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Headteacher: Mrs R Ballard
St Anthony’s Drive
Fulwood
Preston
PR2 3SQ
Phone: 01772 726621
www.st-anthonys.lancs.sch.uk

Pupils on Roll: 321

Headteacher
L14 – L21, £61,042 - £72,483
[bookmark: _GoBack]Required from 30 April 2024 or sooner if available
September 2023
Following the appointment of our much valued Headteacher to an advisory position within the Local Authority, an exciting opportunity has arisen for the governors to appoint an enthusiastic and inspirational Catholic leader to move the school forward, as we progress to joining the Mater Ecclesiae Catholic Multi Academy Trust in September 2024.
Our new Headteacher will join a school family which values the uniqueness of all members of the school community and where the teachings of Jesus Christ and the Catholic Church are fundamental to the whole life of the school.

We are looking for a Headteacher who:
· is a practising and committed Catholic who will put personal faith into practice in leading our school 
· can develop and sustain strategic thinking and planning that builds, communicates and carries this school forward
· has the ability to nurture, inspire, challenge, motivate and empower others 
· is approachable to pupils, staff and parents 
· will keep the school at the heart of the parish and wider community 
· will be a figurehead for the school's caring and inclusive ethos 
· has a clear focus on raising pupil achievement
· will be committed to encouraging parental involvement in pupils' education

We can offer: 
· enthusiastic children with outstanding behaviour who are actively involved in their own learning
· a dedicated and experienced staff team with a strong Senior Leadership Team
· close links with the Church and wider community
· supportive and experienced governors.
· parents who are active partners in their children’s education
· a welcoming school with a caring ethos

This is an opportunity for an ambitious school leader to develop professionally and gain personal satisfaction in the process. We welcome visits from prospective applicants.

Closing date:	30th October 2023 @ 12.00 noon
Shortlisting: 8th November 2023
Interview date:	29th November 2023

http://www.st-anthonys.lancs.sch.uk/wp-content/uploads/2023/09/Safeguarding-Policy-2022.23.pdf
http://www.st-anthonys.lancs.sch.uk/wp-content/uploads/2023/09/Absence-Management-Guidelines-August-2022.pdf

Applications:  Please ensure all documents attached to this vacancy are downloaded and completed.  Completed applications and supporting documents should be emailed to schoolsrecruitment@lancashire.gov.uk quoting the vacancy reference number.
























Welcome Letter
									        September 2023
Dear Applicant              
                                                                        			                        
 
Thank you for expressing an interest in the vacant Headteacher position at our school.
 
St Anthony’s is a popular and oversubscribed school which over recent years has made considerable progress in providing a rich and balanced curriculum for our children, full of opportunities in and out of the classroom.
 
We are proud to be a Catholic school at the heart of our parish community and of the Outstanding judgement of our latest Diocesan Section 48 inspection.
 
As you will read too in our recent Ofsted report, there is much for the school to celebrate, not least our children who are fully engaged in their own educational and spiritual development, and consistently supportive and caring to all around them.
 
There are however some challenges highlighted by Ofsted which the school are addressing and the Governing Body look forward to working with and supporting the successful applicant as we continue to address these issues and move the school forward.
 
The school’s website – www.st-anthonys.lancs.sch.uk – should give you a good insight into all aspects of school life, as well as some of the policies adopted by the school.
 
I would encourage you to visit the school to help you gain a better understanding of what we can offer, and there are two designated pre-application visit days on Tuesday 10th October at 2pm and Thursday 19th October at 4pm.  Please email Mrs Lesley Cartwright (School Business Manager) - bursar@st-anthonys.lancs.sch.uk – if you wish to attend on either of these dates.

 
Other key dates to which I would draw your attention are:
 
                Closing date: Monday 30 October (noon)
 
                Shortlisting: Wednesday 8 November
 
                Candidates invited into school: Tuesday 28 November
 
                Interviews: Wednesday 29 November
 

I look forward to receiving your application.
 
Yours sincerely
 
Paul Thompson
Chair of Governors




Letter from School Council
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September 2023
Dear Future Headteacher,
We would like to thank you for your interest in the post of Headteacher at our school.
St Anthony’s Primary School is a happy and fun school. It is a large school with a wide range of facilities and resources; there are 321 pupils and 11 classes. Our teachers are very proud of our behavior and that we are always ready to work hard. We all enjoy coming to school because of all the friends we have and the amount that we learn.
Mrs Ballard, our current Headteacher, leads this school very well and we want this to carry on. Our school needs a Headteacher who is fun, kind, reliable, brave and jolly. We want to keep our school as happy and enjoyable as it is now. We would like you to listen to us if we are worried and visit the classes regularly – and sometimes teach our class. We want an experienced person who is confident enough to speak in assembly or teach Year 6 work if you are needed to.
Everybody in our school is successful and children always aim to achieve to the best of their ability; we are always encouraged to do our best. We need a Headteacher who can carry on the hard work and work with the teachers and children at St Anthony’s to make sure that we continue to achieve highly.

Yours Faithfully
St Anthony’s School Council



Job Description
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Headteacher Job Description
Catholic Voluntary Aided Schools
St Anthony’s Catholic Primary School, 

Introduction
The school has been designated by the Secretary of State as a school with a religious character. Its Instrument of Government states that it is part of the Catholic Church and is to be conducted as a Catholic school in accordance with Canon Law, the teachings of the Catholic Church and the diocesan trust deed.  At all times the school is to serve as a witness to the Catholic faith in Our Lord Jesus Christ. The post is therefore reserved for a practising Catholic who can show by example and from experience that he or she will ensure that the school is distinctively Catholic in all its aspects.
This appointment is made by the governing board of the school and is subject to the terms of the Catholic Education Service contract signed with the governors as employers; the current conditions of service for Headteacher contained in the School Teachers’ Pay and Conditions document as well as all other current education and employment legislation and statutory guidance. 
This job description is based on the key areas identified in the National Standards for Headteacher (2020). These standards are in turn built upon the Teaching Standards (2012) which apply to all teachers, including Headteacher.
The governing body and the diocese acknowledge the importance of the role of the Catholic Headteacher and will actively offer continuing support, encouragement, affirmation and realistic challenge to the successful candidate.
The governing board is committed to safeguarding and promoting the welfare of children and young people.  The Headteacher must ensure that the highest priority is given to following the guidance and regulations relating to safeguarding and child protection.  Appointment is conditional upon receipt of satisfactory Disclosure and Barring Service (DBS) checks in relation to criminal and child protection matters.  

A.  The Core Purpose of the Headteacher
The core purpose of the Headteacher is to provide professional leadership and management of the school. This will promote a secure foundation from which to achieve high standards in all areas of the school’s work. To gain this success, a Headteacher must establish high quality education by effectively managing teaching and learning and using personalised learning to realise the potential of all pupils. The Headteacher must establish a culture that promotes excellence, equality and high expectations of all pupils. This will include ensuring that religious education is in accordance with the teachings, doctrines, discipline and general and particular norms of the Catholic Church.

