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Principal:  Michele Costello 

 

 
 

Settle College 
Be the best you can be 

 

Settle, North Yorkshire BD24 0AU 

www.settlecollege.org.uk 

 
 

 

 

 

 Headteacher: GARETH WHITAKER 

 Deputy Headteacher: GARETH PAISLEY 

 
 

Telephone: (01729) 822451 

Email: admin@settlecollege.n-yorks.sch.uk

 
          

25th November 2021 

Dear Applicant,  

 

Student Service Officer with Careers 

 

Thank you for your interest in the above post, which offers the successful candidate the opportunity 

to work in this thriving and successful 11-18 rural school.  

  

Settle College is a happy school community where innovation, creativity, enterprise and a sense of 

fun and enjoyment is encouraged, valued and celebrated. We recognise each student as an individual 

and every single student brings their own unique personality, skills, talents and interests. Academic 

success is important but so is our commitment to ensuring that students develop the skills that will 

prepare them for life-long learning in a rapidly changing world; confident in their ability to meet any 

challenges ahead and enabling every student to succeed and achieve their full potential.  

 

We are looking for enthusiastic, conscientious and hard-working Student Service Officer with Careers, 

who is able to work in a pressurised environment looking after career opportunities for approximately 

650 students. They will need to be friendly, efficient and have excellent communication skills. No day 

is ever the same and the role requires a calm and consistent personality and the flexibility to 

coordinate the many different aspects of the role. The successful candidate will be expected to work 

within confidential parameters, offering a consistently high standard of work at all times. In return 

we can offer you support from a highly committed and experienced senior leadership team. 

 

Settle College is committed to safeguarding and promoting the welfare of children and young people, 

and expects all staff and volunteers to share in this commitment. The successful candidate will be 

subject to an enhanced DBS check.  

 

We look forward to receiving your completed application form, which must be accompanied by a 

supporting letter of no more than one side of A4 showing how your current or recent experience 

relates to the areas of responsibility within the Job Description and Person Specification.  

 

Please send the completed application form and letter of application to the Headteacher, Mr Gareth 

Whitaker, admin@settlecollege.n-yorks.sch.uk as soon as possible and to arrive no later than 

09:00am on Tuesday  7th December 2021 

 

Thank you for your interest in the post; we look forward to receiving your application form.  

 

Yours faithfully  

  

 

 

Gareth Whitaker 

Headteacher  

mailto:admin@settlecollege.n-yorks.sch.uk
mailto:admin@settlecollege.n-yorks.sch.uk
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About Settle College  
 

Settle College occupies an enviable site on the banks of the River Ribble in the market town of Settle, 

with outstanding views of the surrounding area and bordering the Yorkshire Dales National Park.  

Settle College is a vibrant and exciting community of learners. We have been through enormous and 

very successful change in recent years.  The College is an integral part of the community. There is a 

strong commitment from our staff to the College’s wider role within the community and we always 

aim to get fully involved in community activities.       

 

In November 2015, Settle College had a full Ofsted inspection. The outcome is 

that we are judged to be a strong ‘good’ in all areas. Some key highlights from 

the report are as follows:  

 

‘The school’s approach to keeping students safe is excellent.’  

‘The school’s curriculum is aspirational and inclusive. Students enjoy the 

challenge of academic rigour… students are motivated to achieve well.’  

‘The Governing Body has changed significantly since the last inspection. It is 

now highly effective.’  

‘The quality of teaching is now good, with some examples of outstanding practice, particularly in the 

Sixth Form.’  

‘Work is well presented and shows an excellent depth of understanding.’  

‘Students are positive about the school and are keen to learn.’  

‘Students’ attainment has risen significantly.’  

‘Students’ value the ambitious plan for improvement that has been shared with them. They are 

excited to play their part in delivering that improvement’  

‘The excellent work of school leaders and governors has brought about significant improvement in 

examination results. This has been for all groups of students and particularly English and 

Mathematics.’  

 

Sixth Form provision came out particularly strong:  

 

‘The Sixth Form is increasingly successful, the unvalidated results are the highest ever for the school 

and show that students are achieving well beyond national expectations…’  

‘The Sixth Form’s success is reflected in its popularity and its excellent retention rates. Students 

spoke with great conviction about the excellence of the work of leaders, teachers and other 

professionals in supporting them in their studies….’  

