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Welcome   
 Dear Candidate   
  

Thank you for your interest in applying for a role working at 

Woodkirk Academy, which is part of the Leodis Academies 

Trust family of schools. We hope the information provided 

will encourage you to seriously consider becoming part of 

one of the most successful and vibrant schools in Leeds.  

  

Woodkirk Academy is a popular, successful and oversubscribed school. Our mission is: to empower every 
individual to be the best they can be in all aspects of their life as a 21st Century global citizen, and our 
work towards this is underpinned by our core values of hard work, acting with kindness and taking 
responsibility.  These values are embodied by our students and staff, and we are proud of what we 
achieve together.   

 

We benefit from a friendly atmosphere and excellent student behaviour.  Students enjoy learning with 
support and encouragement from a committed and ambitious teaching and pastoral staff.  Examination 
results are always high and we know the significance these have on a young person’s future.  So too do 
we understand and value personal development, which is supported through the taught curriculum, 
careers education information and guidance and a wide range of extra-curricular opportunities.   
 
We have a well-qualified, experienced and enthusiastic staff that has a strong team approach in all its 
endeavours.  We are dedicated to providing the best opportunities for all staff and students in the 
school.  We: 
 

• Expect high standards and teamwork from students, staff and parents to create a safe, calm and 
supportive culture within and around the school. 

• Prioritise positive experiences so that staff and students can succeed and enjoy every day. 

• Value the personal growth and development of all students and staff and promote opportunities within 
and beyond the school to support this. 

• Recognise every individual ensuring fairness, and equality of ambition and opportunity for all. 

• Believe that most success can be achieved by working in collaboration with all stakeholders; we consult 
with students, staff and parents and listen to each other’s views. 

• Provide the opportunities and experiences that enable students to develop the necessary knowledge 
and character to achieve our aims for them and their aims for themselves. 

• Care about our students and staff and consider their well-being when decisions are made.  

• Work in partnership with Leodis Academies Trust towards the shared aim of Forging Young Futures. 
 

A comprehensive induction programme for teaching and non-teaching staff ensures that colleagues are 
given appropriate support to make a successful transition to our school.  Each member of staff is greatly 
valued, and we are eager to recruit a colleague who is committed, enthusiastic and shares our vision and 
values. 
 

More details on the role itself is contained in the Job Description later in this document.   
 

I hope that the information provided is of use. If you require any further information or would like to speak 

to someone about your application, you will find some contact details in the ‘Application Process’ section 

of this document. We look forward to receiving your application. 

 
Mr Tim Jones 

Principal  
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Leodis Academies Trust  
 

Leodis Academies Trust was established in April 2016 to formalise the collaborative working of four high 
performing schools within close proximity of one another. In September 2018, Blackgates Primary 
Academy joined East Ardsley Primary Academy, Hill Top Primary Academy, Westerton Primary Academy 
and Woodkirk Academy & Sixth Form, cementing our place at the heart of the Tingley and Ardsley 
community. Through our hub model, Leodis offers young people the opportunity to experience 
consistency, security and excellence in their education from 2 to 18 years old, from the start of nursery to 
the end of sixth form and into adulthood, from cradle to career.  
 
Leodis Academies Trust and our individual Academies are committed to ‘Forging Young Futures’.  To do 
this, each Academy has its own ethos and identity and has the freedom to develop individually as well as 
working together to secure high quality outcomes for all its young people.  By providing an extensive 
curriculum both within and beyond the classroom we cater for the wide range of talent and ability that our 
children and young people have to offer.  We work tirelessly to improve the life chances of all and support 
them to make a positive contribution to their community. 
 
Whilst Leodis consists of schools closely geographically located, the Trust works collaboratively with a 
wide range of partner organisations both locally in Morley and south Leeds, as well as further afield with 
our Initial Teacher Training, University and employer partners. 
 
