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November 2017 

 

Dear Prospective Candidate,  

 

Thank you for your interest in the role of Business Manager at Cadland Primary School.  

 

Since becoming permanent Headteacher in April 2016 My two deputies and I have 

developed a clear vision for our school and part of that vision means that we want to be 

able to spend the majority of our time in classes, which makes the role of the School 

Business Manager critical to the success of our Leadership team. Please read our vision 

and values document really carefully as we need whoever is appointed to the role to 

believe in the statements in this document as much as we do. 

 

Cadland Primary School is a two form entry school on the edge of the New Forest in 

the village of Holbury. The school was judged to be Good at the most recent OFSTED 

in June 2017, but we have a challenging catchment with high levels of deprivation so 

keeping standards high is a constant challenge. Having said that, we have delightful, 

well-motivated and enthusiastic children and a very supportive staff, who make working 

here a pleasure. 

 

This exciting post is for 40 hours a week with usual hours being 8am – 5pm, but due to 

the significance of the position in the school, you will be required to work additional 

hours during term time to attend meetings in the evenings or early mornings. The 

contract will be for 44 weeks a year. This will be during term time with 5 weeks to be 

worked during our school holidays. We will negotiate how the hours in school holidays 

will work and they can be offset by any additional hours worked during term time. 

Unfortunately, there is no flexibility in the role to offer term time holidays. 

 

We would really encourage you to contact us and have a look round prior to applying if 

possible, so you can get a real sense of what our school is all about. Thank you again for 

taking an interest in the post and please contact us on 02380 852341 or 

adminoffice@cadland.hants.sch.uk if you would like further information or to organise a 

tour. 

  

We look forward to receiving your application and perhaps meeting you in the future. 

 

Yours sincerely 

Claire Aston 

Headteacher 

mailto:adminoffice@cadland.hants.sch.uk
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Our Vision Statement  

Striving together to be super STAR learners 

This means that every member of our school, adult or child, leaves us with: 

 the determination and work ethic to achieve their goals (Striving) 

 the skills to live and learn effectively within a community (together) 

 the skills to be a lifelong STAR learner (to be super STAR learners) 

 

Our Beliefs 

Beliefs are what people personally “know” to be true. They’re our convictions as a school community, even if others disagree. 

Our beliefs are: 

That everyone can be a STAR learner.  

This means that: 

 we must believe that intelligence is learnable and therefore not directly linked to ability and that people can build 

their learning power [linked to Guy Claxton’s ‘Building learning Power] 

 education is preparation for life after school not just preparing for tests 

 

We all belong to the Cadland Community 

This means: 

 that we include everyone and treat everyone equally 

 that we build up the mental, emotional and social resources of our community so they can enjoy challenge and cope 

well with uncertainty and complexity 
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Our Core Values 

Core values are our central, core ideals about how our community will conduct themselves. They give direction to the words 

we speak, the actions we perform and are central to all the decision making in the school. They must therefore be 

understood and shared by every member of the school community. These values will enable us to achieve our vision. 

 Our values are passion, commitment, respect, honesty and courage. 

 

 

  

 

 

 

 

 

 

 

 

 

 

By honesty, we mean that everyone: 

 is truthful to themselves and each other 

 acts with integrity (say what you do, do what you say) 

 is prepared to face the truth, even if it is difficult, in 

order to improve 

 

By courage, we mean that everyone: 

 is prepared to take risks to improve their own 

practice 

 is prepared to share their mistakes in order to help 

others to learn 

 is willing to work independently and make their own 

decisions where appropriate 

 embraces change in order to stay at the cutting edge 

of learning 

 is innovative in their thinking 

 is prepared to share their opinions and challenge each 

other’s thinking 

 

By passion, we mean that everyone: 

 joins in with the life of the school enthusiastically 

 remains positive even when faced with adversity 

 aims to inspire others to become STAR learners 

 relishes in the diversity of our community 

 

By commitment, we mean that everyone: 

 shows loyalty to friends, colleagues and the school 

 is willing to support and show care for those who 

need help 

 is willing to work to their highest level 

 is prepared to do their fair share of the work  

 volunteers in a variety of school situations 

 is prepared to persevere in order to overcome 

challenges 

 

