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The closing date for this post is:  Wednesday 19th May 2021 at 9.00am


Interviews planned for: w/c 24th May 2021

	  
Only applications submitted on the College application form will be considered.


SECTION A: Why we do what we do

Firstly, I would like to thank you for your interest in this exciting opportunity to join Luton Sixth Form College, an inclusive college in the heart of its community. Our vision for the coming years is very clear; to be a college where all students are cared for and where standards are raised and lives transformed – this role is important in delivering this aim.

We are a specialist Sixth Form College, providing academic and general vocational education to more than 3,000 16 to 18 year olds in Luton.  Established in September 1966, we are the oldest such institution in the country and we're also one of the largest.  As a high-achieving Sixth Form College, our students attain excellent results nationally.  This stunning achievement comes about through the careful emphasis we place on equipping our students to be effective independent learners. We want our students and staff to be curious about the world and ready to take their place in it. We are a busy, vibrant, exciting community of people who want to make a difference: it’s very much a half-way house between school and university or school and the world of work. 

While we are justifiably proud of the progress made, we recognise there is still much work to be done.  We want to ensure that there remains a place for a sixth form college like ours into the future and that all of our students make an important and distinct contribution, in terms of a very special student experience and the belief that they have the ability to be the best that they can be. We are grateful to the many staff and students who have helped us to get to where we are today. College leaders have carefully considered what we need to do in our relentless drive to achieve greatness by 2022. The result of this work is set out in two key strands of strategic development, with three underpinning strands. Our Strategic Plan talks about high quality classroom leadership, well-calibrated and articulated expectations, suitably skilled staff in charge of pivotal roles and much more.  We accept that the plan is highly ambitious and challenging, however great things have never come from staying in comfort zones. Over the next few years, we will deal with change as we always have done, with common sense, pragmatism and staying focussed on our core business. We will continue to have a strong focus on getting the curriculum right and ensuring that support for teaching and learning improves outcomes for learners at all levels.  
When we have successfully implemented what is contained in the plan, we will be a great college that is seen as one of the best in the country and in the top 10 of UK sixth form colleges - value added, retention, progression and staff & student satisfaction will show that we have worked hard and with integrity. 
[bookmark: _Hlk536535105]The College is financially sound and has been consistently graded as Outstanding with regard to financial management for several years. The annual income, of around £14 million, comes primarily from the Education and Skills Funding Agency.  Funding is directly related to the number of students on roll and because numbers have increased fairly steadily in recent years, this has helped the College to remain relatively healthy financially during the ongoing period of reduction in national funding of post-16 education. 

The College campus provides an excellent environment for learning.  Students and staff report high levels of satisfaction with the facilities and the light, airy and well-designed spaces encourage students to behave in a way that causes visitors to comment that the College feels more like a university than a College.

As the oldest sixth form college in the country, we want to be sure that Luton Sixth Form College is making as significant a contribution to our community’s education as it has for every one of our preceding fifty years. If you feel the opportunity outlined in this booklet is one that excites and motivates you then we would be delighted to receive your application.

Altaf Hussain
Principal & Chief Executive 
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SECTION C: The Luton Sixth Form College Family

At Luton Sixth Form College we understand that our greatest asset is our staff. We want everyone who works at the College to enjoy working here and to develop their full potential. 

Our core values are embedded in everything we do, they are encapsulated in the acronym SMILE

Students: 		as the focus for the work of everyone at the College
Mutual respect: 	caring for and valuing students, staff, governors and our community 
Integrity: 		honesty, working hard, taking personal responsibility and promoting 			equity and fairness
Learning: 		a passion for learning and its capacity to change lives
Excellence: 		high aspirations, high standards and high achievement


The College is a friendly and very supportive place to work.  It’s a culturally diverse community reflecting the cosmopolitan nature of Luton.  Staff employed at the College are highly qualified and committed and the overall turnover of staff is low.  The College has a positive culture and provides staff with a healthy working environment.   We have an enviable record of staff development and staff have a number of opportunities for career progression within the College.

As a new member of staff, we would encourage you to come to the College before taking up your post so that you can start to get your bearings, meet your colleagues and, of course, meet some of our students. When you officially take up your post you will have a supporter assigned to you who will show you around, introduce you to new people and make sure that you settle in quickly. Supporters are often people who are quite new to the College themselves so they can remember what questions they had when they started. Your supporter isn’t the only person who will show you the ropes. Your Line Manager will also meet with you to go over the expectations of your new post. It is very important to us that you feel a part of the College community very quickly. 