‘Teaching in the Sixth Form has improved significantly and is now good, with much outstanding. Such 

is it’s strength, it now represents an example of excellence to the rest of the school.’  

‘A very high proportion of students go on to top universities.’  

‘Outstanding teaching and its impact over time was noted in English, Mathematics, Modern Foreign 

Languages and Science.’  

 

You can read the full report on our website: http://www.settlecollege.org.uk/about/ofsted-reports/ 

In 2015 our Value Added put us in the top 8% of schools in the country. In 2016, our Progress 8 

score was +0.55, putting us in the top 5% of schools in the country and third in North Yorkshire. 

Compared to ‘similar’ schools (DfE), we are ranked first. In 2017, our progress 8 score was +0.48, 

putting us in the top 12% of schools nationally for progress, with no better performing similar school 

within a 75mile radius, which continues into 2018 where our progress 8 score was 0.23 and the DfE 

again recognised there is no better performing similar school within a 75mile radius. We are a 

Leading Edge School. 

 

More recently, following a visit to the school in May 2019, OFSTED inspectors have confirmed that the 

school remains good and commented favourably on many aspects of provision – with particular praise 

for the Headteacher and his senior leadership team. 

The leadership team has maintained the good quality of education in the school since the last 

inspection. Commenting the school has been led with vision, vigour and a real sense of moral 

purpose. The report noted that the school’s previous inspection in November 2015 identified the need 

http://www.settlecollege.org.uk/about/ofsted-reports/
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to develop the skills of subject leaders so that they can play a fuller part in improving the quality of 

the work of the school, and goes on: ‘You have addressed this aspect very effectively. Subject leaders 

are enthusiastic, knowledgeable and skilled’. 

There is praise too for the extent and quality of extra curricular provision, and the strong culture of 

safeguarding. The report continues:  ‘The overall quality of teaching is good and improving. Pupils 

feel safe and enjoy school. Relationships between adults and pupils and among pupils are cordial and 

open. This means that there is an atmosphere of mutual respect and care in the school (which) has a 

very positive impact on learning and pupils’ progress’. 

‘The sixth-form provision is effective and well led . . . you and your sixth-form team work 

imaginatively to make sure that, as far as is possible . . . students follow the course combinations of 

their choice. Your flexible and targeted approach to curriculum helps facilitate this. Sixth form 

students are given opportunities to take on responsibilities and further develop their independence. 

The sixth-form with whom inspectors spoke were fulsome in their praise of their teachers and the 

time and effort staff put in to support, care for and challenge them’. 

 

Our core aim is to provide the best possible educational provision for the young people of North 

Craven, preparing them for life-long learning in a rapidly changing world, and enabling them to fulfil 

their potential and strive to be their best. Our development & improvement planning continues to 

focus on the following key themes:  

 

• Securing outstanding outcomes for all our students including a commitment to ensuring that 

students achieve academic success and the skills for life-long learning.  

• Working tirelessly to develop a thirst for knowledge and a love of learning in our young people 

through focusing on the highest standards of classroom practice with high quality learning & 

teaching at the heart of everything we do.  

• High standards of respect, courtesy and behaviour.  

• Continuing to develop and evolve our curriculum so that it is innovative and inclusive; meeting 

the needs of every single young person no matter what their ability or background.  

 

The Curriculum  

The Key Stage 3 curriculum is designed to map a relatively traditional curriculum against a skills-

based entitlement to ensure that all students are equipped to succeed in level 2 qualifications and 

beyond.  

 

In 2010 we introduced a ‘stage not age’ curriculum for Years 9 to 11. All students take three years to 

complete their English, Mathematics and Science GCSE while undertaking one or two optional level 

two courses in each of Years 9, 10 and 11. This continues to be a strength of the school and despite 

the league tables not recognising results in the 2018 exams, taken by students when 

they were formerly in Year 10, we continued to deliver the stage not age curriculum as 

it was and still is best for the students.  

The Sixth Form offers a mix of ‘A’ Level and Vocational courses as well as Extended 

Project Qualification.  

 

Site and Buildings  

We have undertaken, because of our enlargement, a large-scale refurbishment of the 

College site.  

We have a fantastic library, conference room and four state of the art Science 

laboratories.  