By respect, we mean that everyone: 

 values all members of the school community and treats 

them with consideration and as equals 

 displays good manners at all times 

 displays tolerance of others with different points of 

view and beliefs 

 shows respect for the school buildings, facilities and 

surrounding environment 
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Job Description 

Cadland Primary School Job Description 

Post: Business Manager 

Scale: F 

Responsible to: Headteacher 

Purpose of Job:  

 To work in partnership with the Senior Leadership Team to lead the strategic direction of the school by developing and 

leading business strategies and systems which ensure the smooth running of the school and its site 

 To develop, direct and coordinate the full range of school financial and administrative services 

 To lead and performance manage the administrative and site staff team 

 To take a full role in ensuring that all aspects of safeguarding of children and staff are adhered to 

 

Key Responsibilities & Tasks: 
 

  

1. Values & Ethics 

1.1 Help embed the vision, values and beliefs of the school  

1.2 Lead by example at all times especially with respect to confidentiality 

1.3 Treat all members of the school community and visitors to the school with respect and tolerance 

1.4 Work with honesty, integrity and objectivity 

1.5 Be open and honest with the Senior Leadership Team about your own needs and challenges within your role 

1.6 Comply with all statutory regulations and provisions 
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1.7 Pursue the good stewardship of all school resources and refrain from using your position for personal gain 

1.8 Ensure that you report and pursue appropriate measures to correct the failure of yourself or others to act in an ethical 

manner 

1.9 Make the well being and improvement of the life chances of all pupils the basic principle that you base all decisions and 

actions on 

1.10 Keep up to date with and share knowledge of current issues in school business management 

 

 

2. Human Resources 

2.1 Work in partnership with SLT, to organise staffing structures within the school and identify and review staffing needs 

annually in line with the School Improvement Plan 

2.2 Oversee administrative duties relating to all appointments (teaching and support staff) including compliance with 

safeguarding procedures and issuing of contracts, job descriptions etc 

2.3 Oversee the recruitment of volunteers and compliance with safeguarding procedures 

2.4 Manage, support and develop the administrative and site staff to ensure delivery of the school’s strategic priorities in line 

with our school vision, including identifying and addressing any training needs 

2.5 Advise all staff on personnel matters with the support of Education Personnel Services as appropriate 

2.6 Oversee the authorisation of absence/leave and the arrangements for cover when staff are absent 

2.7 Oversee the monitoring of absence trends 

2.8 Oversee the processing of all staff salary claims and advise payroll of key changes to staff 

2.9 Create and maintain accurate personnel records 

2.10 Oversee the induction of all staff to ensure equality of experience and focus on safeguarding 

 

3. Finance & Procurement 

3.1 Act as Financial Advisor to the Senior Leadership team and Governors and lead on all school finance-related matters in 

partnership with the Headteacher  

3.2 Closely link all financial strategies with the school objectives 

3.3 Champion economy, efficiency and effectiveness and lead the promotion of good financial management 
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3.4 Prepare and present original and revised revenue budgets and 3-5 year financial projections to inform the strategic planning 

by the SLT and the governing body 

3.5 Develop and implement financial strategy to resource and deliver the school’s strategic objectives 

3.6 Lead the promotion of good financial management and work with Governors to ensure the school is compliant with SFVS 

regulations 

3.7 To adhere to the Hampshire Manual of Financial Practice and Procedures and administer the accounting systems and 

maintenance of all financial records to meet the needs of this setting 

3.8 Provide monthly budget reports to the Headteacher and half termly reports to Governors 

3.9 Maximise fund raising opportunities to enhance the school’s budget and provide resources to support the school’s 

improvement planning 

3.10 Oversee the ordering of all goods and services used by the school in accordance with financial regulations 

3.11 Work with the governors to facilitate internal audits of financial controls and prepare for external audits 

3.10 Work with SLT to select which service levels agreements to buy in to and liaise with senior providers to ensure value for 

money 

 

4. Marketing 

4.1 Develop a marketing and communication strategy which promotes the school, improves staff and pupil recruitment and 

facilitates and embeds a consistent brand for the school 

4.2 Manage the content of the website and school prospectus and ensure that they adhere to statutory regulations 

4.3 Monitor the development and implementation of quality processes and procedures relating to all administrative matters, to 

ensure that the school’s public relations image is enhanced 

4.4 Provide a comprehensive information service for new and prospective parents to market the school effectively and ensure 

that an effective hospitality and reception service is in place through the effective delegation of other office staff 

