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Dear Applicant,
Thank you for the interest you have shown in the position of Headteacher at Kirkby Church of England Primary School.
I hope that you find the information in this pack of interest and for further details, you may wish to visit our school website https://www.kirkbycofe.co.uk/  
There is something very special about Kirkby Church of England Primary School and we are incredibly proud of our unique children, supportive parents, inspirational staff and forward-thinking governors. Our values reflect a distinctive Christian character, and our aim is that we all work together to make Kirkby CE a safe, happy and fun place to learn, where everyone involved meets their full potential.
The governing body is proactive and supportive. It consists of a dedicated group of people who have skills and experience across a range of areas. It is effective in its role of monitoring the progress of the school in its desire to continuously raise the standards of all pupils and the quality of the education we provide. Our Governing Body wholeheartedly commits to working together as part of the Kirkby Collaborative of Schools both now and in the future. 

Our school received a ‘Good’ OFSTED inspection in March 2023, a standard that has been built on and maintained since the inspection under the leadership of our current headteacher, in conjunction with our dedicated, enthusiastic, and hardworking staff and governors.
As no one person has a greater influence on a school’s character, standing and ethos than the headteacher, we are seeking to appoint a dynamic and inspirational leader to build on this good work and lead us into an exciting and successful future. Are you the person to do this?

On behalf of the governing body, I hope that you find this information useful and that it encourages you to apply to our school.
I warmly encourage you to make an appointment to visit us before completing your application.
Yours sincerely,

Jeremy Fagan
Chair of the Governors

The Application Process

We are seeking a new full time headteacher. The salary will be in the range of L15-L21, £ 66,628- £77,195 per annum and will be determined according to the experience and skills of the successful candidate.

The Application

Please email your completed application form to stephanie.johnston@kirkbyce.co.uk
Referees

We require you to provide two referees who can vouch for your suitability to work with children, one of whom must be your current or most recent employer. 
Visits to the School

Visits to the school are welcomed and encouraged. Two dates for visits have been identified: Wednesday 17th or Monday 22nd April. Please contact the school office on 0151 477 8510 or email stephanie.johnston@kirkbyce.co.uk to book an appointment. 
The Timetable  
	Closing date for applications
	Tuesday 30th April 12pm

	Shortlisting
	Thursday 2nd May

	Interviews
	Wednesday 22nd  and Thursday 23rd May


Candidates selected for interview will be informed following the shortlisting. Confirmation of selection will be by telephone first and then email. Full details of the interview programme will also be provided then.

Safeguarding

Our school has an Equal Opportunities policy for selection and recruitment. In accordance with our safeguarding policy, the successful candidate will be required to have an enhanced DBS check along with a check against the DBS Children’s Barred List (formerly known as a List 99 check).
School Information

Kirkby Church of England Primary School, located in central Kirkby, Knowsley, is an oversubscribed one and half form entry primary school with 306 pupils currently on role, including Nursery.  The school is known for its high standards, friendly and welcoming atmosphere, excellent relationships with parents and the wider community and its focus on ensuring that all children are motivated to learn in a caring and supportive environment. We have very committed and talented staff, an active governing body, and strong partnerships with our local group of schools; the Kirkby Collaborative. 
As a member of the Kirkby Collaborative of Schools we work together for the best possible outcomes for the children and families of Kirkby.  This allows for collaborative working between our schools, sharing good practice, providing support, celebrating success, and delivering targeted CPD for staff and leaders. 

We also aim to instil the values of ‘The Kirkby Child’ both within school and our community. 

Our Vision

At Kirkby CE School, we aim to create a positive, stimulating, and happy learning environment in which all children will achieve success and develop their potential to the full. We offer a challenging broad and balanced curriculum to promote their spiritual, moral, cultural, and physical development and foster independent, lifelong learners. We also wish to nurture their personal and social development so that they become caring and responsible citizens. Every member of our school family is respected and valued for the unique individual they are.