Half the school has been completely re-furbished including corridors as we became an 11 – 18 school, 

many classrooms, outdoor social spaces, a new PE suite and changing rooms and an outdoor 

amphitheatre.  

We have excellent playing fields and a newly resurfaced outdoor all-weather pitch (Winter 2019). 

Settle Swimming Pool shares our site.  

 

The Catchment Area  

Our students come from a catchment area of 250 square miles of beautiful, largely rural countryside.  

Many of our students travel considerable distances to school.  Our students come from a wide variety 

of backgrounds.  
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The Northern Lights Teaching Schools Alliance  

Our work with the Northern Lights Alliance is a very exciting opportunity which allows us to enhance 

opportunities for both staff and students.  

In April 2012, we became part of the Northern Lights Teaching Schools Alliance.  As a strategic 

partner in one of the largest alliances in the North of England we work closely with our lead school, 

Skipton Girls’ High School.  On average, we train around 4 – 5 trainee teachers each year.  

We have three SLE’s (Specialist Leaders of Education) in Mathematics, English and SEND.  

 

Conclusion  

Settle College is a professional learning community where everyone wants to improve and is expected 

to improve, where both staff and students constantly strive to improve as a learning organisation. We 

expect all staff to support our ethos, which promotes high achievement, high standards and high 

aspirations. We believe it is the professional responsibility of all staff to genuinely care for all students 

and bring the best out of them. In return the Governors believe that Settle College offers excellent 

opportunities for both established colleagues and Newly Qualified Teachers to develop their careers in 

an exciting and supportive environment, where outstanding practice is encouraged and rewarded. 

  



 

 
 
 

5 

Our Strategic Vision  
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Meet the Team and Department Information  

 
The Student Service Officer with Careers will work closely with Student Services and the Safeguarding 

Lead. 

 

Assist SLT with effective Careers support. 

 

Assist the Careers Lead supporting with administrative roles for Careers events/Visits and supporting 

Students as they progress into the next stages of Education or Employment. 

 
Mr G Paisley     Deputy Headteacher (SLT Lead) 

Mrs J Isherwood   Student Service Officer with Attendance 

Mrs C Lambert   Student Services Officer 

Vacancy     Student Services Officer 

Vacancy     Student Services Officer with Careers 
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Aims and job description  

 
Responsible to: Deputy Headteacher – Student Services with Careers responsibility 
 
Purposes of the Post 
 
The post will carry two primary functions: 
 

1. Pastoral support for all years 
2. Organisation of Careers Education and Work Experience, Years 7-13. 

 
Relationships 
 

1. The post-holder reports to the Deputy  Headteacher- Student Services. 
2. The post-holder interacts with other professional colleagues and should establish and maintain 

productive relationships with them and promote mutual understanding of our aim to improve 
the quality of teaching and learning at Settle College. 

 
Main Responsibilities: 
 
Pastoral: 

• Be part of Student Services that are the first line of communication for parents, staff and students 

concerning pastoral issues. 

• Contribute to the mentoring/coaching of students with behavioural issues that affect their academic 

performance. 

• Liaise with outside agencies as the need arises. 

• Promote regular attendance and punctuality, actively dealing with both and working to reduce any 

gaps in attendance e.g. between PP and Non PP students, working with the attendance officer. 

• Have supervision within student services of the students’ attendance, lateness and uniform. 

• Support weekly assemblies. 

• To investigate any breaches of the Behaviour for Learning code including interviewing students and 

taking detailed statements. 

• To liaise with the Deputy Head Teacher for Student Services of the implementation of agreed 

sanctions including first contact with parents. 

• On call support to teaching staff. 

• Monitoring ‘on call’ ‘hot spots’ and carrying out spot checks, supporting in lessons when appropriate.  

• Offering support to students with welfare problems, through discussion, practical resolutions and 

where necessary arranging counselling, both inside and outside of school. 

• Liaising with parents/carers. 

• The preparation of detailed reports of behaviour issues. 

• The preparation of detailed reports of evidence, for the presentation to governors, where lengthy or 

permenant exclusions may follow breaches of the Behaviour of Learning code. 

• To deal with day to day operational issues associated with students. 

• To organise work for excluded students/students in isolation. 

• To manage students on report at the appropriate level. 