 

 

5 Administration 

5.1 Monitor the creation and maintenance of all pupil records (including admissions and discharges & attendance) 

5.2 Liaise with key staff to coordinate the admissions and induction procedures for all children including visits to the school for 

new pupils and parents 
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5.3 Manage and oversee the processing of all data returns to the Local Authority/ Department for Education and other bodies 

as required 

5.4 Assume responsibility for compiling all routine correspondence, including regular staff and parent newsletters and distribute 

accordingly to all stakeholders 

5.5 Oversee  the administration and arrangement of all school trips in liaison with teaching staff and the Deputy Head and 

maintain contact/ delegate responsibility for contact with groups engaged in activities away from school 

5.6 Manage the ‘Policies Review Schedule’ to ensure that policies, procedures and guidance are regularly reviewed and are 

submitted for governing body ratification on time, in accordance with DfE guidelines 

5.7 To provide a PA service to the Headteacher – often dealing with sensitive and highly confidential issues 

 

6. Infrastructure  

6.1 Support the SLT in creating and maintaining Health & Safety records for premises in accordance with audit requirements 

6.2 Create and maintain systems to ensure that all Health & Safety practices are monitored, updated and recorded in an 

accurate and timely way 

6.3 Manage Health & Safety to ensure safe working practices and environment for all site personnel and services delegating 

responsibilities to the Site Manager as appropriate 

6.4 Oversee the work of the welfare team to support the first aid and medical treatment of all staff and pupils 

6.5 Oversee the maintenance of all Health & Safety records 

6.6 Analyse the use of resources and facilities, making recommendations for efficiency improvements, to optimise learning 

outcomes across the school 

6.7 Oversee and manage the administrative arrangements for repairs regarding the care and maintenance of premises and 

equipment and liaise with Site Manager as appropriate 

6.8 Manage capital projects to ensure they are delivered on time and on cost 

6.9 Oversee and report on detailed options and cost–benefit analysis to provide assets that meet service needs and provide best 

value for money 

6.10 Considers options for undertaking necessary repairs/improvements and identifies funding opportunities 

6.11 Manages and reports on grounds-related issues and delegates the Site Manager to respond as appropriate 

6.12 Develops and promotes in partnership with the ICT Manager the strategic ICT plan across the school to support teaching 

and learning and business management processes. 
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6.13 Take decisions on which contractors to engage on behalf of the school in accordance with County guidelines 

 
 

 

This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of school 

organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed 

without consultation. This document must not be altered once it has been signed but will be reviewed annually. 

 

 

Updated March 2016 
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Person Specification 

Cadland Primary School Business Manager Person Specification 

All items in bold should be evidenced within your application. Those not in bold will be assessed during the interview and assessment process. 

 Essential 

Evidence of: 

Desirable 

Qualifications  Management or Business Degree 2:2 or higher or 

equivalent work based experience 

 Management or Business Degree 2:1 or higher 

 School Business Management qualification 

 Professional Qualification (Finance, Personnel 

or Business Management) 

 Evidence of further relevant professional 

development 

Experience  At least 5 years’ experience of financial management 

and/or HR 

 At least 5 years’ experience of leading teams 

 Experience of managing strategic financial plans 

 Experience of driving through organisational change 

 Experience of project management 

 Experience of financial management and budgetary 

control 

 

 Experience of developing effective 

administrative systems and procedures  

 Business Manager/ Admin Officer/ Finance 

Officer in an education setting 

 Working within Admin or Senior team in a 

Hampshire School 

 Managing Health & Safety  

 Member of National Association of School 

Business Management 

 Experience of completing applications to secure 

funding 

 Experience of producing a variety of financial 

reports 

Knowledge  An excellent understanding of Business Administration in 

more than one field from job description 

 Understanding of Health & Safety Management 

 Good knowledge of effective IT administration 
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 Understanding of key safeguarding issues and procedures 