At the College we understand that your support and development shouldn’t just stop at the end of your first week or your first month. We are all developing all of the time and we run a regular programme of training through professional development that is available to teachers and business services staff alike. Everyone who works at Luton Sixth Form College is involved in the development of our students irrespective of their role. We encourage you to develop new skills by attending external as well as internal training.

We encourage all of our staff to make the most of their time at the College. This might mean working out in the fitness studio or meeting new people by participating in social activities.  You might want to play Badminton, Football or join colleagues at the Staff Book Group or Knitting Group.    

A summary of some of the employment benefits of working at the College include:
 
· National conditions of service for teachers and business services staff.
· An unbroken record of implementing national pay awards.
· Generous pension schemes (TPA or LGPS, according to post).
· An induction programme for all new staff.
· An entitlement to staff development each year, including support for external activities and an extensive programme of in-house events.
· Good support systems for staff, including a staff counsellor.
· Free on-site parking.
· Well-resourced staff working areas, including access to specialist equipment, wherever required.
· An annual Performance Review scheme that identifies individual training and professional development needs.
· Policies and procedures, including for recruitment and selection, which are based on equality of opportunity. 
· Effective communication systems; through Yammer, the staff intranet, pigeonholes, internet access, email for all and a staff voice forum.  
· Outstanding learning resources, especially IT equipment.
· A staff lounge next to the Westside Restaurant and Café Bar.
· A sports hall and fitness suite available for staff use. 

Overall, working at Luton Sixth Form College is exciting and rewarding and an opportunity to develop long and lasting friendships. 


















































SECTION D: JOB DESCRIPTION AND PERSON SPECIFICATION 


JOB DESCRIPTION                                                                       

JOB TITLE:		ICT Teacher (full or part time)
 
RESPONSIBLE TO:	Section Leader 

JOB PURPOSE:                 	To help students develop their skills and make the best possible use of their 
potential in accordance with college policies.


A. MAIN RESPONSIBILITIES:
 
1. To plan and prepare courses and lessons as required

2. To teach students including setting and marking work

3. To assess, record and report on the development, progress and attainment of students

4. To provide guidance and advice to students on educational and social matters, further education and careers and be a personal tutor if required

5. To communicate with and consult parents of students

6. To participate in arrangements for performance review and staff development activities, management and administrative activities. 

7. To maintain discipline and safeguard the health and safety of students

8. To attend meetings, provide cover and participate in arrangements for examinations. 


B. GENERAL RESPONSIBILITIES:

All College employees are expected to:

1. [bookmark: _Hlk36115861]Maintain their own continuing professional development and attend meetings, training and conferences as required.
2. Maintain discretion and confidentiality as appropriate for the post.
3. Comply with College policies and procedures particularly the Health & Safety, Safeguarding, Equality Policy and Procedures.
4. Positively promote and represent the College internally and in the local community.
5. Contribute to the management of students and visitors throughout the College.
6. Use IT where appropriate and develop IT skills.
7. Liaise with other departments/faculties and members of staff as appropriate.
8. Participate in College events as required.
9. Carry out other duties commensurate with the grade and general nature of the post under the direction of the Principal or other designated manager of the College.




PERSON SPECIFICATION

The College regards the following as important criteria and will look for evidence that candidates meet as many as possible.

C. QUALIFICATIONS

1. A degree involving the teaching subject or a closely related subject.
2. Teaching qualification or relevant experience.
3. Qualified by relevant experience. 

D. EXPERIENCE 

1. [bookmark: _Hlk23777740][bookmark: _Hlk36115937]Experience of working with students in the 16 – 18 age range. Sixth Form College experience would be advantageous.
2. Experience of having a significant impact of student attainment.
3. Experience of managing student behaviour and resolving parental concerns.
4. A demonstrable record of success in previous roles. 

E. KNOWLEDGE AND AWARENESS

1. Up-to-date knowledge of the subject area, syllabus requirements and appropriate teaching techniques; an awareness of requirements of awarding bodies.
2. [bookmark: _Hlk36116000]Knowledge of principles and practice relating to outstanding teaching, learning and support.
3. Clear understanding of safeguarding processes and procedures.
4. Understanding of issues relating to equality, diversity, health and safety and the safeguarding of young people.