The ‘preferred future’, expressed in the strategic vision and development of a Catholic school, stems from the educational mission of the Church, which is reflected in the school’s mission statement and school improvement plan.
The Headteacher, working with the governing board and others, is expected to draw on the person, life and teachings of Jesus Christ to create a shared vision and strategic plan, which inspires and motivates pupils, staff and all other members of the community. The vision should explore Gospel values, core educational values and moral purpose and be inclusive of stakeholders’ values and beliefs.
The Headteacher is the leading professional in the school. Accountable to the governing board, the Headteacher provides vision, leadership and direction for the school and ensures that it is managed and organised to meet its aims and targets. The Headteacher, working with others, is responsible for evaluating the school’s performance to identify the priorities for continuous improvement and raising standards; ensuring equality of opportunity for all; developing policies and practices; ensuring that resources are efficiently and effectively used to achieve the school’s aims and objectives and for the day-to-day management, organisation and administration of the school.
The Headteacher, working with and through others, secures the commitment of the wider community to the school by developing and maintaining effective partnerships with, for example, schools, other services and agencies for children, parishes, the diocese, the local authority, higher education institutions and employers. Through such partnerships and other activities, the Headteacher play a key role in contributing to the development of the education system as a whole and collaborating with others to raise standards locally.
Drawing on the support provided by members of the school community, the Headteacher is responsible for creating a productive learning environment which is engaging and fulfilling for all pupils. 

B.	The Headteacher Standards 2020
	1. Culture and Ethos
The strategic direction and development of the school stem from the educational mission of the Church.  The Headteacher will ensure that his/her leadership demonstrates commitment to promoting and developing the school’s distinctive Catholic identity through the search for excellence in all area of this work.
Critical to the role of headship is working with the governing board and others to create a shared vision and strategic plan which inspires and motivates pupils, staff and all other members of the school community. This vision should express core educational values and moral purpose and be inclusive of stakeholders’ values and beliefs.




The Headteacher will:
1. Recognise the authority of the bishop in relation to the provision of education in the diocese and work within the school and parish community to create and promote an educational vision and values for the school which take account of the school’s Catholic mission and of the diversity, values and experiences of the school and the community it serves.

2. Hold and articulate clear Catholic values and moral purpose focused on providing a world-class education for the pupils they serve and reflecting the Catholic foundation of the school.

3. Demonstrate optimistic personal behaviour, positive relationships and attitudes towards their pupils and staff, and towards parents, governors and members of the local church and wider community.

4. Lead by example, with integrity, creativity, resilience, and clarity, drawing on their scholarship, expertise and skills and that of those around them.

5. Sustain wide, current knowledge and understanding of education and school systems locally, nationally and globally, and pursue continuous professional development that reflects the needs of a Catholic school.

6. Work with political and financial astuteness, within a clear set of principles centred on the school's Catholic vision, ably translating local, national and diocesan policy into the school's context.

7. Communicate compellingly the school’s vision and drive the strategic leadership, empowering all pupils and staff to excel thus ensuring a culture of high staff professionalism.

	2. Curriculum and Teaching

In a Catholic school the Headteacher leads a learning community rooted in Catholic belief and principles. The search for excellence is given expression in learning and teaching which recognise pupils’ individual worth as made in the image and likeness of God. The Headteacher will lead the school community in promoting positive attitudes to learning amongst pupils and staff which stem from Christ’s vision for humanity.

The Headteacher has a central responsibility for raising the quality of teaching and learning and for pupils’ achievement. This implies setting high expectations and monitoring and evaluating the effectiveness of learning outcomes. A successful learning culture will enable pupils to become effective, enthusiastic, independent learners, committed to life-long learning.



In accordance with the school’s Catholic ethos, the Headteacher will:

1. Demand ambitious standards of achievement and attendance for all pupils, overcoming disadvantage and advancing equality, instilling a strong sense of accountability in staff for the impact of their work on pupils' outcomes. Ensure high quality personal, social, health education and citizenship in accordance with the teachings and doctrines of the Catholic Church. Ensure quality provision for pupils’ spiritual, moral, social and cultural education in line with the distinctive Catholic nature, purpose and aims of the school.

2. Secure excellent teaching through an analytical understanding of how pupils learn and of the core features of successful classroom practice and curriculum design, leading to rich curriculum opportunities and pupils' well-being, taking full account of the school’s Catholic foundation.

3. Establish an educational culture of "open classrooms" as a basis for sharing best practice within and between schools, drawing on and conducting relevant research and robust data analysis.
 
4. Create an ethos based on Catholic values within which all staff are motivated and supported to develop their own skills and subject knowledge, and to support each other. 

5. Identify emerging talents, coaching current and aspiring leaders in a climate where excellence is the standard, leading to clear succession planning. Hold all staff to account for their professional conduct and practice.

	3.  Organisational effectiveness

In the Catholic school all deployment of staff, finance, material resources, time and energy should promote the common good of the community in accordance with the school’s Mission Statement.

The Headteacher needs to provide effective organisation and management of the school and seek ways of improving organisational structures and functions based on rigorous self-evaluation. The Headteacher should ensure that the school and the people and resources within it are organised and managed to provide an efficient, effective and safe learning environment. These management responsibilities imply the re-examination of the roles and responsibilities of those adults working in the school to build capacity across the workforce and ensure resources are deployed to achieve value for money.

    The Headteacher should manage themselves and their relationships well. Headship is about building a professional learning community which enables others to achieve. Through performance management and effective continuing professional development practice, the Headteacher supports all staff to achieve high standards. To equip themselves with the capacity to deal with the complexity of the role and the range of leadership skills and actions required of them.  The Headteacher should be committed to their own continuing professional development.

    The Headteacher should work in partnership with others. In a Catholic school the Headteacher is responsible for the mission of the school to the local and wider Catholic community and beyond. He/she will collaborate with the parish and other Catholic organisations as well as with the wider educational community for the benefit of the school’s community and others. He/she will demonstrate a belief that community and school are interdependent and that engagement with the community promotes school development.

The Headteacher should commit to engaging with the internal and external school community to secure equity and entitlement. The Headteacher should collaborate with other schools in order to share expertise and bring positive benefits to their own and other schools. The Headteacher should work collaboratively at both strategic and operational levels with parents and carers and across multiple agencies for the wellbeing of all children. The Headteacher shares responsibility for leadership of the wider educational system and should be aware that school improvement and community development are interdependent.






In accordance with the school’s Catholic ethos, the Headteacher will:
1. Ensure that the school's systems, organisation and processes are well-considered, efficient and fit for purpose, upholding the principles of transparency, integrity and probity within the Catholic context.
2. Ensure arrangements for the daily Act of Collective Worship and the spiritual life of the school. Ensure the diocesan policy for Religious Education is fulfilled.

3. Provide a safe, calm and well-ordered environment for all pupils and staff, focused on safeguarding pupils and developing their exemplary behaviour in school and in the wider society.

4. Establish rigorous, fair and transparent systems and measures for managing the performance of all staff, addressing any under-performance, supporting staff to improve and valuing excellent practice. 

5. Welcome strong governance and actively support the governing body to understand its role and deliver its functions effectively – in particular its functions to set school strategy and hold the Headteacher to account for pupil, staff and financial performance.