Our positive outlook and excellent reputation enables us to attract and sustain high quality staff teams led 
by exceptional leadership teams.  We value our staff and the experience they bring to the Trust so that 
we can continue to build on our strengths.  We are an employer of choice in the area and working for 
Leodis you will be able to access the many staff benefits on offer through our staff pledge.  Those we 
recruit will demonstrate that they want to be part of our collaborative working culture and in return they 
will enjoy being part of the Leodis family. 
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Values and Aims  
At Leodis Academies Trust we are committed to 

developing every young person‘s full learning 

potential through a wide variety of educational 

experiences in an environment that fosters 

positive relationships based on mutual respect.  

  

Every individual part of the whole:  

  

Each of our schools have their own identity and 

ethos that reflects their specific community and 

the needs of the young people within them.  

However they are all underpinned by a strong 

sense of purpose, order and control which in turn  

produces confident and enthusiastic young people who value education and the opportunities it affords 

them.  

  

Building on excellence together:  

  

Not content with focusing on academic excellence we all work hard to shape our young people into fully 

rounded individuals, ready to face the demands of a rapidly changing society. We access a 

comprehensive range of support and development services, in-house and externally, to ensure barriers 

to learning are tackled and their impact on attainment is reduced to allow every young person to make 

significant progress.  

  

Our positive outlook and excellent reputation enables us to attract and sustain high quality staff teams 

lead by exceptional leadership teams.  Our tireless focus on quality first teaching secures a safe, happy 

and high achieving learning environment for all our young people.  We value every success and 

celebrate the achievements of all our young people through events, newsletters and our websites.  

  

Looking outwards to strengthen within:  

  

With collaboration at the heart of our work as a Trust we are able to share good practice, resources, 

and a philosophy that secures high quality teaching and learning across our schools.  We focus on the 

breadth of curriculum; and value and provide enrichment opportunities for our young people to develop 

their talents and to find new skills and interests.   

  

Whilst we focus on working together across the schools we recognise that we cannot grow, develop 

and fulfil our vision for every young person without strong partnerships.  Central to this is the relationship 

between home and school; strong communication and open, honest dialogue ensuring we know our 

young people well and can work together to meet their needs.  

 

 
  



5  
  

Staff Benefits & Wellbeing  
  
At Leodis Academies Trust we pride ourselves on our collaborative approach to working together.  We 

look for individuals who can contribute to this and make a difference to the academies that form our 

Trust.  In return we can offer:  

  

 Attractive salaries and annual leave entitlements.   

  

 Free parking on site.  

  

 Enhanced maternity, paternity and adoption leave.   

  

 Auto-enrolment into an attractive pension scheme (West Yorkshire Pension Fund for support staff 

and Teachers Pension Scheme for teaching staff).  

  

 Access to an Employee Assistance Programme providing confidential support 24 hours a day, 7 

days a week, telephone GP appointment, Physiotherapy, Mediation advice and much more.  

  

 Access to job related learning and development opportunities.  

  
 Access to an expanding range of lifestyle benefits including Simply Health cash plan, free flu 

vaccinations and a cycle to work scheme.  
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Job Description   
  

Job Title:        Teacher of Performing Arts and Music (KS3 minimum) 

  

 Grade:            MPS/UPS    

 Contract:    Permanent  

  

 Line Manager:  Head of Music and Performing Arts  

 

Any Special Conditions of Service:  No smoking policy  

    

  

Purpose of the Role:  

  

• To facilitate and encourage learning which enables students to achieve high standards  

• To share and support the corporate responsibility for the well-being, education and discipline of 

all students.  

  

The Job Description should be read alongside the range of professional duties of Teachers as set 

out in the Teachers’ Pay and Conditions Document.  The postholder will be expected to undertake 

duties in line with the professional standards for qualified teachers and uphold the professional code 

of the General Teaching Council for England.  

  

Main Duties:  

  

Teaching and Managing Pupil Learning  

• Ensure effective teaching of whole classes, groups and individuals so that teaching objectives 

are met, momentum and challenge are maintained, and best use is made of teaching time.   

• Use teaching methods which keep pupils engaged, including stimulating pupils’ intellectual 

curiosity, effective questioning and response, clear presentation and good use of resources.   

