits run alongside other elements of our total reward package
including access to the Teachers’ Pension Scheme or Local Government
Pension Scheme (depending on your role), enhanced family friendly
leave and pay arrangements, free car parking, a cycle to work

scheme, the opportunity to request flexible working and most
importantly a friendly, professional working environment.
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Working with our Executive Headteacher as a member of the Trust's extended executive team, this
role provides our schools with a specialist focus on behaviour.

This is an opportunity to influence and support colleagues whilst further shaping the management of
behaviour across the Trust following the successful launch of our Trust behaviour policy.

Our ideal candidate will be a successful leader within the secondary education sector who can
demonstrate experience and impact of leading pastoral teams and delivering a positive change in
behaviour and routines. As an individual, you will possess the skills to guide and develop others to
emulate your good practice.

If you would like to find our more about this new role, please come along to our recruitment event
and meet our CEO, Wesley Davies:

Tuesday 28 March 2023 17.00 at the TTCT offices.
Thursday 30 March 2023 17.00 via Teams.

To register for this event please contact us via hr-team@ttct.co.uk.

Why join us?

This Trust has a forward-thinking HR strategy with all the professional benefits that this brings for staff.
We are easily reached by public transport, and for those who drive, there is a large free staff carpark.
We have some excellent facilities for staff and our students really want to learn and achieve.

We offer:
¢ Highly competitive pay and pay progression opportunities.

e An array of employee benefits and lifestyle options including discounted healthcare, gym
membership and extensive high street retail discounts.

e Entry to a career average pension scheme.
e A full induction and a strong commitment to your professional development and career.
e Opportunities to experience and share practice in our partner schools across the Trust.

e A stimulating, supportive and rewarding working environment with a dedicated team of like-minded
professionals.

e Excellent opportunities to develop your skills and experience and to progress your career.

e We take the wellbeing and health of employees seriously. We have a range of support mechanisms
and benefits available to employees and the Trust has signed up to the Education Staff Wellbeing
Charter.

The closing date for applications is: 15.00 on 17 April 2023
Interviews will be held on: 24 April 2023

It is an offence to apply for this role if you are barred from engaging in Regulated Activity relevant to
children.

We are committed to safeguarding and promoting the welfare of children and young people. An offer
of employment will be subject to the receipt of a satisfactory enhanced level DBS disclosure with a
children’s barred list check, two satisfactory references and successful completion of vetting
procedures.

In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online
search will be conducted as part of due diligence on shortlisted candidates.

We are committed to recruiting and retaining a diverse workforce and candidates with a disability who
meet the essential job criteria will be given an opportunity to demonstrate their abilities at interview.

k
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JOB PROFILE

Job title: Trust Assistant Headteacher: Behaviour
Salary / Grade: L12-L16 (£58,676 - £64,855)
Core purpose e To work with an Executive Headteacher and other senior leaders across the

Trust to provide a specialist focus for Behaviour.
e To be a positive role model for our staff and students

e This is a Trust wide role and therefore the post holder should be willing to
work across a number of schools to add capacity.

Corporate responsibilities:

¢ To ensure that the responsibilities of the role are carried out in a way that reflects the vision and
values of the Trust.

e To be aware of and observe all policies, procedures, working practices and regulations, and in
particular to comply with policies relating to Child Protection, Equal Opportunities, Health and
Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an
appropriate person.

e To uphold our commitment to safeguarding and to promote the wellbeing of children.
e To contribute to a culture of continuous improvement.

e To comply with all reasonable management requests.

Key responsibilities

Behaviour Lead

e To provide support to the pastoral and behaviour systems in order to ensure the highest standards
of student behaviour, attitudes to learning, attendance and punctuality.

e To support the implementation and monitoring of the Trust behaviour policy.

e To work closely with colleagues to effectively manage student behaviour, providing professional
development where required.

e To implement the student standards framework and support staff to ensure that this is followed.
e To encourage pupils’ engagement with the education process by supporting behaviour for learning.
e To oversee analysis of behaviour and attendance data and action plan accordingly.

e To ensure the highest professional standards are maintained in communication with parents and
agencies.

e To develop and implement policies, plans, targets, practices and procedures related to behaviour
management systems.

e To support schools with the implementation of a graduated response.

e To support the Trust with maintaining an oversight of alternative provision.
Leadership

e Leading, motivating, managing and developing colleagues.

e Contributing to Trust and wider community development.

e Undertaking professional duties and tasks as reasonably delegated.

e Participating in Academy and Trust wide planning and policy making.
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e Contributing to and leading meetings with senior staff and other relevant committees and meetings.
e Liaison with appropriate agencies, businesses and the wider community.
Expectations of all teachers

Teachers within the Two Counties Trust ensure that the education of students is their first concern and
are accountable for maintaining high standards of professional conduct.