• Ensure isolation records, behaviour records, on call records are up to date and that the behaviour for 

learning matrix is being fully implemented and followed.   

• Dealing with any students who have an issue in more than one subject across the school. 

• Liaise with the SENCO to provide any additional support in or out of lessons for more vulnerable 

students whose behaviour is impacting on learning in or outside of the classroom. 

• Management of issues to do with admission of students, including meeting with parents, organising 

timetables, tour of the school etc.  

• To contribute to our aim for excellence in all that we do, including striving to be judged ‘outstanding’ 

for Behaviour & Safety.  In relation to the Inspection Framework this includes: 

- Pupils’ attitudes to learning are of an equally high standard across subjects, years and classes. 

- Parents, staff and students are unreservedly positive about behaviour and safety. 

- Pupils are keenly aware of how good attitudes and behaviour contribute to school life. 

- Pupils’ behaviour outside of lessons is almost always impeccable.  They take pride in the school 

as shown by their excellent conduct, manners and punctuality. 
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- Skilled and highly consistent behaviour management and excellent improvements in behaviour 

over time. 

 

The student services officer role will be crucial in ensuring we meet the above standards 

 

Careers 

 
• Provide a careers programme through tutor time for Y7-Y13 following Gatsby Benchmarks. 
• Co-ordination of work experience and liaison with employers. 
• Liaison with NYBEP and other career organisation, in supporting impartial advice to Students 

under the guidance and leadership of Head of PRCE and SLT. 
• Maintain an up to date Careers Library and VLE resource. 
• Supporting teaching staff in developing enterprise and cross-curricular events. 
• Providing Information, Advice and Guidance. 
• Liaison with external providers over careers interviews. 
• Organisation of weekly careers assembly. 
• Writing ‘Careers Reports’ for key stakeholders e.g. Governor. 
• Keeping track of students and reporting to County. 
• Follow and implement statutory careers guidance 

 
General Responsibilities: 

• To seek development opportunities in order to improve performance. 
• To act as a professional and positive ambassador for the College in order to support our ethos 

and values. 
• To adhere to the college’s Child Protection and Safeguarding procedures. 
• To ensure confidentially to protect the integrity of the organisation and its people. 
• To carry out such duties as may reasonably be required from time to time. 

 

Safeguarding: 
•    To be committed to safeguarding and promote the welfare of children, young people and adults, 

raising concerns as appropriate. 
 

Systems and Information:  

• To fulfil the necessary administrative tasks associated with the responsibilities of the post. 

• Ensure that all staff have completed the registers 

• Maintain an accurate system for students signing in and out of the school 

• Provide accurate and up to date statistical data and reports 

• Oversee the signing in late procedures and ensure that minutes late are recorded on SIMs 

• Maintain records of all communication with parent/Carers 

 

Planning and Organisation 

• Assist in developing systems and procedures to improve attendance  
 

Data Protection: 

• To comply with the County Council’s policies and supporting documentation in relation to 

Information Governance this includes Data Protection, Information Security and 

Confidentiality. 
 

Health and Safety: 

• Be aware of and implement your health and safety responsibilities as an employee 

• and where appropriate any additional specialist or managerial health and safety 

• Responsibilities as defined in the Health and Safety policy and procedure.  

• To work with colleagues and others to maintain health, safety and welfare within the working 

environment. 

• Perform duties in line with health & safety regulations (COSHH) and take action where hazards 

are identified, reporting serious hazards to line manager immediately 
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Equalities: 

• We aim to make sure that services are provided fairly to all sections of our community, and 

that all our existing and future employees have equal opportunities. 

• Within own area of responsibility, to work in accordance with the aims of the Equality Policy 

Statement. 
 

Flexibility: 

• Whilst this job outline provides a summary of the post, this may need to be adapted or 

adjusted to meet changing circumstances.  All staff are required to comply with Settle College 

Policies and Procedures.   
 

The duties may be varied to meet the changing demands of the College, or the professional 

development of the post holder. 

 

The job description may include all such other duties as the Headteacher and Governors may 

reasonably expect from time to time. 

 

Whilst this job description provides a summary of the post, it is not a comprehensive list or 

description and the job will evolve to meet changing circumstances. Such changes would be 

commensurate with the grading and conditions of service of the post and would be subject to 

discussion and consultation. All staff are required to comply with the College’s policies, procedures 

and ethos. 