We want our children to have special and happy memories of their time at Kirkby CE and value the highly positive relationships they have built with other children, staff, governors, and our partners in the community. These relationships enable us to create a very distinctive Kirkby CE ethos that we are very proud of.  

Values and Ethos 
Our School is committed to promoting a sense of community as well as an individual sense of worth. We are a fair, caring community of lifelong learners, for whom access to knowledge is both a right and a critical achievement.

Our motto is ‘Building on a tradition of achievement and values in a caring environment” and we strive to do this through our core values, which are Christian in character and epitomised by our school “CofE" the Caterpillar”.  “CofE” was designed by the school council after consultation with their classmates and features “Respect", "Love" "Caring", "Friendship" and "Forgiveness".
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The staff at Kirkby CE are committed to working together to contribute to the healthy growth and development of all our children. We create an atmosphere of care, trust and respect in which children and staff feel happy, safe, valued, enjoy coming to school and are supported by one another.

Through a stimulating, broad and child-centred curriculum we aim for all children to reach their full potential, to be confident and to develop a positive attitude towards their learning. We provide a wide range of learning opportunities for the children to enjoy, while encouraging them to value their own achievements and to celebrate the success of others. Our high expectations include academic achievement, good behaviour, tolerance, co-operation, and fairness.

We welcome the active involvement of parents, carers, and governors in the life of the school and recognise their vital role and responsibility in laying the foundation of our children’s educational development. This partnership is extended to the wider community, where strong, mutually beneficial links are valued.
Curriculum 

At Kirkby CE, our vision is to create a school that encourages all its pupils to “succeed and maximise their potential”. We want to help every child develop as an independent, confident, successful learner with high aspirations to make a positive contribution to their community and the wider society.  
There is a high focus on developing the children’s moral, spiritual, social, and cultural understanding.  Kirkby CE ensures that children are well prepared for life in modern Britain. The school offers a broad, balanced, differentiated curriculum covering all areas of the National Curriculum. 
We aim to provide a curriculum that meets the needs, interests, and abilities of all children. To promote physical health and well-being, a range of extra-curricular clubs give learners an opportunity to access a variety of activities during lunchtimes and after school. 
Governors 

We are very fortunate in having committed and dedicated governors at Kirkby Church of England Primary School who take their role seriously. They are actively involved in the life of our school and provide strategic leadership; they play a critical role in making sure every child gets the best possible education.
Partnerships

The established partnerships that we have with other members of our community are key to the school’s success. We have a popular Breakfast Club and After School club, along with many extra-curricular activities for pupils to participate in. Kirkby CE promotes a culture of positive and collaborative working with local primary and secondary schools and is an active member of the Kirkby Collaborative of Schools. We have close partnerships with the Kirkby Team Ministry, Edgehill University, KSSP, Kirkby Gallery and Library, Centre 63, and local community groups.
Job Description

As our headteacher you will be accountable for the education of current and future generations of children at Kirkby Church of England Primary School. You will work with staff and governors to shape the teaching and learning within the school; you will act as lead professional and role model and you will be responsible for inspiring and motivating pupils, staff, and the wider school community.

Main Purpose

To fulfil these expectations, you will:
Establish and sustain the school’s ethos and strategic direction together with the governing board and through consultation with the school community.
Establish and oversee systems, processes and policies so the school can operate effectively. 

Identify problems and barriers to school effectiveness, and develop strategies for school improvement that are realistic, timely and suited to the school’s context.
Make sure these school improvement strategies are effectively implemented.
Monitor progress towards achieving the school’s aims and objectives.
Allocate financial resources appropriately, efficiently and effectively.
Demonstrate our Christian vision and values in your daily practice and continue to develop the Christian distinctiveness and ethos of this church school.
Qualities 

The headteacher will:

Uphold public trust in school leadership and maintain high standards of ethics, behaviour and professional conduct.
Build positive and respectful relationships across the school community.
Serve in the best interests of the school’s pupils.
Duties and responsibilities 

School culture and behaviour

The headteacher will:

Create a culture where pupils experience a positive and enriching school life.
Uphold ambitious educational standards in order to prepare pupils from all backgrounds for their next phase of education and life.
Ensure a culture of staff professionalism.
Encourage high standards of behaviour from pupils, built on rules and routines that are understood by staff and pupils, and clearly demonstrated by all adults in school.
Use consistent and fair approaches to managing behaviour, in line with the school’s behaviour policy.
Teaching, curriculum and assessment

The headteacher will:

Establish and sustain high-quality teaching across all subjects and phases, based on evidence.
Ensure teaching is underpinned by subject expertise. 