 Understanding of effective performance management 

 Good knowledge of financial standards and financial 

procedures and regulations 

 Willingness and knowledge of how to keep up to date on all 

relevant policies and procedures relevant to your job 

description 

 

systems 

 Good knowledge of financial standards and 

financial procedures and regulations specific to 

schools 

 Understands the relationship between costs and 

school priorities 

 Knowledge of safer recruitment and 

requirements of Single Central Record and DBS 

checks 

 Understands relevant employment & 

discrimination law, regulations and policy 

Skills   Able to lead, manage and motivate others 

 Able to deal effectively with children, parents and 

outside agencies 

 Able to analyse and interpret complex information 

 Able to communicate information and ideas effectively to 

a range of audiences, through excellent written and oral 

communication skills 

 Able to take part confidently in robust professional 

discussions 

 Able to write and present complex reports 

 High standard of IT skills 

 Able to plan and organise their own work and manage the 

workload of others through effective delegation 

 Ability to use school computer systems (SIMS, 

Tucasi, IBC etc) 

 Ability to use management information systems 

 Ability to write effective bids and grant 

applications 

 Has the ability to assess the delivery of value for 

money when comparing products and services  

 Ability to use benchmark data to develop a 

business case 

Personal 

Qualities 

 A clear moral purpose and the courage of your convictions 

 Optimistic and resilient character 

 A strong work ethic - well organised and flexible 

 High expectations of yourself and others 

 Innovative and prepared to exercise own judgement 
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 Portrays our school values of Passion, Commitment, 

Honesty, Respect and Courage in all that you do and 

understands and supports our school vision statement 

 Has a good sense of humour and maintains a sense of 

perspective even during the most difficult of situations 

 Able to build effective relationships and communicate with 

children, parents, staff and other stakeholders  

 Ability to work under pressure and meet deadlines 

 Highest level of integrity, confidentiality & loyalty 
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Code of Conduct 

Cadland Primary School Code of Conduct 

1. Purpose and principles 

This Code of Conduct aims to establish a set of principles which underpin the expected conduct 

of staff at Cadland Primary School with the intention of encouraging staff to achieve the 

highest standards of conduct at work and of minimising the risk of improper conduct occurring.  

The school requires that all staff have read and comply with the Code of Conduct. Where 

clarification is needed on any aspect of this document, this should be sought from the 

Headteacher. 

Breach or failure to observe the provisions of this document may lead to action being taken 

under the school disciplinary procedure which is located in Teacher Pool or can be accessed 

through the school office. 

This document is available to all staff on Teacher Pool or in the Staff room as well as being 

provided on induction to all new members of staff. 

The Code of Conduct is not exhaustive in defining acceptable and unacceptable standards of 

conduct and behaviour and in circumstances where guidance does not exist individuals are 

expected to use their professional judgement and act in the best interests of the school and its 

pupils. 

2. Scope 

The Code of Conduct applies to: 

 all members of staff, including teaching and support staff; 

 volunteers, including governors; 

 casual workers; 

 temporary and supply staff, either from agencies or engaged directly; 

 student placements, including those undertaking initial teacher training, and apprentices. 

References to ‘staff’ throughout the Code of Conduct refer to all of the above groups.  

Any links within this document to other documents are for ease of use and do not form part of 

this Code of Conduct. 

The Code of Conduct exists in addition to Hampshire County Council’s Local Government Code of 

Conduct. 

3. Professional standards at work 

Staff are expected to demonstrate the highest possible standards of personal and professional 

conduct and behaviour and consistently act with honesty and integrity. The school expects staff 

to treat each other, pupils, parents and the wider school community with dignity and respect at 

all times.  

Furthermore, staff must have regard for the ethos and values of the school as well as its 

policies and procedures and act in accordance with these at all times, including in their dealings 

with those who come into contact with the school e.g. visitors. 

Staff must act in accordance with their duty of care to pupils and ensure that the safety and 

welfare of the children and young people at the school are accorded the highest priority. In this 

http://intranet.hants.gov.uk/hr-home/hr/hr-terms/lg-codeofconduct.htm
http://intranet.hants.gov.uk/hr-home/hr/hr-terms/lg-codeofconduct.htm
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and other ways staff should always maintain standards of conduct and behaviour which sustain 

their professional standing and that of the school. 