6. Exercise strategic, curriculum-led financial planning to ensure the equitable deployment of budgets and resources, in the best interests of pupils' achievements, the school's sustainability and its Catholic character. 

7. Distribute leadership throughout the organisation, forging teams of colleagues who have distinct roles and responsibilities and hold each other to account for their decision making. 

Working in a spirit of collaboration to secure Catholic principles of equity and entitlement, the Headteacher will:
1. Create an outward-facing school which works with other schools, organisations and the local community, in a climate of mutual challenge, to champion best practice and secure excellent achievements for all pupils. Build a school culture and curriculum based on Gospel values, the teaching of Jesus Christ and the Catholic Church, which take account of the richness and diversity of the school’s communities.

2. Develop effective relationships with fellow professionals, colleagues in other public services, parents/carers and the parish community to improve academic and social outcomes for all pupils.

3. Challenge educational orthodoxies in the best interests of achieving excellence, harnessing the findings of well-evidenced research to frame self-regulating and self-improving schools.

4. Shape the current and future quality of the teaching profession through high quality training and sustained professional development of all staff.

5. In the context of the school’s Catholic ethos, model entrepreneurial and innovative approaches to school improvement, leadership and governance, confident of the vital contribution of internal and external accountability.

6. Inspire and influence others, within and beyond schools, to believe in the fundamental importance of education in young people's lives and to promote the value of education especially within a Catholic context.










Person Specification
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Person Specification/Selection Criteria for
Headteacher at St Anthony’s Catholic Primary School, Preston

The school’s Instrument of Government states that it is part of the Catholic Church and is to be conducted as a Catholic school in accordance with Canon Law, the teachings of the Roman Catholic Church and the Trust Deed of the Diocese of Lancaster. At all times the school is to serve as a witness to the Catholic Faith in Our Lord Jesus Christ. The post therefore requires a practising Catholic who can show by example and from experience that they will ensure that the school is distinctively Catholic in all its aspects. 
St Anthony’s Catholic Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

The applicant will be required to safeguard and promote the welfare of children and young people.
Source Key: 	A = Application Form I = Interview R = References CC = Checking Certificates
Note: Candidates failing to meet any of the essential criteria will automatically be excluded

[A] Faith Commitment
	
	Essential
	Desirable

	Practising Catholic
	E
	

	Involvement in parish community
	
	D



To be able to demonstrate their knowledge and understanding of the following in the context of a Catholic school.
	
	Essential
	Desirable

	Leading school worship
	E
	

	Ways of developing religious education and worship
	
	D

	A commitment to strategic thinking and planning that builds, communicates and carries forward a coherent and shared vision for the Catholic ethos of the school
	E
	

	How relationships should be fostered and developed between the school, parish and its community and the Diocese of Lancaster and other schools as St Anthony’s joins the Mater Ecclesiae Catholic Multi Academy Trust
	
	D

	Has completed the Catholic Leadership Programme or equivalent or has a commitment to do so
	E
	



[B] Qualifications
	
	Essential
	Desirable

	Qualified teacher status
	E
	

	Degree
	E
	

	CCRS/CTC or commitment to obtaining the certificate
	E
	



[C] Professional Development
	
	Essential
	Desirable

	Evidence of appropriate professional development for the role of headteacher
	E
	

	Evidence of recent leadership and management professional development
	E
	

	Up to date safeguarding training and knowledge of legislation for the protection of young people 
	E
	

	Has successfully undertaken Designated Safeguarding Lead training or has commitment to do so
	E
	



[D] School leadership and management experience
	
	Essential
	Desirable

	Recent successful senior leadership e.g., a deputy headteacher, assistant headteacher or acting headteacher
	E
	

	Evidence of successfully leading school improvement
	E
	

	Evidence of the application of strategies to review, implement, evaluate and improve learning and teaching
	E
	

	Experience of curriculum leadership and development
	E
	

	Experience of working constructively with parents
	E
	

	Experience of monitoring staff performance
	
	D

	Experience of effective budget management and financial analysis
	
	D

	The ability to provide advice and support to the Local Governing Body to enable it to meet its responsibilities
	
	D

	Understanding of accountability to the CEO and CFO within Mater Ecclesiae Catholic Multi Academy Trust in the Diocese of Lancaster when St Anthony’s join the Trust
	
	D

	An understanding of strategic financial planning in relation to its contribution to school improvement, curriculum development and pupil achievement
	E
	

	To have experience of and ability to contribute to staff development across the primary range. (E.g. coaching, guiding, mentoring or training individuals or teams, leading INSET)
	E
	

	Ability to demonstrate a good awareness of current national education policy and strategy
	E
	



[E] Experience and knowledge of teaching
	
	Essential
	Desirable

	Successful teaching of pupils in the primary phase
	E
	

	Experience of teaching in more than one school
	
	D

	To have a working and current knowledge and understanding of all three Key Stages in the primary phase
	E
	

	Displays commitment to the protection and safeguarding of children and young people, showing an awareness of legislation and working with other agencies where appropriate
	E
	

	Experience of providing professional challenge and support to others through the appraisal process
	
	D

	To be able to effectively use data and assessment to raise standards/address weaknesses
	E
	

	To be able to exemplify how the needs of all pupils have been met through high quality teaching
	E
	



[F] Professional Attributes
	
	Essential
	Desirable

	Be able to demonstrate an understanding, awareness and empathy for the needs of the pupils at the school and how these could be met
	E
	

	Be able to demonstrate a clear rationale for behaviour management and a proven track record of the effective implementation of a range of behaviour management strategies 
	E
	

	To have excellent written and oral communication skills (which will be assessed at all stages of the process)
	E
	

	To be a leader of learning demonstrating, promoting and encouraging outstanding classroom practice
	E
	

	Show a good commitment to sustained attendance at work
	E
	



[G] Professional Skills
(Based on the National Standards for Headteachers 2020)

The headteacher is expected to have a good knowledge of the National Standards for Headteachers (2020) upon which the job description is based and be willing to work towards the achievement of these standards. In addition, the Headteacher will be expected to work with the governors to set annual personal objectives within the framework of these standards:

· Culture and Ethos
· Curriculum and Teaching
· Organisational effectiveness including Governance and Accountability
Candidates are therefore asked to structure their supporting statement under the above headings

[H] Personal Qualities
All of the following are considered essential for the post and will be assessed through interview and reference:
	


· Continue to promote the school's strong educational philosophy and values
· Inspire, challenge, motivate and empower teams and individuals to achieve high goals
· Demonstrate personal enthusiasm and commitment to leadership aimed at making a positive difference to children and young people
· Build and maintain quality relationships through interpersonal skills and effective communication
· Demonstrate personal and professional integrity, including modelling values and vision
· Manage and resolve conflict
· Prioritise, plan and organise themselves and others
· Think analytically and creatively and demonstrate initiative in solving problems
· Be aware of their own strengths and areas for development and listen to, and reflect constructively and act upon as appropriate, feedback from others
· Demonstrate a capacity for sustained hard work with energy and vigour
· Uphold the 7 Nolan principles of public life 

[I]	Confidential References and Reports
	A positive and supportive faith reference from a priest where the applicant regularly worships.
	E

	Positive recommendation from all referees, including current employer.
	E

	A supportive reference from the Local Authority, if possible, or a further supportive professional reference
	E



The governors reserve the right in exceptional cases to seek additional references from other former employers where this seems appropriate.