Effectively use formative assessment to inform strategy and decisions.
Ensure the teaching of a broad, structured and coherent curriculum.
Establish curriculum leadership, including subject leaders with relevant expertise and access to professional networks and communities.
Use valid, reliable and proportionate approaches to assessing pupils’ knowledge and understanding of the curriculum. 

Ensure the use of evidence-informed approaches to reading so that all pupils are taught to read.
Additional and special educational needs (SEN) and disabilities 

The headteacher will:

Promote a culture and practices that enables all pupils to access the curriculum. 

Have ambitious expectations for all pupils with SEN and disabilities.
Make sure the school works effectively with parents, carers and professionals to identify additional needs and provide support and adaptation where appropriate.
Make sure the school fulfils statutory duties regarding the SEND Code of Practice.

Managing the school

The headteacher will:

Ensure staff and pupils’ safety and welfare through effective approaches to safeguarding, as part of a duty of care

Manage staff well with due attention to workload.
Ensure rigorous approaches to identifying, managing and mitigating risk.
Professional development

The headteacher will:

Ensure staff have access to appropriate, high standard professional development opportunities.
Keep up to date with developments in education.
Ensure training and continuing professional development is effectively planned, delivered and evaluated.
Make sure professional development opportunities draw on experts both within, and beyond the school.
Seek training and continuing professional development to meet the needs of all staff members.
Governance, accountability and working in partnership

The headteacher will:

Understand and welcome the role of effective governance, including accepting responsibility.
Ensure that staff understand their professional responsibilities and are held to account.
Ensure the school effectively and efficiently operates within the required regulatory frameworks and meets all statutory duties.
Maintain positive relationships with the Diocese, local authority and other local schools as part of the Kirkby Collaborative of Schools

Maintain working relationships with fellow professionals and colleagues to improve educational outcomes for all pupils.
Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the headteacher will carry out. The postholder may be required to do other duties appropriate to the level of the role.

Person Specification 
Each Person Specification is denoted by E = Essential D = Desirable
Assessment Method A= Application, I=Interview process, T = Test/Task, R=Reference 
	criteria
	qualities

	Qualifications 
and training
	· Qualified teacher status (Primary Education) E                                                   A                                            
· Degree E                                                                                                              A
· National professional qualification for headship (NPQH, NPQSIL) D                  A

	Experience

	· Successful leadership and management experience in a school E                A I R
· Teaching experience E                                                                                   A I R
· Involvement in school self-evaluation and development planning E              A I R
· Demonstrable experience of successful line management and staff   development E                                                                                                A I R

	Skills and knowledge

	· Data analysis skills, and the ability to use data to set targets and areas for improvement E                                                                                                A I T
· Understanding of high-quality teaching based on evidence, and the ability to model this for others and support others to improve E                                   A I T
· Understanding of school finances and financial management E                       A I
· Effective communication and interpersonal skills E                                        A I T
· Ability to communicate a vision and inspire others E                                      A I T
· Ability to build effective working relationships both internally and externally E  A I
· Experience of working with SEND, safeguarding and inclusion issues E       A I R

	Personal qualities
	· Commitment to uphold the 7 principles of public life (the Nolan principles) at all times E                                                                                                               A I
· A commitment to getting the best outcomes for all pupils’ E                              A I
· A commitment to promoting the ethos and values of the school E                    A I
· Ability to work under pressure and prioritise effectively E                               A I T
· Be a practising member of The Church of England or other Christian community or be able to demonstrate a sympathetic appreciation of the values held by the Church of England and understand how to develop the distinctiveness and effectiveness of a Church school. E                                                                 A I


Privacy Notice for Job Applicants

Kirkby Church of England Primary School
Kirkby CE Primary School is committed to protecting the privacy and security of your personal information. This privacy notice describes how we collect and use personal information about you during and after your work relationship with us, in accordance with the General Data Protection Regulation (GDPR). 