• Set high expectations for pupils' behaviour, establishing and maintaining a good standard of 

discipline through well-focused teaching and through positive and productive relationships.  

  

Planning and Setting Expectations/Pupil Achievement  

• Identify clear teaching objectives, content, lesson structures and sequences appropriate to the 

subject matter and the pupils being taught.   

• Set appropriate and demanding expectations for pupils’ learning and motivation. Set clear 

targets for pupils' learning, building on prior attainment.   

• Help in the process of Identifying pupils who have special educational needs, and know where 

to get help in order to give positive and targeted support. Implement where appropriate and keep 

records on Individual Education Plans (IEPs).  

   

 



7  
  

Assessment and Evaluation  

• Assess how well learning objectives have been achieved and use this assessment for future 

teaching.   

• Mark and monitor pupils’ class and homework providing constructive oral and written feedback, 

setting targets for pupils’ progress.   

• When applicable, understand the demands expected of pupils in relation to the National 

Curriculum, KS4 and post-16 courses  

  

Relationship with Parents and the Wider community  

• Prepare and present informative reports to parents.   

• Provide opportunities to develop pupils' understanding by relating their learning to real and work- 

related examples, recognising that learning takes place outside the school context.  

• Where appropriate liaise with agencies responsible for pupils' welfare.  

  

Manage Own Performance and Development  

• Take responsibility for their own professional development and to keep up to date with research 

and developments in pedagogy and in the subjects they teach.   

• Share corporate responsibility for the implementation of school policies and practices.   

• Set a good example to the pupils they teach in their presentation and their personal conduct.   

• Evaluate their own teaching critically and use this to improve their effectiveness.  

  

Managing and Developing Staff and Other Adults  

  

• Establish effective working relationships with professional colleagues including, where 

applicable, associate staff.  

  

Managing Resources  

  

• Select and make good use of textbooks, ICT and other learning resources which enable teaching 

objectives to be met.  

  

  

The duties and responsibilities highlighted in this job specification are indicative and may vary over time. 

Post holders are expected to undertake other duties and responsibilities relevant to the nature, level 

and scope of the post and the grade has been established on this basis. It will be subject to review 

through annual Performance Management.  

   

Leodis is a Multi Academy Trust comprising of four founding members East Ardsley Primary, Hill Top 

Primary and Westerton Primary and Woodkirk Academy and one additional academy Blackgates 

Primary. The post holder is based at Woodkirk Academy and may be required to work across a number 

of sites.  
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Department Information – Music and Performing Arts 
  

Staff 

There are currently three full time specialist Music teachers and two full time specialist Performing Arts in 

the department who teach across the age and ability range in Key Stages 3, 4 and 5. All staff work as a 

dynamic, dedicated, supportive and successful team. They are fully committed to providing opportunities 

for students to immerse in the subject. 

 

Positions of responsibility within the department are as follows: 

Head of Department & Faculty – Mrs Lauren Tosney 

Director of Sixth Form – Mrs Kathryn Clarke 

Key Stage 3 Coordinator – Mr Nick Gage 

Teaching & Learning Coordinator – Mrs Rebecca Dixon 

Performing Arts Teacher – vacancy 

 

Accommodation/Resources 

• Two teaching classrooms, both with approximately 15 keyboards and ukuleles to support the 

music curriculum 

• Three practice rooms with pianos in each and three full drum kits in one room, used mainly for 

instrumental lessons 

• Two computer rooms (one named as the music technology centre and one with 28 computers for 

composing and researching) 

• The department has purchased an eight in eight out audio interface used for recording multiple 

tracks at once 

• Software includes Sibelius and Cubase 

• The music technology centre boasts a 24 track recording desks and a portable eight track recorder 

• The music department now has over 30 microphones used at concerts both in school and the 

community and to create digital soundtracks for the courses offered 

• The department has a fully equipped Drama Studio with LED lighting to enhance performance 

work, rehearsal mirrors, ballet bars and an extensive store of both props and costume.  

• Some performances are staged in the Main Hall and this has recently been equipped with state 

of the art lighting and sound system. 