F. SKILLS 

1. [bookmark: _Hlk36116051]Excellent interpersonal and communication skills (both orally and in writing) including the ability to listen, influence and to consult at a face to face level on a wide range of issues.
2. Innovative resourceful, creative with the ability to achieve the highest levels of quality and performance.
3. Effective decision- making skills with analytical and problem- solving abilities.
4. Excellent administrative, recordkeeping, organisational and IT skills (e.g Microsoft Office software suite - Word, Excel, PowerPoint and Outlook).
5. An ability to take responsibility for several challenging tasks, while remaining calm and coping effectively with a high workload and many priorities and seeing these through to completion within agreed timescales.

G. PERSONAL QUALITIES

1. [bookmark: _Hlk36116265]Clarity of vision and philosophy, centred on the individual student’s value and potential.
2. High levels of emotional intelligence with evident sensitivity to the needs of students, staff and key stakeholders.
3. High levels of emotional resilience, positivity and drive and able to give clear direction and influence others when needed.
4. Strong intellectual powers and the ability to be reflective.
5. Personal and professional integrity which includes: having a good work ethic, high levels of personal integrity and professionalism, the ability to undertake work of a discreet nature, handle difficult situations and have complete respect for confidentiality.
6. Willingness to confront issues and make difficult decisions.
7. Passionate about teaching learning & assessment, quality improvement, and the wider Sixth Form College experience.
8. To work collaboratively and constructively as a member of a team and to support colleagues as required.
9. A proactive approach demonstrating an openness to change.  
10. The suitability to work with children.
11. A commitment to the College’s values and a shared responsibility to achieving greatness by 2022.
12. A commitment to provide an outstanding and inspirational service to staff and students (which includes developing them to their full potential).
13. A commitment to relevant legislation and good practice in relation to equality and diversity and safeguarding and promoting the welfare of young people.
14. A commitment to continuing professional development.
15. A commitment to equality of opportunity.


Luton Sixth Form College is an equal opportunities employer.  It is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  



PAY AND CONDITIONS

	ANNUAL FULL TIME SALARY:
	
Sixth Form Colleges' Spine Point 1-9 (£25,260 - £41,226) pro rata 



	CONTRACT:





START DATE:

	All full-time teaching staff work on 195 days with 1265 hours of directed time per year.  They may be required to work up to two evenings per week within this framework and are required to participate in the performance review scheme.  


31st August 2021

	
QUALFIED TEACHER STATUS:

	
The College will expect unqualified teachers to undertake a teaching qualification appropriate to their role and contract of employment.  
We provide support to enable secondary qualified teachers to complete their NQT Induction Period.


	
DISCLOSURE:
	
The College will seek an enhanced disclosure from the Disclosure and Barring Service.  



Closing date for all completed application forms: Wednesday 19th May 2021 at 9am
[bookmark: _GoBack]Interviews planned for: w/c 24th May 2021













BUSINESS AND IT FACULTY
 


The Business and IT Faculty is a thriving and successful part of the college. We have an excellent blend of staff, including those with recent industrial and commercial experience.  There is a friendly and mutually supportive atmosphere within course teams.  The faculty has currently 23 full time and 7 part time staff plus an additional 5 teachers from other departments.  There are over 2,100 student enrolments on departmental courses.

The courses offered by the department include:

A level Economics 
A level Business 
A level Accounting 
BTEC Level 3 Diploma and Extended Certificate in Business 
BTEC Level 3 Diploma and Extended Certificate in IT
BTEC Level 2 Certificate and Award in Business
BTEC Level 2 Certificate and Award in IT
BTEC Level 3 Diploma and Subsidiary Diploma in Travel & Tourism
BTEC Level 3 Extended Certificate in Understanding Enterprise
Diploma/Certificate in Financial Studies (LIBF)

We encourage staff to teach across a range of these courses if possible.  

Teaching is based in twenty-four well-equipped IT and general teaching rooms including interactive whiteboards, visualisers, PC and data projector.

Each course is led by a course manager (CM) responsible for schemes of work, shared resources, two Lead Internal Verifiers to monitor standardisation and verification processes.  Three Section Leaders share the line management of staff with the Head of Faculty (HOF).


























SECTION E: IMPORTANT INFORMATION  

  
1. Application Form
	Only applications submitted on the College application form will be considered for selection purposes as this will be the source document used during the shortlisting process. Please complete each section of the application form, even if you repeat some of the information in a letter. All sections of the application form will expand to accommodate your text, and continuation sheets are provided at the end of the form, should you require them. 