Successful candidates should refer to our privacy notice for staff for information about how their personal data is stored and collected.

Who Collects This Information
Kirkby CE Primary School is a “data controller.” This means that we are responsible for deciding how we hold and use personal information about you. 

We are required under data protection legislation to notify you of the information contained in this privacy notice. This notice does not form part of any contract of employment or other contract to provide services and we may update this notice at any time.

It is important that you read this notice, together with any other privacy notice we may provide on specific occasions when we are collecting or processing personal information about you, so that you are aware of how and why we are using such information.

Data Protection Principles

We will comply with the data protection principles when gathering and using personal information, as set out in our data protection policy.

The Categories of Information That We Collect, Process, Hold and Share

We may collect, store, and use the following categories of personal information about you up to the shortlisting stage of the recruitment process: -

· Personal information and contact details such as name, title, addresses, date of birth, marital status, phone numbers and personal email addresses.
· Emergency contact information such as names, relationship, phone numbers and email addresses.
· Information collected during the recruitment process that we retain during your employment including proof of right to work in the UK, information entered on the application form, CV, qualifications.
· Details of your employment history including job titles, salary and working hours.
· Your racial or ethnic origin, sex, and sexual orientation, religious or similar beliefs.
· Information regarding your criminal record as required by law to enable you to work with children.
· Details of your referees and references.

We may also collect information after the shortlisting and interview stage to make a final decision on where to recruit, including criminal record information, references, information regarding qualifications. We may also ask about details of any conduct, grievance or performance issues, appraisals, time, and attendance from references provided by you.

How We Collect This Information

· We may collect this information from you, your referees, your education provider, relevant professional bodies the Home Office and from the DBS. 
How We Use Your Information

We will only use your personal information when the law allows us to. Most commonly, we will use your information in the following circumstances: -

· Where we need to take steps to enter into a contract with you

· Where we need to comply with a legal obligation (such as health and safety legislation, under statutory codes of practice and employment protection legislation)

· Where it is needed in the public interest or for official purposes

· Where it is necessary for our legitimate interests (or those of a third party) and your interests, rights and freedoms do not overrise those interests.

Generally, the purpose of us collecting your data is to enable us to facilitate safe recruitment and determine suitability for the role. We also collect data to carry out equal opportunities monitoring and to ensure appropriate access arrangements are put in place if required.

If you fail to provide certain information when requested, we may not be able to take the steps to enter into a contract with you (for example if incorrect references are provided), or we may be prevented from complying with our legal obligations (such as to determine suitability to work with children).

We will only use your personal information for the purposes for which we collected it, unless we reasonably consider that we need to use it for another reason and that reason is compatible with the original purpose. If we need to use your personal information for an unrelated purpose, we will notify you and we will explain the legal basis which allows us to do so.

How We Use Particularly Sensitive Information
Sensitive personal information (as defined under the GDPR as “special category data”) require higher levels of protection and further justification for collecting, storing, and using this type of personal information. We may process this data in the following circumstances: -
· In limited circumstances, with your explicit written consent

· Where we need to carry out our legal obligations in line with our data protection policy

· Where it is needed in the public interest, such as for equal opportunities monitoring.
· Where it is needed to assess your working capacity on health grounds, subject to appropriate confidentiality safeguards. Less commonly, we may process this type of information where it is needed in relation to legal claims or where it is necessary to protect your interests (or someone else’s interests) and you are not capable of giving your consent.

Criminal Convictions

We may only use information relating to criminal convictions where the law allows us to do so. This will usually be where it is necessary to carry out our legal obligations. We will only collect information about criminal convictions if it is appropriate given the nature of the role and where we are legally able to do so.