Teachers are reminded of, and are expected to uphold, their wider responsibilities as set out in 

the Teachers’ Standards, including an understanding of, and acting within, the statutory 

frameworks which set out their professional duties and responsibilities. 

4. Safeguarding 

Cadland Primary School recognises its statutory and moral duty to safeguard and promote the 

welfare of pupils and understands that staff play a vital role in meeting these responsibilities. 

Staff must be aware of their individual safeguarding responsibilities, including to provide a safe 

environment in which children can learn, to be aware of the signs of abuse and neglect, to 

identify children who are suffering, or are likely to suffer, significant harm and to take 

appropriate action in such cases to prevent concerns from escalating. 

All members of staff must be aware of the school’s systems for supporting child safeguarding, 

including the role of the school’s Designated Safeguarding Lead (DSL). 

In this school the DSL is:  Mrs Baser 

Staff have a professional duty to report concerns about the welfare of a child. Any such 

concerns must be raised without delay to the school’s DSL in the first instance or to the 

Headteacher if the DSL cannot be located. In the event that none of the above are available 

ring The Hampshire County Council’s Safeguarding team on 1962 876364. There should be 

no delay in reporting a concern if there is risk of immediate serious harm to a child. 

Staff are reminded of their duty to report safeguarding concerns about staff. Any concerns or 

allegations must be raised without delay to the school’s DSL in the first instance or to the 

Headteacher if the DSL cannot be located.  

Staff should be familiar with the school’s child protection policy, which is available to all staff 

on Teacherpool.  All staff will receive appropriate child protection training and will be provided 

with guidance on child safeguarding as part of their induction to the school. 

In accordance with the statutory guidance published by the Department for Education ‘Keeping 

Children Safe in Education’ (2015) all staff in Cadland Primary School are required to read Part 

One ‘Safeguarding information for all staff’ and will be provided with a copy as part of their 

induction to the school. The full document is available via the above link or from www.gov.uk  

Further information is found in the guidance document ‘The avoidance of unnecessary contact 

and allegations’ and in ‘Guidance for safer working practice for those working with children and 

young people in education settings’ (September 2015) provided by the Safer Recruitment 

Consortium. 

5. Appropriate relationships 

Pupils 

Individuals who work or volunteer in a school environment are in a position of trust. Staff should 

be mindful of the need to maintain professional boundaries appropriate to their position and 

must always consider whether their actions are warranted, proportionate, safe and applied 

equitably. 

Staff should act in an open and transparent way that would not lead any reasonable person to 

question their actions or intent. Staff should think carefully about their conduct so that 

misinterpretations are minimised. 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/301107/Teachers__Standards.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/300309/KCSIE_gdnce_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/300309/KCSIE_gdnce_FINAL.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/300319/KCSIE_FINAL_8PG.pdf
http://www.gov.uk/
http://www3.hants.gov.uk/avoidance_of_unnecessary_contact_and_allegations.doc
http://www3.hants.gov.uk/avoidance_of_unnecessary_contact_and_allegations.doc
http://4lscb.proceduresonline.com/chapters/p_alleg_staff.html
http://4lscb.proceduresonline.com/chapters/p_alleg_staff.html
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Staff must avoid unnecessary physical contact with children. Where physical contact is 

essential, e.g. for safety reasons, the pupil’s permission must be gained for that contact 

wherever possible. If physical contact is made to remove a pupil from a dangerous situation or 

an object from a pupil to prevent either harm to themselves or others, then this should be 

recorded and reported to the Headteacher.  In cases where accidental physical contact was 

made, it should be reported to the Headteacher. In all cases staff should act in accordance 

with the school’s restraint policy, to be found in Staff Policies on Teacher Pool. 

Any sexual behaviour by a member of staff with or towards a pupil is unacceptable. Staff are 

reminded that under the Sexual Offences Act 2003, it is a criminal offence for a person aged 

18 or over to have a sexual relationship with a child under 18, where that person is in a position 

of trust in respect of that child, even if the relationship is consensual.  

Parents 

Staff are expected to interact with parents in a polite and respectful manner and recognise 

parents’ entitlement to express any concerns they may have about their child’s learning, safety 

or wellbeing. Staff should avoid discussing school matters with parents outside school if 

approached and should instead refer the parent to the normal school communication channels.  