Our teachers are expected to:

e Set high expectations which inspire, motivate and challenge students to fulfil their potential.
e Demonstrate consistently high standards of personal and professional conduct.

e Ensure that students are offered engaging and high quality learning opportunities.

e Facilitate, support and monitor the progress and development of students.

e Demonstrate good, current subject and curriculum knowledge.

e Plan and teach well-structured lessons.

e Adapt teaching to respond to the strengths and needs of all students.

e Make accurate and productive use of assessment.

e Treat students with dignity, building relationships which are rooted in mutual respect, observing
proper boundaries as appropriate to their professional role.

e Have regard for the need to safeguard students’ well-being, in accordance with statutory provisions.
e Show tolerance of and respect for others.

e Have an understanding of, and always act within, the statutory frameworks which set out their
professional duties and responsibilities.

¢ Manage behaviour effectively in order to maintain a good and safe learning environment.

e Actively engage with performance improvement and undertake professional development activities
to enhance self and job performance.

Teaching & Learning responsibilities
Our teachers are expected to:

e Plan, teach and evaluate lessons, ensuring that the learning experience for all students is well
matched to their educational needs.

e Create a stimulating environment for teaching and learning using a variety of methods which are
appropriate to students’ learning styles and the varying demands of curriculum.

e Deliver a high quality learning experience that meets internal and external quality standards.
e Assess, record and report on the attendance, progress, development and attainment of students.

¢ Provide set targets for students and provide feedback, ensuring students know how best to
improve, maintaining accurate and relevant records as required.

e Maintain a positive, conducive and safe learning environment, being aware of and responding to
any health and safety issues.

e Encourage high standards in punctuality and presentation of work.

e Set high expectations for students’ behaviour and maintain a good standard of discipline through
well focused teaching, fostering positive relationships and implementing the behaviour policy.

e Use ICT appropriately and creatively to support effective learning.
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¢ Consistently apply and support the development of policies which enable effective learning and
inclusion.

Working with others
Our teachers are expected to:
e Form professional and co-operative working relationships with colleagues.

e Share knowledge and expertise concerning the content, teaching strategies and learning activities
that represent good practice in the relevant curriculum area(s).

e Support colleagues in the formulation of appropriate methods of assessment and recording for their
curriculum area.

e Trial materials, strategies and interventions related to the subject and sharing these, and their
outcomes, with colleagues in staff meetings.

e Work with parents and carers as partners in order to raise standards and achievement.
Other Duties relevant to the role

Our teachers are expected to:

e Support and adhere to all quality assurance procedures.

e Maintain accurate records which identify and monitor the progress of all students.

e Communicate effectively with parents of students and with persons or bodies who are concerned
with the welfare of students, after consultation with appropriate staff.

¢ Contribute to the personal, social, health, citizenship and enterprise education of students
according to the agreed policy.

e Carry out a share of supervisory duties in accordance with published rosters.
e Participate in appropriate meetings with staff and parents as defined by the annual calendar.
Notes

This document is an overview of the role. The responsibilities will include but will not be limited to
those listed above and it is anticipated that the role will evolve over time and as such the duties may
change.

This document does not form part of the contract of employment.

This post will have regular contact with children and as such a satisfactory enhanced disclosure from
the Disclosure and Barring Service (DBS) with a Children’s Barred List Check is required as a condition
of employment.

A check will also be completed of current prohibitions, restrictions, sanctions or those who have failed
induction through Teacher Services which may prevent teachers from working in this role with
satisfactory clearance required as a condition of employment. This post will require a Section 128
check.

It is an offence to apply for this role if you are barred from engaging in Regulated Activity relevant to
children.
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Our Mission

Why do we exist? To provide our students with opportunities and experiences to enhance their
life choices, making a positive contribution to the world we share.

Our values
How do we behave?  Ambition: we maximise our potential through striving for excellence.

Teamwork: we give 100% effort, displaying kindness and humility for
the benefit of all.