Where appropriate we will collect information about criminal convictions as part of the recruitment process or we may be notified of such information directly by you while working for us.

Sharing Data 

We may need to share your data with third parties, including third party service providers where required by law, where it is necessary to administer the working relationship with you or where we have another legitimate interest in doing so. 

These include the following: -

· Academic or regulatory bodies to validate qualifications/experience (for example the teaching agency)

· Referees
· Diocese of Liverpool
· Knowsley Council in order to meet our legal obligations for sharing data with it. 

· Other schools

· DBS

· Recruitment and supply agencies.

We may also need to share some of the above categories of personal information with other parties, such as HR consultants and professional advisers. Usually, information will be anonymised, but this may not always be possible. The recipients of the information will be bound by confidentiality obligations. We may also be required to share some personal information with our regulators or as required to comply with the law.

Retention Periods

Except as otherwise permitted or required by applicable law or regulation, the school only retains personal data for as long as necessary to fulfil the purposes they collected it for, as required to satisfy any legal, accounting or reporting obligations, or as necessary to resolve disputes.

How long we keep your information will depend on whether your application is successful, and you become employed by us, the nature of the information concerned and the purposes for which it is processed. Full details on how long we keep personal data for is set out in our data retention policy.

Security

We have put in place measures to protect the security of your information (i.e., against it being accidentally lost, used, or accessed in an unauthorised way). In addition, we limit access to your personal information to those employees, agents, contractors and other third parties who have a business need to know.

Third parties will only process your personal information on our instructions and where they have agreed to treat information confidentially and to keep it secure.

We have put in place procedures to deal with any suspected data security breach and will notify you and any applicable regulator of a suspected breach where we are legally required to do so.

Your Rights of Access, Correction, Erasure and Restriction

It is important that the personal information we hold about you is accurate and current. Please keep us informed if your personal information changes during your working relationship with us.

Under certain circumstances by law, you have the right to: -

· Access your personal information (commonly known as a “subject access request”). This allows you to receive a copy of the personal information we hold about you and to check we are lawfully processing it. You will not have to pay a fee to access your personal information. However, we may charge a reasonable fee if your request for access is clearly unfounded or excessive. Alternatively, we may refuse to comply with the request in such circumstances.

· Correction of the personal information we hold about you. This enables you to have any inaccurate information we hold about you corrected.

· Erasure of your personal information. You can ask us to delete or remove personal data if there is no good reason for us continuing to process it.

· Restriction of processing your personal information. You can ask us to suspend processing personal information about you in certain circumstances, for example, if you want us to establish its accuracy before processing it.

· To object to processing in certain circumstances (for example for direct marketing purposes).

· To transfer your personal information to another party.

If you want to exercise any of the above rights, please contact the School Business Manager in writing. 

We may need to request specific information from you to help us confirm your identity and ensure your right to access the information (or to exercise any of your other rights). This is another appropriate security measure to ensure that personal information is not disclosed to any person who has no right to receive it.

Right To Withdraw Consent

In the limited circumstances where you may have provided your consent to the collection, processing, and transfer of your personal information for a specific purpose, you have the right to withdraw your consent for that specific processing at any time. To withdraw your consent, please contact the School Business Manager. Once we have received notification that you have withdrawn your consent, we will no longer process your information for the purpose or purposes you originally agreed to, unless we have another legitimate basis for doing so in law.

How To Raise a Concern

We hope that the School Business Manager can resolve any query you raise about our use of your information in the first instance.

We have appointed a Data Protection Officer (DPO) to oversee compliance with data protection and this privacy notice. If you have any questions about how we handle your personal information which cannot be resolved, then you can contact the DPO on the details below: 

Data Protection Officer: Judicium
Email:  stephanie.johnston@kirkbyce.co.uk 

You have the right to make a complaint at any time to the Information Commissioner’s Office, the UK supervisory authority for data protection issues.[image: image3.png]
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