 

The College reserves the right to amend this document as necessary, after consultation with the post 

holder, in order to reflect changes in organisational requirements and ensure that the future goals of 

Settle College are successfully achieved. 

 

In relation to Data Protection, information Security and confidentiality, all staff are required to comply 

with the College’s policies and supporting documentation. 
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Personal Qualities  Essential  Desirable  

Knowledge and experience  
 

• An understanding of issues that may affect a student’s ability to 
attend school  

• Knowledge of attendance regulation and targets 

• Knowledge of School Procedures 

• Knowledge of child protection legislation and procedures.  

• Experience of Careers regulations to support students  

√ 

 

 

  

 

 

√ 

√ 

√ 

√ 

Qualifications, Skills and Training 
  

• Excellent communication skills, including advisory and persuasive 
skills  

• Ability to establish positive and effective relationships with children 
and young people  

• Organisational skills  
• Excellent ICT skills  

• Level 2 (or equivalent) Qualifications in English and Maths 
• Analytical skills  
• Ability to keep accurate records  
• Ability to work successfully as a team  

• Ability to work on own initiative  
• Confidentiality 

• Report Writing Skills  

√ 

 

√ 

√ 

√ 

√ 

√ 

√ 

√ 

√ 

√ 

√ 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

  

Other Requirements   
 

• Enhanced DBS Clearance 

• Commitment to the School’s policies and ethos. 

• To be committed to Continuing Professional Development 

• Motivation to work with children and young people 

• Ability to form and maintain appropriate relationships and 

personal boundaries with children and young people 

• An empathy for equality & diversity 

• Emotional resilience in working with challenging behaviours and 

attitudes 

• Flexibility 

• The ability to converse at ease with customers and provide 

advice in accurate spoken English is essential for the post 

 

 

√ 

√ 

√ 

√ 

√ 

 

√ 

√ 

 

√ 

 

√ 
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How to apply and Selection process  

 
Candidates should submit the following: 

1. Completed Application Form  

2. Personal letter of application, which indicates your experience and impact to date and what 

you can offer Settle College of no more than two sides of A4. 

 

We regret we cannot accept CVs.  The forms are available in electronic format and can be downloaded 

from our website: http://www.settlecollege.org.uk/vacancies/ 

 

 

Please email completed applications to the Headteacher, Mr Gareth Whitaker: admin@settlecollege.n-

yorks.sch.uk by 09:00 am on Tuesday  7th December 2021.  Applications by post are also accepted by 

the stated deadline.  

 

Selection Process 

 

 Attend a formal interview 
 

 

Tuesday 7th December  2021 @ 09:00am  

Deadline for applications. 

All shortlisted candidates will be contacted 

by telephone in the first instance and a 

letter.   

Interviews will take place w/c 

 13th December 2021  

Formal interviews and tasks will take 

place at Settle College. 

 

Please note that references may be requested prior to interview for those who are shortlisted. 

 

We look forward to hearing from you. 
 
 
. 
 
 
 

http://www.settlecollege.org.uk/vacancies/
mailto:admin@settlecollege.n-yorks.sch.uk
mailto:admin@settlecollege.n-yorks.sch.uk
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Settle College Safer Recruitment Policy 

Objectives 

To set out the minimum requirements of Settle College’s recruitment process in order to maintain a 
safe and supportive environment for all of our students, staff and others within our school community.  
This policy aims to: 

• attract the best possible applications to vacancies; 

• deter, identify and reject prospective applicants who are unsuitable to work with young 
people. 

Implementation 

All recruitment procedures involve the following: 
• At least one member of the interview panel will have received and passed the accredited on- 

line training in safe recruitment procedures.  All interviews will be conducted by a minimum of 
two people and a member of the Senior Leadership Team will always be present. 
 

• A Governor will be present on the interview panel for most posts but especially TLR and SLT 
posts.  
 

• Adverts for all posts will clearly state ‘Settle College is committed to safeguarding and promoting 
the welfare of children and young people, and expects all staff and volunteers to share in this 
commitment.  The successful candidate will be subject to an enhanced DBS check’. 

 
• Applicants will be supplied with, as a minimum, the job description, person specification, 

application form and information about the post, information about the school and an 
introductory letter from Principal. 