Honesty: we are respectfully open about our successes and areas for growth.
Our strategic anchors:

e Create a healthy organisation, free from politics and confusion through clarity following
the empowered to lead operating model.

e Build a compelling school culture built on strong professional relationship where all can achieve.

e Craft and implement a high-value curriculum which is knowledge rich to allow meaningful
application of skills.

e Put people first through high impact professional development and instructional coaching.
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Role: Trust Assistant Headteacher: Behaviour E/D | A I

Qualifications and Training

1 Qualified Teacher Status. E v

2 Evidence of accredited continuing professional development such as NPQSL. E v

Experience

3 Successful experience of pastoral leadership within secondary education. E v v

4 Experience of successfully leading and managing change to deliver improvement E v v
with evidenced impact.

5 Outstanding practice as a teacher and the ability to add high value to students’ E v v
learning and achievement.

6 Experience of delivering high quality educational outcomes. E v v

7 Successful experience of leading a pastoral team and delivering positive changein | E v v
behaviour and routines.

8 Successful leadership and management of collaborative activities between D v v
academies and other organisations.

9 Being part of a safeguarding team. D v v

Knowledge and understanding

10 Expert and up to date subject knowledge. E v v

11 Effective curriuclum design and implementation. E v v

12 Up to date knowledge of KCSIE and best practice safeguarding arrangements. E v v

13 Legalities around suspensions and permentant exclusions. E v v

14 Understanding and commitment to inclusive education. E v v

15 An understanding of the mission and values of the Trust. E v v

16 Schools admisisons code, processes and procedures. D v v

17 Time limited behaviour interventions and effective use of Alternative Provision D v v

18 Use of attendance codes. E v v

Skills and abilities

19 Ability to appropriately manage behaviour with the skills to guide and develop E v v
others to emulate good practice.

20 Ability to form and maintain appropriate professional boundaries with children. E v v

21 Able to think strategically, communicate a vision and engage others. E v v

22 Able to plan strategically to support senior leaders to develop Trust schools. E v v

23 Able to lead, inspire, develop and manage high performing teams. E v v

24 The ability to communicate well and persuasively with a range of audiences, staff, E v
parents, students, external agencies.

12 www.ttct.co.uk



25 Highly developed organisational skills. v
26 The ability to absorb and analyse detailed and sometimes conflicting v
information/data.
27 The ability to plan and to create and evaluate effective systems. v
28 Strong IT skills with the confidence to exploit new technology. v
29 Ability to motivate and inspire others. v
Personal attributes
30 Commitment to the totality of students’ experience; how they can be enabled to v
develop as independent, resilient and responsible young people, and how this can
be realised through the curriculum and provision.
31 Personal resilience and the ability to self-manage and shoulder a significant weight v
of responsibility.
32 Unconditional positive regard for young people. v
33 A strong and supportive team player. v
34 Character development, mental toughness, resilience, and how this can be learnt v
in schools.
35 Personal presence and confidence; warmth & sensitivity. v
36 Enthusiastic and determined. v
37 Courteous and tactful. Relates well to young people and staff v
38 Able to work on own initiative and manage diverse work pressures. v
Other
39 A commitment to uphold and promote equality of opportunity. v

13
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TES is our recruitment platform so please go to www.tes.com/jobs to apply for this role online.

If you do not wish to apply online you can download an application form from this link and then email
your application to HR-Team@ttct.co.uk.

Please ensure that you set out in your application on no more than 2 sides of A4, why your experience
and ambition is a good fit for the role of Trust Assistant Headteacher: Behaviour within The Two
Counties Trust.

In order to comply with Safeguarding requirements, you must complete either an application form or
apply online via TES. We cannot accept a Curriculum Vitae as an application for this post.

Please note that we receive a large number of applications and so unfortunately cannot provide
feedback to everyone. If you have not been contacted within four weeks of the closing date you
should assume that your application has not been successful on this occasion.

Applications must arrive by 15.00 on 17 April 2023
Interviews will be held on: 24 April 2023
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TOP TIPS FOR A SUCCESSFUL APPLICATION

Here are our top tips to help your application stand out and give you the best chance of getting shortlisted
for an interview.

1. Always read the job profile.

The job profiles includes details of the responsibilities of the role and the essential and desirable criteria
we are looking for in the person specification. This list of criteria is what we will use to put together our
shortlist, the more essential and desirable criteria you meet, the more likely you are to be invited for an
interview. Make sure to read what we are looking for, and then highlight which points you meet when
completing your application.

2. Complete as much detail as possible.

We get many applications where some of the information is missing. We understand applications can be
a lengthy process, but poorly completed applications give the impression that little effort has been made
by the applicant. There also may be vital information missing that we need when making our selection
decision. It is important to make sure your details are accurate and up to date. When going over your
work history, make sure you mention any relevant experience you gained from those roles and do not
leave gaps in your employment history. Where there are genuine gaps, you must address these.