[J]	Application Form and Supporting Statement

The form must be fully completed.  The supporting statement should be clear, concise and related to the specific post, following the guidance outlined in section G above. 

The CESEW Leadership Application Form must be fully completed. The supporting statement should not exceed 1300 words in length, be clear, concise and related to the post and setting applied for.
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Additional Documentation
· Application Form Notes to Applicant
· Guidance on Practicing Catholics
· Recruitment Monitoring Form**
· Rehabilitation of Offenders Form**
· SLT Applicant Declaration**
· Equality Act – reasonable adjustments statement


The forms are embedded below, those highlighted ** require signing.
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EQUALITY ACT 2010 

MODEL REASONABLE ADJUSTMENTS STATEMENT

We understand that some disabled applicants may, due to the nature of their disability, find some parts of the recruitment process challenging.  We aim to ensure that all applicants are provided with the same opportunities during the recruitment process and, to that end, we strive to comply with the duties placed upon us to make reasonable adjustments as prescribed by the Equality Act 2010.  

Should you have a disability and require a particular adjustment to be made to allow you to fully participate in the recruitment process, please ensure that this is made known to the person identified in the Invitation to Interview Letter when confirming your availability to attend interview.  Our duty to make reasonable adjustments only applies where we know about, or ought reasonably to know about, your disability so it is important that you provide this information to us (details for the relevant person to contact will be provided in your Invitation to Interview Letter).  

Below is a non-exhaustive list of some of the types of adjustments that we may make to ensure that the recruitment process is fair to all applicants, if it is reasonable to do so in all the circumstances:

· Modification to Documentation – this may include providing documents in large print, in Braille format or in audio format and/or providing oral instruction on documentation for those applicants with a learning disability;

· Modification of procedures for testing and/or assessment – this may include allowing an applicant to provide oral answers as opposed to written where the applicant has, for example, a disability which affects their manual dexterity.  Conversely, an oral test may be completed in writing where the applicant has a disability which affects their speech;

· Provision of a Reader for a visually impaired applicant;

· Provision of Auxiliary Aids – for example, a person to guide a visually impaired applicant around the interview venue;       

· Provision of special equipment – for example, adapted keyboards for applicants whose disability may affect their manual dexterity and/or large screen computers for applicants with visual impairments;

· Provision of a Sign Language Interpreter for an applicant with a hearing impairment;

· Where interviews are being conducted by telephone, provision for interview by textphone for an applicant with a hearing impairment;

· Provision of vehicle parking as proximate to the interview venue as reasonably practicable for an applicant with a mobility impairment;

· Modification of interview premises – for example, in order to ensure that an applicant who uses a wheelchair can gain access to the building where the interview is being held, the school / academy / college may consider using ramps, holding interviews on the ground floor (if there is no adequate lift), considering the placement of furniture and rearranging if necessary etc. 

 



Equality Act 2010 Model Reasonable Adjustments Statement – Recruitment – Version 2 – March 2013 – updated April 2019

THE CATHOLIC EDUCATION SERVICE © 
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SLT Applicant Declaration





I, ……………………………………………………………………………………,

confirm that I have been provided with sample copies of the Diocese of Lancaster Education Service Guidance on the Definition of a Practising Catholic and the model Catholic Education Service (CES) contract of employment particular to the post of Headteacher at St Anthony’s Catholic Primary School for which I am applying.



I confirm that:



· I have read the Diocesan Guidance on the Definition of a Practising Catholic;

· I have read the sample CES contract of employment;

· I have been afforded an opportunity to ask questions about the terms of the CES contract and the Diocesan guidance;

· Where relevant my questions have been answered to my satisfaction.

· I am a practising Catholic and I am not the subject of any canonical censure or penalty; my appointment places a statutory duty upon me to ensure that the religious character of the school is preserved and developed and that the school is conducted in accordance with the provisions of the Instrument of Governance; my appointment requires me to comply with the provisions of Canon Law, the teachings of the Catholic Church and such determinations made by the Bishop and his Trustees and their agent, the Diocese of Lancaster Education Service, in respect of the school or other schools situated in the Diocese of Lancaster.







Signed:…………………………………………………………………………….



Print name:………………………………………………………………………...



Dated:…………………………………………………………………
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Faith References – Guidance for Applicants





Dear Prospective candidate,



Faith references



As you are aware the person specification for the post to which you are making an application states that you are asked to provide a ‘positive and supportive faith reference from a priest where you regularly worship.’



At a time when priests are often assuming responsibility for larger pastoral areas it is becoming increasingly common for priests not to know parishioners as well as they might have in the past. In the light of this we offer the following advice when seeking faith references:



1. Speak to the priest before completing your application and ask if he agrees to your including him as a referee.



2. Provide him with an outline of

· your involvement in parish life e.g., Eucharistic minister, reader, etc (it may be that currently you are not heavily involved in parish life due to other commitments but may have been in the past)

· your present post – school, areas of responsibility

· the post to which you are applying – name of school, post, etc

· timescales – to be aware of any holidays



By following the above advice you are able to prepare the priest for the reference request and so ensure it will be completed as fully as possible.



















	

Discover	Develop	Rejoice
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CES Guidance

CES Model Application Forms and Supplementary Forms

Notes to Applicants

These Notes accompany the relevant CES Model Application Forms for each category of employee and:

· the Model Recruitment Monitoring Form;

· the Model Rehabilitation of Offenders Act 1974 – Disclosure Form; and

· the Model Consent to Obtain References Form,



together referred to as the “supplementary forms”.   



Where there is a distinction between the categories of employee to which these Notes apply, it will be clearly highlighted.    



Applicants are advised to read through these Notes fully before completing the Application Form and the supplementary forms. 



Applicants are advised that references to School / College in the Application Forms, the supplementary forms and these Notes to Applicants includes Academies.  Further, references to Governing Body in those documents include an Academy Trust Company, a Multi Academy Trust Company and / or its Governing Body / Board of Directors / Local Governing Body as appropriate.



TECHNICAL INSTRUCTIONS



1. Depending on the recruiting school’s / college’s own requirements applicants may complete the Application Form and supplementary forms in three ways:



· Completion and submission electronically;

· Completion electronically, printing and submitting a hardcopy via post, by fax or by scanning and emailing;

· Printing off and completing in handwritten format, then submitting by post, by fax or by scanning and emailing.   



2. Where applicants complete the Application Form and supplementary forms and submit by post, written acknowledgement of receipt will only be provided where the applicant has supplied a stamped addressed envelope with their posted application.



GENERAL INFORMATION



Applicants must ensure that they are using the most up to date version of the Application Form and supplementary forms. Where there is any doubt, applicants should contact the school / college where the position applied for is based, or the contact person mentioned in the job advertisement.  