6. Use of IT including social media 

Internal e-mail and internet systems must be used only in accordance with the school’s 

acceptable use of ICT policy on Teacher Pool/Staff Information/Curriculum Policies. 

Social networking sites offer the opportunity for communication with children, young people and 

their parents outside normal professional boundaries. School staff must take care to protect 

their privacy and protect themselves from risk of allegations in relation to inappropriate 

relationships and cyberbullying. Staff must not have any unauthorised contact or accept ‘friend’ 

requests through social media with any pupil (including former pupils and/or those who attend 

other schools) unless they are family members. Staff must exercise caution when having 

contact online through social media with parents so as not to compromise the school’s reputation 

or school information. 

Please refer to the school’s acceptable use of ICT policy and Social Media policy Teacher 

Pool/Staff Information/Curriculum Policies for further guidance on acceptable and 

unacceptable use of IT, social media and mobile phones. 

For further information on the acceptable use of school IT Resources, staff should refer to the 

school’s leaflet ‘Use of ICT Resources Do’s and Don’ts: advice for school staff’ on Teacher 

Pool/Staff Information/Curriculum Policies. 

7. Confidentiality and disclosure of information 

Staff must ensure that they do not disclose confidential information to anyone who does not 

have the right to receive it. Where information is disclosed this should be in line with the 

principles of the Data Protection Act 1998. Equally staff should not prevent another person 

from gaining access to information to which that person is entitled by law. If there is doubt 

about whether or not to share information, advice must be sought from the Headteacher. 

Information obtained during the course of an individual’s work should never be used for personal 

gain or benefit, nor should it be passed onto others who might use it in such a way. 

 

 

 

 

http://www3.hants.gov.uk/dos-and-donts-advice-for-staff-ict-resources.doc
http://www.legislation.gov.uk/ukpga/1998/29/contents
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8.  Dress and appearance 

An individual’s dress and appearance is a matter of personal choice; however, staff should 

ensure that they dress appropriately, decently and safely for a school environment and for the 

role they undertake, as well as setting a good example to both pupils and visitors.  

Staff should have particular regard to the health and safety risks involved with certain lessons 

i.e. physical education/food technology and the need to dress appropriately and safely when 

undertaking these activities, such as wearing appropriate footwear, removing jewellery etc.  

The school recognises the diversity of cultures and religions of its staff and will take a 

sensitive approach when this affects dress and uniform requirements. However, priority will be 

given to health and safety, security and other similar considerations of other staff, pupils and 

the school. 

9. Equal opportunities 

The Governing Body of the school is committed to equality for all in the appointment, 

development, training and promotion of staff, and in all dealings with pupils and parents of the 

school. It also recognises that all members of staff have the right to work in a safe 

environment without fear of discrimination, harassment or abuse. 

All pupils, colleagues, parents, members of the public and wider school community have the right 

to be treated with fairness and equality and must not be discriminated against. The school 

expects staff to uphold these principles. 

Please refer to the school’s equalities policy for further guidance. 

10. Conduct outside work 

Care should be taken by staff to avoid any conflict of interest between activities undertaken 

outside school and responsibilities within school. In no case should outside activities bring the 

school into disrepute.  

Staff must disclose any misconduct or alleged misconduct made against them, including any 

incidents arising from alternative or additional employment outside of this school. Disclosure 

must be made to the Headteacher without delay, after which consideration will be given to the 

relevance or otherwise of the misconduct to their role in the school. 

Where staff are in doubt as to whether there is a conflict of interest advice must be sought 

from the Headteacher. 

11. Declaration of interests 

Staff should consider carefully whether they need to declare to the school any relationship 

with an individual where this might cause a conflict with the school’s activities, for example, a 

relationship with a Governor, another staff member or a contractor who provides services to 

the school. Where such a declaration is necessary this should be made to the Headteacher. 

Staff may undertake work outside school, either paid or voluntary, provided it does not conflict 

with the interests of the school nor be at a level which may contravene the Working Time 

Regulations or affect an individual’s performance at work. 