	Any contract of employment that is issued by the College will be on the basis that all information supplied is accurate and that material facts have not been omitted. 
 
2. Supporting Statement
	You are asked to submit a supporting statement about your suitability for the post to accompany your application form.
 
3. Career Gaps
	If you have had any gaps or breaks in your career please explain these in the relevant section on the application form.

4. Relatives
If you are related to or connected with any member of the Corporation (Governing Body) or staff of the College please record this in the appropriate section on the application form.

5. References
References that are deemed to be satisfactory by the College are a condition of any offer of employment.  Some key information in relation to references is identified below.

1. You are required to provide two professional work references. 
1. One reference should be from your current or most recent employer.
1. References should be from a direct line manager or a central person within that organisation (eg, HR Department or the Head of the organisation).
1. In the event we have been unable to obtain a response to our reference request from a direct contact within an organisation, we will endeavour to obtain the required reference by contacting the HR Department or main office.  
1. We are not able to accept two references from different individuals working in the same organisation.
1. In the event that two previous employers do not exist (eg, an individual has only worked in one organisation) then a second reference can be in the form of an official personal character reference  from an organisation such as a voluntary organisation, community group or the applicant’s most recent education provider.  
1. If there are special circumstances, and you mark one of the appropriate boxes, we will delay contact with the referee until after the interview if we wish to consider you further for employment.  If you have any personal connection with any of your referees, you are required to disclose it.

6. Safeguarding
	If you are successful in your application you will also be required to complete a Disclosure form which will enable the relevant checks to be made including a check with the Disclosure and Barring Service on any criminal background.  The College complies with the DBS Code of Practice (available on the DBS website) and undertakes to treat all applicants fairly.  As a result, a previous conviction will not necessarily prevent your appointment to the College.  Applicants are required to note any relevant information either in the application form or in a separate note.  Any offer of employment will be conditional upon DBS clearance and a satisfactory outcome to other safeguarding checks as deemed to be appropriate by the College.     


7. Equal Opportunities
The College is committed to a policy of Equal Opportunities to ensure that all candidates for employment are treated fairly.  Applications are welcomed from all sections of the community.   As part of our monitoring responsibilities, we request information which will be used to measure our progress towards widening the diversity amongst our workforce and will only be published as anonymous statistics.    The information provided will not be made available to the shortlisting or interviewing panel.   

8. Certification
You will be required to provide original proof of your identity, right to work, any documents required for safeguarding purposes and qualifications.  Please note that receipt of these documents by the College is a condition of the offer of employment.

9. Closing Date and Interviews
	The closing date is specified within the details about the post.  A short listing panel will meet as soon as practical after the closing date to select candidates that will be invited to interview, if appropriate.  If you have not heard from us within three weeks of the closing date, please assume that your application has been unsuccessful.

10. Postage
The College encourages applicants to submit their completed forms online.  However if you are posting your forms, please ensure they are sent to the address below with the correct postage paid and are posted in good time for receipt by the College by the closing date.  Applications received after the closing date will not be considered by the College.
  
Human Resources Department
Luton Sixth Form College
Bradgers Hill Road
Luton  
LU2 7EW
 
If you need additional information please refer to the College website on www.lutonsfc.ac.uk.  However, if have any specific questions or require reasonable adjustments please do not hesitate to contact the HR Department on 01582 432563.





















 
SECTION F: PRIVACY NOTICE FOR APPLICANTS  
  
	Luton Sixth Form College
Privacy Notice for Applicants 
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This document is designed to provide information about the data the College holds on you, as required by the Data Protection Act 2018.

The College has a legitimate interest in processing personal data during the recruitment and selection process and for keeping these records.  Processing data from job applicants allows the College to manage, process, assess and confirm a candidate’s suitability for employment and to determine the successful candidate.   
Who we are

· [bookmark: _Hlk514414823]The Data Controller of personal information about you is Luton Sixth Form College, Bradgers Hill Road, Luton, Bedfordshire, LU2 7EW.  This means that we are responsible for deciding how we hold and use personal information about you.  We are required to tell you what personal data we collect and how we use it.
· Our Data Protection Officer is Steve Kelby, Director of Information and Technical Services.  