Applicants are reminded that this is an application for a post in a Catholic Voluntary Aided School / Catholic Voluntary Academy / Catholic Voluntary Multi Academy Trust (if applicable) where the Governing Body / Academy Trust Company / Multi Academy Trust Company is the employer and that the post will be subject to the terms and conditions of the appropriate CES model contract of employment.  A copy of the relevant contract will be provided to the applicant if they are shortlisted for interview.



Applicants should note that, in accordance with the safeguarding vulnerable groups’ regime, it is their responsibility to have made any necessary registrations relevant at the time of making this application, which are required for people working or volunteering with children. Accordingly, applicants are put on notice that any offer of employment made will be conditional upon identity and right to work checks and the results of Disclosure & Barring Service and Teacher Services checks (where applicable). For those who have lived or worked outside of the UK, the offer will also be conditional on satisfactory overseas checks including, where necessary, the provision of a letter of professional standing.



Before signing the application form, applicants must ensure that every section has been completed.  Failure to complete all relevant sections may result in an application being rejected. 



All Application Forms, supplementary forms and any relevant documentary evidence should be sent to the school / college where the position applied for is based, or as instructed in the job advertisement.  Applicants should not return any Application Form and / or supplementary forms and / or any relevant documentary evidence to the CES.  Any applications received by the CES will not be forwarded or returned but shall be securely disposed of. 

 

THE APPLICATION FORM – GUIDANCE ON COMPLETING SPECIFIC SECTIONS 



Applicants are advised that the Governing Body complies with the School Standards and Framework Act 1998 and the Equality Act 2010.



Details of the Role Applied For



Applicants should complete this section of the Form by inserting the relevant information and ticking the appropriate boxes.

 

Personal Details



Applicants should insert the requested details and tick the relevant box in order to indicate how they would prefer to be contacted. 



If an applicant has obtained qualified teacher status from a jurisdiction other than England or Wales they should insert their membership number for the relevant teaching profession regulator and provide details of the specific regulator.  



Support staff and Lay Chaplain Application Forms only – if applicants have not obtained qualified teacher status they should leave this section blank.


Details of Present Employment



Applicants who are not currently employed, should tick the box that says “no” and proceed to the next section.



Employment History



Applicants should provide full and accurate details of relevant employment history and professional or work experience starting with the most recent.  They should not repeat the information provided (if applicable) relating to present employment.  Where the applicant is a student seeking a first-time appointment, they should provide details of all teaching practice to date (if applicable). 



Other Employment / Work Experience



Applicants should provide details of all other employment and paid or unpaid experience after the age of 18 (e.g. employment unrelated to the teaching profession, voluntary work etc).  



Applicants must ensure that there are no gaps in the chronology of their education and / or employment history from the age of 18 to the present day and space has been provided on the form for this information.  Failure to provide a full account may lead to an application being rejected.  



Applicants must declare whether they have ever been ordained and / or been a member of a religious community.  Where the answer to this question is ‘yes’, the Applicant must provide full details and expect that this will be discussed in more detail if they are successfully shortlisted for interview, more particularly in relation to their Canonical status and whether the Applicant is subject to any restrictions which may affect their suitability for appointment to the post applied for.  



Post-11 Education and Training



Applicants should provide details of education received in this country and / or abroad, academic vocational qualifications obtained including degrees, with class and division, and Teacher Certificates.  Applicants must include postgraduate and professional qualifications.  Applicants are advised that they may be required to produce evidence of qualifications attained.   Please ensure that all relevant classifications and grades are included.



Catholic Certificate in Religious Studies (“CCRS”) – this was formerly known as the Catholic Teachers’ Certificate and the Certificate in Religious Education. 



Teacher post Application Forms only – applicants should state which subjects they are qualified to teach including other subjects for which they may have experience to teach.  Applicants should also provide details of any other specialisms and special areas of teaching interest.  



Senior Leadership posts only - the CES recognises that the NPQH is no longer a mandatory requirement in England but applicants should still provide details of the NPQH where requested in the Application Form as a potentially desirable qualification.  Applicants for Headteacher posts in Wales must provide details of the NPQH as this remains a mandatory requirement for first Headship appointments.  











Supporting Statement



Applicants should ensure that their supporting statement is clear and concise and does not exceed 1,300 words.  It is preferable, although not compulsory, that the supporting statement is typed rather than handwritten.



References



All applicants are required to provide details of at least two, and up to three, referees. A referee who is a current or former employer must have full access to the applicant’s personnel records. This is in order to ensure that the information provided is accurate.



There may be situations where the referee does not have full access to an applicant’s records for data protection and privacy reasons.  If that is the case, the referee will need to be in a position to complete the reference to an acceptable standard with information relating to the applicant’s dates of employment.  All posts are subject to satisfactory references.



It is the applicant’s responsibility to ensure that they have obtained their nominated referees’ explicit consent to pass on their contact details.  Not only is this a matter of courtesy but it ensures that the General Data Protection Regulation is being complied with.  Please also complete the Consent to Obtain References Form and return it with your application.



Applicants must advise the school / college if they do not want them to contact any of their referees and provide reasons.  For example, where applicants are currently employed, they may not wish the school / college to contact their employer until such time that they have given notice to terminate their employment.     

 

Applicants are advised that schools / colleges designated with a religious character in England and Wales are permitted by law to require certain posts to be filled by practising Catholics.  In certain specific circumstances, it is possible that a temporary post may be filled by a person who is not a practising Catholic and there is no intention to deter suitable applicants from expressing their interest.



Senior Leadership posts – Applicants are advised that the ‘Memorandum on Appointment of Staff To Catholic Schools’ provides that ‘the posts of Headteacher or Principal, Deputy Headteacher or Deputy Principal and Head or Coordinator of Religious Education are to be filled by practising Catholics’.  The Memorandum may be viewed by visiting the CES’s website at: 

http://www.catholiceducation.org.uk/employment-documents/bishops-memorandum/item/1000049-memorandum-on-appointment-of-teachers-to-catholic-schools



Teacher posts – Applicants are advised that schools / colleges are entitled to give priority to Catholic applicants.  A higher degree of priority may be given to practising Catholic applicants but applications from all Catholic applicants (whether practising or not) are eligible to be given priority over applicants who are not Catholic.  Nevertheless, applicants who are not Catholic are welcome to apply.  

 

Support Staff posts – Applicants are advised that schools / colleges (in England only) are entitled to give priority to Catholic applicants where it can be demonstrated that attaching this requirement to a particular post is a proportionate means of achieving a legitimate aim (commonly known as a “genuine occupational requirement”).  The recruitment documentation should make clear whether this requirement applies to the post.



[bookmark: _Hlk511290235]Definition of “practising Catholic” – Schools / colleges may provide guidance to the applicant regarding the definition of a “practising Catholic” with the application pack and / or in the event that the applicant is shortlisted for interview.



In summary, all suitably qualified Catholic applicants, regardless of the teaching post for which they are applying, are eligible to be given preference over applicants who are not Catholic.  Practising Catholic applicants should nominate their Parish Priest as one of their referees.  Those applicants applying for the permanent Senior Leadership posts referenced in the Memorandum must provide such details.  