 

Key Stage 3 

The Music Key Stage 3 curriculum offers to introduce students to performing, composing and listening.  

The current Key Stage 3 curriculum is as follows: 

 

Year 7 

Rhythm and metre 

Pentatonic scale 

The Orchestra 

The Beatles 

Chord Composition  

 

Year 8 

Blues Music 

Für Elise 

Reggae Music 

Introduction to song writing 
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Cuban Music 

 

Year 9 

Brit Pop 

Theme & Variation 

Film Music 

Mash Up 

Musical Theatre 

 

Students are also given the opportunity to study Performing Arts and receive one lesson a fortnight. The 

curriculum is as follows: 

 

Year 7 

Haunted Mansion 

Pantomime 

Bugsy Malone 

 

Year 8 

Quiet: Scripted Exploration 

Mime 

Alice in Wonderland: Devising Techniques 

 

Year 9 

Blood Brothers 

Dance in a musical 

Devising – Responding to a brief 

 

Students also receive one hour lesson every fortnight to develop their oracy skills. 

 

Year 7 

Charlie & the Chocolate Factory 

Harry Potter 

Presentation 

 

Key Stage 4 (Years 9 – 11) 

GCSE Music (AQA) 

GCSE Music offers students the chance to study a wide range of musical genres with opportunities for 

practical learning. Everyone has different styles and tastes and this course values all styles, skills and 

instruments.  

 

This qualification is broken down into four three main areas: 

Listening and Appraising 

Composing 

Performing 

 

BTEC Level 1/2 Tech Award in Music Practice 

The Award gives students the opportunity to develop sector-specific knowledge and skills in a practical 

learning environment.  

 

The main focus is on four areas of equal importance, which cover the: 

Development of key skills 
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Processes of the music industry 

Attitudes in the music in the music industry 

Knowledge of musical skills and styles. 

 

These are the units of work studied: 

Component 1: Exploring Music Products ad Styles 

Component 2: Music Skills Development 

Component 3: Responding to a Music Brief 

 

BTEC Level 1/2 Tech Award in Performing Arts 

Students are given the opportunity in Performing Arts to develop their Musical Theatre skills as well as 

their knowledge and understanding of the world of theatre. The Award gives learners the opportunity to 

develop sector-specific knowledge and skills in a practical learning environment. The main focus is on 

four areas of equal importance, which cover the: 

development of key skills that prove learners’ aptitude in performing arts 

process that underpins effective ways of working in the performing arts 

attitudes that are considered most important in the performing arts, including personal management and 

communication 

knowledge that underpins effective use of skills, processes and attitudes in the sector, such as roles, 

responsibilities, performance disciplines and styles 

 

These are the units of work studied: 

Component 1: Exploring the Performing Arts 

Component 2: Developing Skills & Techniques  

Component 3: Responding to a Brief 

 

Key Stage 5 

Edexcel A Level Music 

The A Level course allows you to explore all aspects of music, from a range of styles. Students will be 

required to perform on one or more instrument, create a portfolio of performance work and demonstrate 

their performance capabilities.  Creative exploration is vital, with students completing a composing unit, 

enabling them to develop ideas and create their own piece from different stimuli. Listening is also a key 

element of the course, providing the students with the skill to identify key features of works.  

 

BTEC Level 3 Extended Certificate in Music Performance 

The programme gives a broad overview of the sector, with a focus on performance, including musical 

skills development and professional practice. 

 

Unit 1 - Practical Music Theory and Harmony 

Unit 2 - Professional Practice in the Music Industry 

Unit 3 - Ensemble Music Performance 

Unit 4 – Composing Music  

Unit 6 – Solo Performance 

 

BTEC Level 3 Extended Certificate in Performance (Musical Theatre) 

Students are offered an engaging programme which supports learners who wants to pursue a career in 

Musical Theatre. It is equivalent to one A Level so it can be studied easily alongside other subjects. 