 
• Shortlisting of candidates will be against the person specification and when shortlisting particular 

attention will be paid to unexplained gaps in employment, repeated changes of employment and 
any discrepancies.  Incomplete application forms will not be accepted. 

 
• References will be sought directly from the referee.  References or testimonials provided by the 

candidate directly will not be accepted.  Referees will be asked specific questions relating to the 
candidate’s suitability to work with children and young people, any disciplinary warnings relating 
to the safeguarding of children and young people and the candidate’s suitability for the post. 

 
• All appointments for teaching posts will involve students.  The candidates will be asked to teach 

a lesson, students will show the candidates around and where possible there will also be a 
student interview panel. 

 
• Selection techniques will be determined by the nature and duties of the vacant post. 

 
• Interviews will always be face-to-face and candidates will always be required to explain any gaps 

in employment, to declare any information that is likely to appear on a DBS disclosure, and to 
demonstrate their capacity to safeguard and protect the welfare of children and young people.  
If a staff member is subsequently found to have an issue identified by the DBS check and has 
failed to reveal this information at interview this could lead to the withdrawal of the offer of 
employment. 

 
• All candidates will be asked to bring original documentation confirming any educational and 

professional qualifications relevant to the post.  Successful candidates are required to provide 
proof of identity, a complete DBS application and receive satisfactory clearance, and to provide 
proof of eligibility to live and work in the UK.  All offers of employment are subject to two 
satisfactory references and an enhanced DBS check. 

 
• All details are included on the Single Central Record which is kept updated by the Business 

Manager. 
 

• All staff who are new to the school will receive induction training that will include training in child 
protection, safeguarding and guidance on safe working practices. 
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• Settle College will only use supply agencies operating a Safer Recruitment Policy and who supply 

written confirmation that all relevant checks have been satisfactorily completed.  When 
recruiting supply teachers an identity check will be carried out on arrival. 

 
• Existing staff will undergo a DBS check every 5 years. 
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Child protection 
Information/instructions for job applicants 

 
Settle College is committed to safeguarding and promoting the welfare of Children and Young People 
and ensuring that employees are suitable persons to work with them: 
 

1. All applicants are requested to provide in their application, explanations for any gaps in study 
and/or employment history.  Applicants should include in the Previous Employment section of 
their application form, details of any other unpaid work/experience, for example, voluntary work. 

 
2. Applicants are advised that references should be from “suitable” referees, that is, the current or 

most recent employer and, where this did not involve work with children and young people, the 
most recent employer where the work was with children or young people.  Where we consider 
that additional references are required, we reserve the right to request details of alternative 
referee(s) from the candidate.  

 
3. All reference requests will specifically ask for information about the candidate’s suitability to work 

with children and young people and will request details of: any disciplinary procedures and the 
outcome of these; any allegations or concerns relating to Child Protection and/or the welfare of 
children and young people; details of any criminal convictions, cautions or bindovers. 

 
4. At interview, candidates will be asked about any allegations or concerns raised against them and 

the outcome of these, including the details of both current and expired disciplinary sanctions.  
Interviewees are required to bring to interview original documents relating to identity and 
qualifications. 

 
5. All appointments will be subject to a satisfactory, enhanced level DBS check, a minimum of two 

satisfactory references and medical clearance.  This post is exempt from Section 4(2) of the 
Rehabilitation of Offenders Act 1974 therefore all convictions, cautions and bindovers, 
including those regarded as “spent” must be declared.  Any pending prosecutions, current court 
proceedings and police enquiries relating to you, also must be disclosed. If you have any of 
these, you must provide details in a sealed envelope, marked confidential, attached to your 
application form.  Applicants are required to declare if they have been referred to or included on 
List 99 or PoCA List, barring or restricting work with young people or vulnerable adults. For new 
employees to North Yorkshire County Council, the appointment will be subject to satisfactory 
completion of a six month probationary period (Applies to school support staff posts). 

 
6. On induction, all staff will be provided with Child Protection training, appropriate to the role, 

including information regarding the North Yorkshire Safeguarding Children Board’s, Local 
Authority’s and School’s Child Protection and Safeguarding Policies and Practice Guidance and 
information on expected safe working practice, standards of conduct and behaviour and 
disciplinary, capability and whistle-blowing procedures.   

 
 

 