For other teaching posts, Catholics who do not consider themselves to be “practising” may provide a copy of their baptism certificate with their application form, instead of providing a Priest’s reference.  Alternatively, they should provide details of the name and address of the Parish where they were baptised and the date of their baptism.  For support staff posts, the recruitment documentation should make it clear if being a Catholic is a requirement for the post. 



In the event that an applicant is appointed, any failure to disclose the existence of a relationship, whether it be by marriage, blood or as co-habitee, between the applicant or their spouse / civil partner / partner, with a member, or an employee, of the Governing Body of the school / college where the post is situated may be considered a disciplinary offence warranting summary dismissal.    



Right to work in the UK



The Governing Body is under a legal duty to require all members of staff to provide documentary evidence of their entitlement to undertake the position applied for and to ensure that they have an ongoing entitlement to live and work in the UK.  These checks need to be carried out for every person the Governing Body employs regardless of race, ethnicity or nationality.  Therefore, on receipt of a conditional offer of employment, and before a successful applicant commences their post, they must provide supporting evidence of their right to live and work in the UK.  



The Home Office guidance entitled “An employer’s guide to right to work checks” provides a list of the documents that can be provided to demonstrate an applicant’s right to live and work in the UK (see Annex A of the guidance).  



The Home Office guidance is regularly updated to reflect changes in immigration law. It is important that applicants refer to the current version. Applicants should expect to provide originals of the documents listed in Annex A to the Governing Body as evidence of their right to work in the UK. Verified copies will then be taken of the original documents as required. 



Language requirements for public sector workers



The ability to communicate with members of the public in accurate spoken English and / or Welsh is an essential requirement for public facing posts. The Public Sector Workers Code of Practice notes that “to serve the public it is vital that those working in public-facing roles can communicate in English, or in Wales, English or Welsh”[footnoteRef:1]. The standard of language required is satisfied if it is sufficient to enable the effective performance of the person’s role[footnoteRef:2]. Please note that this language requirement may be in addition to mandatory English language requirements associated with an applicant’s immigration route.  [1:  See https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/573013/english_language_requirement_public_sector_workers_code_of_practice_2016.pdf ]  [2:  S.77(8) Immigration Act 2016] 


Public facing roles within the public sector would include leadership teams, teachers, support staff and others employed to work in publicly funded schools.  



Declaration



The Governing Body has a duty to make a report where an applicant provides false information in prescribed circumstances in accordance with the Education Act 2002. 



SUPPLEMENTARY FORMS



Model Recruitment Monitoring Form



Applicants are not required to complete the Recruitment Monitoring Form, however, if they do, they will be helping the school / college to fulfil its duties under the Equality Act 2010.  



The Recruitment Monitoring Form will be used purely for monitoring and statistical purposes and will not form part of the application or the recruitment process.  The persons involved in the recruitment process will not have sight of the completed Recruitment Monitoring Form.  



Where applicants wish to complete the Recruitment Monitoring Form, they should return it with their completed application form but in a separate sealed envelope clearly marked “Confidential – F.A.O: Recruitment Monitor”. 

   

Model Rehabilitation of Offenders Act 1974 – Disclosure Form



As the position applied for gives privileged access to vulnerable groups, all applicants attending interview are required to disclose all spent convictions and cautions under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 unless it is a “protected” conviction / caution under the amendments made to the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 (in 2013 and 2020) and, therefore, not subject to disclosure. 



Applicants invited for interview, should bring The Disclosure Form with them to the interview in a separate, sealed envelope clearly marked “Confidential – Rehabilitation of Offenders Act 1974 – Disclosure Form”.  Interviewees will be asked to hand the form to the interviewer at the end of the interview.



Interviewees must disclose all spent and unspent convictions on this form other than those which are “protected”.  This may include driving offences but will not include youth cautions, reprimands or warnings. The rules on multiple convictions were changed in November 2020.  If interviewees are unsure about whether or not a conviction requires disclosure they should review the Ministry of Justice guidance on the filtering of “protected” convictions and cautions which can be accessed on the Ministry of Justice website. 

The Disclosure Form will only be seen by those persons within the school / academy / college and / or Governing Body / Academy Trust Company / Multi-Academy Trust Company who are required to see it as part of the recruitment process if you are the preferred / one of the preferred candidates for the position.





Model Consent to Obtain References Form



Applicants should ensure that they complete and return the Consent to Obtain References Form with their completed application.



If applicants have any further questions in relation to the position applied for they should contact the school / college where the position applied for is based or they should contact the individual named on the job advertisement.

CES Guidance – Model Application Forms – Notes to Applicants – Sept 2013 - updated February 2021

THE CATHOLIC EDUCATION SERVICE ©
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CONFIDENTIAL
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MODEL RECRUITMENT MONITORING INFORMATION FORM

THE INFORMATION PROVIDED BY YOU WILL BE USED FOR MONITORING AND STATISTICAL PURPOSES ONLY AND WILL NOT SUPPLEMENT OR FORM PART OF YOUR APPLICATION, THE SELECTION CRITERIA USED OR THE SELECTION PROCESS GENERALLY.

You are not obliged to complete this form but, if you do so, it will help us to fulfil our duties under the Equality Act 2010 to eliminate unlawful discrimination, harassment and victimisation, to promote and advance equality of opportunity and to foster good relations between people who share a relevant “protected characteristic” and those who do not. “Protected characteristics”, as defined by the Equality Act 2010, are age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.

[bookmark: Text191]Post title:	      

[bookmark: Text192]School:		      

Date of birth:	

GENDER

My gender is: 	     	or: I Prefer not to say ☐

COUNTRY OF BIRTH

[bookmark: Text194]My country of birth is:      




ETHNIC ORIGIN 

I would describe my ethnic origin as:

1. White

British	☐	English		☐	Scottish		  ☐	Welsh		  ☐

Irish	☐	European	☐	Non-European	  ☐

[bookmark: Text196]Any other White background (please specify):      

2.	Black or Black British

African	☐		Caribbean	☐

[bookmark: Text195]Any other Black background (please specify):      

3.	Mixed Background

White and Asian ☐		White and Black Asian	☐	White and Black Caribbean	☐

Any other mixed background (please specify):      

4.	Asian and Asian British

Bangladeshi ☐		Indian	☐ 	Pakistani	☐

Any other Asian background (please specify):      



5.	Chinese and Chinese British



Chinese		☐

Any other Chinese background (please specify):      



6.	Other ethnic group



[bookmark: Text197]Please specify:      


RELIGION

I would describe my religion as:

None	☐	Catholic	☐	Other Christian		☐	Buddhist	☐

Hindu	☐	Jewish		☐	Muslim			☐	Sikh		☐

[bookmark: Text198]Any other (please specify):      

DISABILITY

The legal definition of disability is ‘a physical or mental impairment which has a substantial and long-term adverse effect on a person’s ability to carry out normal day to day activities. Some specific conditions deemed to be disabilities include HIV, cancer, multiple sclerosis and severe disfigurements.