 

 

 

http://www.legislation.gov.uk/uksi/1998/1833/made/data.pdf
http://www.legislation.gov.uk/uksi/1998/1833/made/data.pdf
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12. Whistleblowing 

The Public Interest Disclosure Act 1998 (as amended) gives protection to people who disclose 

reasonable concerns about serious misconduct or malpractice at work. This is sometimes known 

as Whistleblowing. The Governing Body of the school will treat all matters of malpractice very 

seriously and allegations about such matters will be dealt with quickly and with appropriate 

confidentiality. 

Staff should acknowledge their individual responsibilities in bringing matters of concern to the 

attention of senior leadership in the school. This is particularly important where the welfare 

of children may be at risk. 

A clear procedure is provided for staff to raise issues with the purpose of assisting in reducing 

the risk of serious concerns being mishandled, whether by the individual or by the school. Please 

refer to the school’s Procedure for Protected Disclosures (“Whistleblowing”) for further 

information on Teacher Pool/Staff Information/Curriculum Policies 

13. Health and safety 

Staff must adhere to the school’s Health and Safety policy and should ensure that they take 

every action to keep themselves and others in the school environment safe. 

Please refer to the school’s Health and Safety policy for further information Teacher 

Pool/Staff Information/Policies 

14. Gifts and hospitality 

There may be occasions where children or parents wish to pass small tokens of appreciation to 

staff, for example as an end of year ‘thank-you’, and this is acceptable. However, it is 

unacceptable to receive gifts on a regular basis or of any significant value or to suggest to 

pupils that gifts would be appropriate or desired. Money should never be accepted as a gift. 

It is not acceptable for staff to give gifts to pupils and any rewards given to children must be 

given in agreement with the declared reward practice of the school. 

Staff should not solicit or accept any gift, hospitality or other reward from external parties 

which influences the way in which they carry out their duties or leads the giver to expect 

preferential treatment. 

15. Use of school resources and funds 

The use of school resources, property and equipment is for school-related activities only, 

except where otherwise agreed. 

All members of staff must use any public or school funds entrusted or handled by them in a 

responsible and lawful manner. 

 

 

 

 

 

http://www.legislation.gov.uk/ukpga/1998/23/contents
http://www3.hants.gov.uk/eps-protected-disclosures.doc
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Application Process 

Candidates should complete the application form and return it so that it is received no later 

than 12midday on Friday 8th December.  
 

Cadland Primary School 

Whitefield Road 

Holbury 

Southampton 

Hmapshire 

SO45 2HW 

Telephone 02380 892341  

E-mail address: adminoffice@cadland.hants.sch.uk  
   
You should provide a full statement in support of your application, which should not exceed two 

sides of A4 paper. Please do not restate the factual details already included elsewhere on the 

application form. Please focus your application on the aspects of the person specification 

that are in Bold. Assessment of your other skills and knowledge will be made during the 

interview process if you are invited to attend. Please make it clear in your application why you 

are interested in working in this role in our school. We do not expect candidates to be able to 

fulfil the entire role on initial appointment. Training and continuous professional development 

will be provided. 

 

Selection Procedure  

The shortlist will be drawn by Wednesday 13th December and the selection process will take 

place on Wednesday 20th December. Further details will be sent to those candidates called for 

interview.  

 

Applicants will be advised within 3 working days after the shortlisting date whether they have 

been successful or not. Successful candidates will have references taken up prior to interview. 

 

Failure to send your application form to the above address/ email address may invalidate your 

application. 

  

Equality Monitoring  

All applications will be required to complete an Equality Monitoring form. 

  

Receipt of Application  

Applications are acknowledged (by email whenever possible) within three working days of 

receipt. If you do not receive an acknowledgement within this time, please contact the School 

Office immediately on the number above. 

 

Postage  

Insufficient postage occasionally leads to application forms being received after the closing 

date for application has passed. To avoid this, please ensure that you attach the correct 

postage to your application.  
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Safer Recruitment  

Cadland Primary School are committed to safeguarding and promoting the welfare of children 

and young people and expect all staff and volunteers to share this commitment. We will ensure 

that all our recruitment and selection practices reflect this commitment. All successful 

candidates will be subject to Disclosure & Barring checks along with other relevant employment 

checks.”  

 

Data Protection Act 1998 – You should be aware that the information you have provided will be 

stored on the school’s computer system and will only be used to process your application. It will 

not be passed to any other organisation. 