3. Make sure your supporting statement is well constructed.

Your supporting statement is your chance to show how you meet our person specification, so make sure
you have the job profile document available to refer back to. This section is where you can really sell
yourself and tell us anything that is relevant to the role you are applying for, and to highlight anything that
will make your application stand out. Please ensure your supporting statement is focussed and should
normally not extend beyond two sides of A4.

4. Proofread your application before submission.

Once your application is complete and ready to submit, do one final read over to check for any mistakes
and to make sure you are happy with all the information you have provided. Perhaps do one more check
over the person specification and make sure you have demonstrated how you meet the criteria including
examples where appropriate.

5. Be truthful!

While you want to highlight all the experience you do have, be careful not to exaggerate your work
history. This may get you an interview, but may not get you any further than that. Also be honest about
what grades you received from your education history, as we will ask to see proof of qualifications.

6. References.
We ask all applicants to provide the details of two people who will act for you as a referee. Please ensure
one of them is your current/most recent employer and the other is from your most recent employment

prior to this. If you do not have two employment referees, for example if you have just left school or
university, you should use the course leader as your referee.

15  www.ttct.co.uk



Your employment referee should not be a colleague but, the name of the most senior person who can
provide a reference on behalf of the organisation. If you are currently working at a school the Headteacher
must be cited as your referee. Make sure to provide all the relevant information; name of the person, what
role they hold, in what capacity they know you and their email address. There is a tick box for you to let
us know if you are happy for us to contact that referee before interview. We will never contact someone
you do not give us permission to contact before interview. Once you have been offered a role, we will
still wait for you to give us permission to contact that referee. Please note that any job offer is conditional
upon receipt of two satisfactory references.

Equal Opportunities Monitoring.

The Trust is committed to providing equality of opportunity to all candidates. As part of our application
process we ask you to complete a separate equal opportunities monitoring form.

This form is never shared with hiring managers and it will in no way affect your application. This information
is collected for the Human Resources department to review statistics on who is applying for our jobs, and
what we can do to attract a more diverse workforce.

We also want to identify anyone who may need adjustments to enable them to have a fair chance at the
interview stage.

The Two Counties Trust is a Disability Confident Employer, amongst other things, this means that if you
declare you have a disability and you meet all of our essential criteria (available in the person specification
document) you should be offered an interview.

Please note that the Trust is committed to promoting and protecting the physical and mental health of
all our employees.
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1. Introduction

1.1

1.2

When applying for a position in The Two Counties Trust, as an organisation we are the Data Controller. That means we have a
statutory responsibility to explain how we collect, manage, use and store information about applicants.

You have a right to be informed how our Trust uses any personal data that we collect about you. This privacy notice, and our
Data Protection Policy, explains our data usage when you apply for a job with us.

2. What information do we collect?

2.1 Personal data that we may collect, use, store and share (when appropriate) about you includes, but is not restricted to:
» Name, address and contact details, including email address and telephone number
+ Copies of right to work documentation
+ References
+ Evidence of qualifications
+ Information about your current role, level of remuneration, including benefit entitlements
« Employment records, including work history, job titles, training records and professional memberships

2.2 We may also request and collect, use, store and share (when appropriate) information about you that falls into "special

categories" of more sensitive personal data. This includes, but is not restricted to:

+ Information about race, ethnicity, religious beliefs, sexual orientation and political opinions

» Whether or not you have a disability for which we need to make reasonable adjustments during the recruitment process
+ Photographs and CCTV images captured in school

2.3  We may also collect, use, store and share (when appropriate) information about criminal convictions and offences.

2.4 We may also hold data about you that we have received from other organisations, including other schools and social services,

and the Disclosure and Barring Service in respect of criminal offence data.

2.5 In accordance with the statutory guidance Keeping Children Safe in Education (KCSIE), an online search will be conducted as

part of due diligence on shortlisted candidates with the information retained for the successful candidate.

2.6 We have statutory obligations that are set out in ‘Keeping Children Safe in Education’ and other guidance and regulations.

3. Why we use this data

3.1 The Trust needs to process data to take steps prior to entering into a contract with you.

3.2 The Trust needs to process data to ensure that it is complying with its legal obligations. For example, it is required to check a
successful applicant's eligibility to work in the UK before employment starts.

3.3 The Trust has a legitimate interest in processing personal data during the recruitment process and for keeping records of the
process. Processing data from job applicants allows the Trust to manage the recruitment process, assess and confirm a candi-
date's suitability for employment and decide to whom to offer a job. The Trust may also need to process data from job appli-
cants to respond to and defend against legal claims.

3.4 The Trust may process information about whether or not applicants are disabled to make reasonable adjustments for candidates
who have a disability. This is to carry out our obligations and exercise specific rights in relation to employment.