Do you have a disability, long-term illness (mental or physical), and/or on-going medical condition that we should be aware of:

Yes:	☐		No:	☐

Request for Your Consent to Process Your Data

In compliance with the General Data Protection Regulation (GDPR), we wish to ensure you are aware of the purpose for which we are requesting your consent to collect and process the data we have asked you to provide on this form.  Please note that the completion of this form is voluntary and is not part of your application.  There is no requirement for you to provide the information requested on this form.

Important information regarding your consent

1. We are [insert name and address of school and state whether VA, Academy, Independent etc.  If you are part of a multi academy trust, state the registered name of the academy trust company and state that the academy trust company is the data controller and explain that the school is part of the multi academy trust].



2. Being a Catholic education provider we work closely with [insert name of Diocese / other relevant third party] with whom we may share the information you provide on this application form.  The reason for this is to enable [insert name of Diocese / other relevant third party] to fulfil its role in supporting its schools and exercising the Bishop’s and Trustees’ responsibilities (including oversight of its provision).



3. The person responsible for data protection within our organisation is [insert name of data protection officer] and you can contact them with any questions relating to our handling of your data.  You can contact them by [insert method of contact and contact details].



4. We require the information we have requested on this form in order to fulfil our duties under the Equality Act 2010, namely for statistical and equal opportunity monitoring purposes.  As part of our duties under the Equality Act 2010 we will share the information you provide with [insert details of parties that you will share the information with] as part of [set out the purpose of sharing the data e.g. return or audit].



5. To the extent that you have shared any special categories of personal data[footnoteRef:1] this will not be shared with any third party except as detailed in paragraphs 2 and 4 above, unless a legal obligation should arise. [1:  Article 9(1) GDPR sets out the special categories of personal data as follows: “personal data revealing racial or ethnic origin, political opinions, religious or philosophical beliefs, or trade union membership, and the processing of genetic data, biometric data for the purpose of uniquely identifying a natural person, data concerning health or data concerning a natural person’s sex life or sexual orientation….”] 




6. We shall retain the information you have provided on this form for a period of 6 months to enable equal opportunity monitoring to take place.



7. We will keep a record of your consent as evidence that we have obtained your consent to collect and process the data you have provided on this application form.



8. You have the right to withdraw your consent at any time and can do so by informing our organisation’s Data Protection Officer (see paragraph 3 above) that you wish to withdraw your consent.



9. To read about your individual rights you can refer to our fair processing notice and data protection policies.



10. If you wish to complain about how we have collected and processed the information you have provided on this form, you can make a complaint to our organisation by [insert details of the school / academy trust company / multi academy trust company complaints procedure].  If you are unhappy with how your complaint has been handled you can contact the Information Commissioner’s Office via their website at www.ico.org.uk.



Request for your consent

Please ensure that you read paragraphs 1-10 above and raise any relevant questions before providing your consent below:

· I confirm that I have read and understood paragraphs 1-10 above and that I have been offered the opportunity to raise any relevant questions: Yes ☐  No ☐

· Please check this box if you have any objection to our collecting and processing your personal information as described in paragraphs 1-10 above ☐

· I agree to my personal data being shared as stated in paragraphs 2 and 4 above: Yes ☐  No ☐



Model Recruitment Monitoring Form Information – Application Forms – Version 2 – February 2013 – updated November 2020

THE CATHOLIC EDUCATION SERVICE ©
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CONFIDENTIAL

[image: Yellow logo - blue writing]

REHABILITATION OF OFFENDERS ACT 1974 – DISCLOSURE FORM

This disclosure form is supplementary to the relevant section relating to the Rehabilitation of Offenders Act 1974, of the relevant CES Application Form. 

If you are invited for interview, please bring this form with you to the interview in a separate, sealed envelope marked “Confidential – Rehabilitation of Offenders Act 1974 - Disclosure Form”.  You will be asked to hand the form to the interviewer at the end of the interview.  

1. In accordance with statutory requirements certain pre-employment checks are conducted for positions that involve work with vulnerable groups, specifically children and vulnerable adults.

2. The information obtained from these checks is used to help safeguard these groups. It will not be used to discriminate unfairly against those with convictions which we consider unrelated to working with vulnerable groups.  We ask for this information in order to facilitate an honest and open dialogue with prospective employees and we encourage all prospective employees to provide contextual information regarding any convictions disclosed.

3. Having a criminal record will not automatically bar you from employment or voluntary work with us.



As the position you are applying for gives you privileged access to vulnerable groups, you are required to disclose all spent convictions and cautions under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 unless they are a “protected” convictions/cautions under the amendments made to the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 (in 2013 and 2020) and, therefore, not subject to disclosure.  

This means that you must disclose all spent and unspent convictions on this form other than those which are so “protected”.  This may include driving offences but will not include youth cautions, reprimands or warnings. Please note that the rules on multiple convictions were changed in November 2020.  If you are unsure about whether or not your conviction requires disclosure please review the Ministry of Justice guidance on the filtering of “protected” convictions and cautions which can be accessed on the Ministry of Justice website. 



Failure to disclose any disclosable criminal convictions could lead either to your application being rejected or, if you are appointed, to summary dismissal if it is subsequently discovered that you have had any disclosable criminal convictions and a referral to the Police may be made.  

It is an offence to knowingly apply for, offer to do, accept, or do any work in a regulated position if you have been disqualified from working with children.  

Any offer of employment will be subject to checks being carried out in order to ensure that you are not subject to a prohibition order or an interim prohibition order. 

Failure to complete this form may render your application invalid. 



[bookmark: Text11]Full Name:		     								

[bookmark: Text12]Date of Birth:		     							

[bookmark: Text13]Post Applied for:	     							

Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974? 

No:	☐	Yes:	☐	

Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020?

No:	☐	Yes:	☐		 

If you have answered yes to the question above, please set out the following details below:

· Date of each conviction / pending hearing / reprimand / warning;

· The offence;

· The sentence; and

· The Police Force / Court involved.

[bookmark: Text14]     



Declaration: I hereby certify that the information given above is true and accurate:



[bookmark: Text15]SIGNATURE 	:	     

[bookmark: Text16]DATE 		:	     



Request for Your Consent to Process Your Data

In compliance with the General Data Protection Regulation (GDPR), we wish to ensure you are aware of the purpose for which we are requesting your consent to collect and process the data we have asked you to provide on this form.  



Important information regarding your consent



1. We are [insert name and address of school and state whether VA, Academy, Independent etc.  If you are part of a multi academy trust, state the registered name of the academy trust company and state that the academy trust company is the data controller and explain that the school is part of the multi academy trust].



2. To the extent that you have disclosed any criminal records information on this form, your information may be shared with OFSTED/Estyn and the Local Authority Designated Officer for child protection matters (the LADO).  As a Catholic education provider, we work closely with [insert name of Diocese / other relevant third party] with whom we may be required to share the information you have provided on this form.



3. The person responsible for data protection within our organisation is [insert name of data protection officer] and you can contact them with any questions relating to our handling of your data.  You can contact them by [insert method of contact and contact details].