If you have any questions about this notice or the ways in which we use your personal information, please contact our Data Protection Officer via the College email college@lutonsfc.ac.uk

The information that you give us
[bookmark: _Hlk518479230]When you apply for employment or work at the College, we may collect your personal details, including but not limited to the following: 

· Your name, address and contact details 
· Your employment history including your current remuneration
· Details of your education, qualifications and professional membership with registration numbers
· Details of recent Professional Development and Training 
· Supporting Statement and any other correspondence you have sent to us
· Details of relations or connections with the College
· Information about your entitlement to work in the UK
· Criminal Records Information
· Details of referees and information received from them
· Performance on a variety of assessment methods 
· Equal opportunities monitoring information
The College collects data in a variety of ways, including on our application and monitoring forms, information obtained from your passport or other identity documents, or collected through interviews or other forms of assessment (e.g. online tests).   

The College also processes special categories of data from the Monitoring Form for equal opportunities monitoring purposes. As a public-sector organisation, we have a responsibility under the Public-Sector Equality Duty of the Equality Act 2010 to report on these special categories.  In addition, we may process information about an applicant’s disability status to make reasonable adjustments (if required) and carry out our obligations.
The College is required to seek information about criminal convictions and offences.  We do so because it is necessary for us to carry out our legal obligations to determine an applicant’s suitability to work with our young people.



The legal basis on which we collect and use your personal information

[bookmark: _Hlk518465324]By completing and signing your application form and monitoring form, you are entering into a contract with the College to process your application in preparation for the possibility of you being employed or provided work by the College.  The great majority of this data is an essential part of our contract, so we do not require specific separate consent from you.

Where the information provided is a special category personal information (e.g. medical information) we will process it because there is a legal requirement for us to collect it, or because it is in the vital interests of you and/or the College. 

As noted above, as a public-sector organisation, we have a responsibility under the Public-Sector Equality Duty of the Equality Act 2010 to report on these special categories.  
The uses made of your personal information 
We will use your information to manage and administer your application. This will include communicating with you, pre-employment checks, checking that we will be able to offer any special support you need and deciding whether we are able to offer you a post at the College.

How long we keep your personal information

The details of how we keep applicant data is outlined in the College Data Retention Schedule.  In general terms, if you complete an application form, the College will hold your data on file for 12 months after the successful applicant commences employment.  At the end of that period, your data is deleted or destroyed. 
If your application for employment is successful, the personal data gathered during the recruitment and selection process will be transferred to our core HR/Payroll system and your Personnel File and retained during your employment or work with the College. The details relating to the retention of these records will be provided to you in the Privacy Notice for Staff.
How we share your personal information
[bookmark: _Hlk518478807]At application stage, we will share data with any third-party organisations (such as FE Jobs) who process your application on our behalf, as data processor.  We will also communicate with your referees and will seek information from background checks and criminal record check providers, as required to process your application.

[bookmark: _Hlk518466466]Your information may be shared internally for the purposes of the recruitment and selection process.  This includes members of the HR team and other staff across the College, as appropriate.  
What if you do not provide personal data? 

You are under no statutory or contractual obligation to provide data to the College during the recruitment and selection process. However, if you do not provide the information, the College may not be able to process your application properly or at all, due to insufficient essential information required to determine whether a candidate meets the criteria outlined in the person specification.  

Data security

The College has extensive security systems and procedures to ensure that your data is kept safe and that only authorised users can access it.







Your rights over your personal information

You have several rights over your personal information, which are:

· the right to ask us what personal information about you we are holding and to have access to this personal information.
· the right to ask us to correct any errors in your personal information.
· the right, in certain circumstances such as where our use of your personal information is based on your consent and we have no other legal basis to use your personal information, to ask us to delete your personal information.
· the right, in certain circumstances such as where we no longer need your personal information, to request that we restrict the use that we are making of your personal information.
· the right, in certain circumstances, to ask us to review and explain our legitimate interests to you.
· the right, where our use of your personal information is carried out for the purposes of an agreement with us and is carried out by automated means, to ask us to provide you with a copy of your personal information in a structured, commonly-used, machine-readable format.
· the right to make a complaint to the Information Commissioner’s Office (ICO) if you are unhappy about the way your personal data is being used – please refer to the ICO’s website for further information about this (https://ico.org.uk/)

Please note that the College does not carry out Automated Decision Making or Profiling in relation to its applicants or employees.

Changes to our privacy notice

We keep our privacy notices under regular review. Any significant changes we make to our privacy policy will be updated on the College website.  
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