3.5 Where the Trust processes other special categories of data, such as information about ethnic origin, sexual orientation, disability
or religion or belief, this is for equal opportunities monitoring purposes.

3.6 The Trust is obliged to seek information about criminal convictions and offences. Where the Trust seeks this information, it does
so because it is necessary for it to carry out its obligations and exercise specific rights in relation to employment.

3.7 The Trust will not use your application data for any purpose other than the recruitment exercise for which you have applied.

4. How use the data

4.1

4.2

4.3
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Your information may be shared within the Trust for the purposes of the recruitment exercise. This includes members of HR,
shortlisting and interview panel members involved in the recruitment process (this may include external panel members). This
also includes IT staff if access to the data is necessary for the performance of their roles.

The Trust will not share your data with third parties, unless your application for employment is successful and we make you an
offer of employment. As well as circulating your application and related materials to the appropriate staff at our schools, we will
share your personal information for the above purposes as relevant and necessary with:

» Your referees.

+ The Disclosure & Barring Service (DBS) in order to administer relevant recruitment checks and procedures.

+ UK Visas & Immigration (UKVI) in order to administer relevant recruitment checks and procedures.

» Where relevant and as required for some posts, the Teacher Regulation Authority

Where you have provided us with consent to use your data, you may withdraw this consent at any time. We will make this clear
when requesting your consent and explain how you would go about withdrawing consent if you wish to do so.
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5. Automated Decision Making and Profiling

5.1 We do not currently process any personal data through automated decision making or profiling. If this changes in the future, we
will amend any relevant privacy notices in order to explain the processing to you, including your right to object to it.

6. Collecting data

6.1 Asa Trust, we have a legal obligation to safeguard and protect our pupils, staff, volunteers and visitors. We collect the data for
specific purposes.

7. What if you do not provide personal data?

7.1 You are under no statutory or contractual obligation to provide data to the Trust during the recruitment process. However, if you
do not provide the information, the Trust may not be able to process your application properly, or at all.

7.2 Whenever we seek to collect information from you, we make it clear whether you must provide this information for us to process
your application (and if so, what the possible consequences are of not complying), or whether you have a choice.

7.3 Most of the data we hold about you will come from you, but we may also hold data about you from:
+ Local authorities
+ Government departments or agencies
« Police forces, courts, tribunals

8. How we store data

8.1 The Trust takes the security of your data seriously. It has internal policies and controls in place to ensure that your data is not lost,
accidentally destroyed, misused or disclosed, and is not accessed except by our employees in the proper performance of their
duties.

8.2 We will dispose of your personal data securely when we no longer need it. We keep applicant data for a period of up to 6
months if an applicant is not successful.

8.3 Successful applicants who secure a position then come within the employee / workforce provisions.

9. Transferring data internationally
9.1 We do not share personal information internationally.
10. Your rights

10.1 You have a right to access and obtain a copy of your data on request;
You can:
» Require us to change incorrect or incomplete data;
+ Require us to delete or stop processing your data, for example where the data is no longer necessary for the purposes of
processing; and
+ Object to the processing of your data where the Trust is relying on its legitimate interests as the legal grounds for processing.
10.2 If you would like to exercise any of these rights, please contact the Trust. If you believe that the Trust has not complied with
your data protection rights, you can complain to the Information Commissioner.

11. Complaints

11.1 We take any complaints about our collection and use of personal information seriously.
11.2 Our complaints policy deals with the different stages of any complaint, and how this is managed within the Trust.
11.3 You can also contact our Data Protection Officer or contact the Information Commissioner’s Office:

Report a concern online at www.ico.org.uk/make-a-complaint/

Call 0303 123 1113

Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF

12. Contact us

12.1 If you have any questions, concerns or would like more information about anything mentioned in this privacy notice, please
contact our Data Protection Officer. Our Data Protection Officer is: John Walker of J.AWalker, Solicitor - info@jawalker.co.uk

12.2 However, our data protection lead has day-to-day responsibility for data protection issues in each of our academies.

12.3 If you have any questions, concerns or would like more information about anything mentioned in this privacy notice, please
contact us via www.ttct.co.uk/contact

13. General Data Protection Regulation

13.1 All data within this policy will be processed in line with the requirements and protections set out in the General Data Protection

Regulation.
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CONTACT US

The Two Counties Trust
Sutton Road
Kirkby-in-Ashfield
Nottingham

NG17 8HP
HR-Team@ttct.co.uk
01623 259 600
www.ttct.co.uk

@TTCTcareers

www.linkedin.com/school/ttctrust
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