4. We require the information requested on this form in order to process your application for employment and to ascertain whether you are a suitable candidate to work with children/in a child centred environment.  



5. We require you to complete this form regarding criminal records disclosure as the information is needed in order to assist us in complying with our legal obligation to safeguard and protect children from harm.



6. If your application is successful and you have disclosed criminal records information on this form, we shall retain the form as part of your permanent employment record and afterwards in accordance with the School’s data retention policy.  In addition, we shall document and retain records of relevant guidance/advice received by OFSTED/Estyn and/or the LADO and any other appropriate third party.[footnoteRef:1]  [1:  See paragraph 2.] 




7. If you are unsuccessful and you have disclosed criminal records information which could disqualify you from working with children/in a child centred environment, we shall share the information you have provided on this form with OFSTED/Estyn and/or the LADO and any other appropriate third party.[footnoteRef:2] [2:  Ibid] 




8. If you are unsuccessful and you have not disclosed criminal records information on this form, this form shall be destroyed after a maximum period of 6 months. 



9. We will keep a record of your consent as evidence that we have obtained your consent to collect and process the data you have provided on this form.



10. You have the right to withdraw your consent at any time and can do so by informing our organisation’s Data Protection Officer (see paragraph 3 above) that you wish to withdraw your consent.



11. If you fail to complete this form, we may not be able to comply with our legal duty to safeguard children.  This means that we may not therefore continue to process your employment application or offer you a position within our organisation.



12. To read about your individual rights you can refer to our fair processing notice and data protection policies.



13. To complain about how we have collected and processed the information you have provided on this form, you can make a complaint to our organisation by [insert details of the school / academy trust company / multi academy trust company complaints procedure]. If you are unhappy with how your complaint has been handled you can contact the Information Commissioners Office via their website at www.ico.org.uk. 



Request for your consent

Please ensure that you read paragraphs 1-13 above and raise any relevant questions before providing your consent below:

· I confirm that I have read and understood paragraphs 1-13 above and that I have been offered the opportunity to raise any relevant questions: Yes ☐  No ☐

· Please check this box if you have any objection to our collecting and processing your personal information as described in paragraphs 1-11 above: ☐

· I agree to my personal data being shared as stated in paragraphs 2, 6 and 7 above: 

Yes ☐ No ☐



Model Rehabilitation of Offenders Act 1974 – Disclosure Form – February 2013 – updated May 2021
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Guidance on the Definition of a Practising Catholic



The Diocese of Lancaster Education Service uses the following document as the basis for determining whether a potential applicant for a teaching or senior leadership post would be classified as “a practising Catholic”: --



‘Catholic Schools and the Definition of a ‘Practising Catholic’ by Rev Fr Marcus Stock, published in 2009 by the Diocesan Schools Commission of the Archdiocese of Birmingham.



The full document can be downloaded from:



http://www.bdes.org.uk/uploads/4/2/9/6/42966327/catholic_schools_and_the_definition_of_a_practising_catholic_revised_07.04.09.pdf



The key points that relate to school appointments are that a “practising Catholic” is defined as someone who has been sacramentally initiated into the Catholic Church and who adheres to those substantive life choices which do not impair them from receiving the sacraments of the Church and which will not be in any way detrimental or prejudicial to the religious ethos and character of the school. 



Inspired by the Gospel and sustained by God’s grace, a ‘practising Catholic’ will give sincere external expression to their interior faith through specific religious, moral and ethical behaviour which is in accordance with the teaching of Christ and the Catholic Church.



This definition does not mean that a ‘practising Catholic’ has to be perfect, indeed in terms of the Church’s general obligations, almost all Catholics fail to live their faith fully and do not give an authentic witness to their beliefs in all aspects or at all moments of their lives. A ‘practising Catholic’ will almost certainly not be a ‘perfect Catholic’.



The Church clearly lays out the ‘way of life’ for the faithful in the substantive choices that they make in life: Consequently, it is clear that a ‘practising Catholic’ will be someone who, despite weaknesses and personal sinfulness, decides to make only those substantive life choices which follow the “Way, the Truth and the Life”. This way of life is not vague or unknown but is manifest fully and most clearly in the person of Jesus Christ and unfolded in the teachings of His Church.



There are substantive life choices which are incompatible with the teaching of the Church and objectively impair our communion with the Church for as long as we adhere to them; they are objectively grave in nature and are objectively incompatible with God's law.



There are actions and behaviours which would be considered not only incompatible with the teaching of the Catholic Church specifically but also incompatible with the professional life and career of any employee within any school. Some examples of these would be:



· serious dishonesty or fraudulent activity;

· being unfit for duty due to alcohol or drug related abuse; 

· inappropriate use of school property;

· gross negligence in the performance of professional duties;

· violent or inappropriate behaviour;

· any action which endangers the welfare or safety of pupils;

· any action which would bring the school into disrepute, etc.



There are also substantive life choices which are incompatible with the teaching of the Catholic Church and which may be detrimental or prejudicial to the religious ethos and character of a Catholic school. Some examples of these would be:



· formal apostasy from the Catholic Church;

· maintaining membership of, or giving direct support to, any organisation whose fundamental aims and objects are contrary to Gospel values and the teaching of the Catholic Church;

· maintaining the publication or distribution, or by any other means of social communication or technology, of material content which is contrary to Gospel values and the teaching of the Catholic Church;

· a Catholic contracting a marriage in a non‐Catholic church, registry office or any other place without dispensation from canonical form; or contracting a marriage where one or both of the parties have been previously married (and whose former spouse[s] is[are] living) without the former marriage(s) being annulled or declared invalid by the Church;

· maintaining a partnership of intimacy with another person, outside of a form of marriage approved by the Church and which would, at least in the public forum, carry the presumption from their public behaviour of this being a non‐chaste relationship; and, where such a presumption in the public forum is not repudiated by the parties within the relationship.



Catholics, whose choices have resulted in them being unable to receive the sacraments but who otherwise may have been a potential applicant for a key post will, on occasion, sincerely present themselves for consideration. In these circumstances, there is sometimes much pressure on clergy and governors to overlook these particular substantive life choices. This may spring from a genuine charitable and pastoral concern not to offend or hurt the individuals involved, or because it is considered that their professional skills and abilities in leadership are needed in the school and override all other considerations.



In these situations clergy and governors should work in partnership with, and follow the advice from, the appropriate officers of the Education Service. For the good of the school and of the wider Church, the requirement stated here must be upheld in terms of appointing only ‘practising Catholics’, as defined in this document to the key posts within Catholic Schools. This will also ensure that schools follow the guidance contained within the “Memorandum on Appointment of Teachers in Catholic Schools” published by the Catholic Bishops’ Conference of England and Wales:



“As a minimum requirement, the Bishops expect that the posts of Head Teacher or Principal, Deputy Head Teacher or Deputy Principal and Head or Co-ordinator of Religious Education are to be filled by practising Catholics.”



The full document can be downloaded from the CES website



https://www.catholiceducation.org.uk/employment-documents/bishops-memorandum/item/1000049-memorandum-on-appointment-of-teachers-to-catholic-schools
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