Students will participate in various workshops to develop your skills across all three art forms. They will 

expected to assess their development and evidence this in written logs. They will be responsible for 

learning new repertoire and performing to a live audience. 
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Unit 3: Group Workshop Performance 

Unit 10: Jazz Dance Technique 

Unit 19: Applying Acting Styles 

Unit 23: Singing Techniques for Performers 

Unit 27: Musical Theatre Technique 

Unit 34: Developing Skills & Techniques for Performance 

 

Extra-Curricular 

 

The department has an excellent and well-deserved reputation for their extra-curricular activities. 

Ensemble work for musicians is provided within Woodkirk Academy’s band which include; Concert Band, 

Brass Band, String Group, Orchestra, Soul Band, Lower School and Upper School Choir. There is also 

opportunity for student bands to book the practice rooms at the end of the day for rehearsals.  

The Music & Performing Arts Department offer the opportunity for all Key Stage 3 students to take part in 

the Extended Learning Project as part of their homework project. Activities include; Musical Theatre, 

Choir, Orchestra, Ukulele, Dance, Drama, DJ Project and Keyboard. Students also get the opportunity to 

learn the Keyboard and Ukulele in their weekly classes. The will also partake in vocal activities as part of 

the Music and Performing Arts programme.  

 

Monday 

Staff Training 

 

Tuesday 

Orchestra 

Lower School Choir 

Dance Club 

 

Wednesday 

Upper School choir 

BTEC Music Drop In 

 

Thursday 

Drama Club 

Musical Theatre Club 

Ukulele Club 

Keyboard Club 

 

Friday 

Soul band 

Music Theory Club 

 

The various ensembles perform regularly in our annual Community Carol Concert, Awards Evening and 

Summer Concert. The Department also host various performance evenings for students to experience 

performing to a live audience and these are often used as evidence for students studying on our BTEC 

courses. There are also ample performance opportunities ensemble and individual performances in our 

assemblies.  

 

The Music & Performing Arts Department organises an annual residential to allow the extra-curricular 

groups to perform to audiences abroad and the community. Visits have included France, Austria, Belgium, 

Ireland, Germany and Luxembourg. One of our strengths as a department is the opportunities we give 

students to perform to a live audience. In June 2020, our Year 12 BTEC Performing Arts students won 
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the BTEC Showstoppers Challenge, submitting a rendition of ‘You Will Be Found’ from the musical Dear 

Evan Hansen which they recorded in lockdown. This was voted for by the public and is a national award.  

 

The department have a reputation for their annual school production which is reviewed by NODA, The 

National Operatic and Dramatic Association. These can be viewed on the following link NODA Reports - 

Woodkirk Academy.  

In recent years, the following musicals have been produced. 

2013 Phantom of the Opera 

2014 Starlight Express 

2015 The Addams Family 

2016 Ghost the musical 

2017 Billy Elliott 

2018 Legally Blonde the musical 

2019 Chicago 

2020 In the Heights 

2022 Little Shop of Horrors 

2023 Kinky Boots 

2024 Fame 

 

Peripatetic lessons 

Instrumental lessons are available for any student in the school on a variety of instruments.  Lessons are 

paid for termly and are taught within the school day. Students on free school dinners or studying GCSE 

Music, A Level or BTEC Music are entitled to free lessons. Singing tuition is also offered to out BTEC 

Performing Arts students for a term. The department work closely with peripatetic staff to assist in 

instrumental examinations on all instruments. 

 

We have on-site and visiting instrumental teachers’ providing tuition on the following;  

Strings: Violin, Viola, Cello and Double Bass. 

Woodwind: Piccolo, Flute Oboe, Clarinet, Recorder, Saxophone and Bassoon.  

Brass: Cornet, Trumpet, Tenor Horn, French Horn, Baritone, Euphonium, Trombone and Tuba. 

Percussion: Drum Kit, and tuned percussion. 

Voice: Classical and Popular styles.  

Guitar: Electric, Bass, Acoustic Guitar and Ukulele. 

Keyboard: Keyboard and Piano. 

Students are encouraged to complete examinations on their instruments and as a school, we offer them 

support in preparing, whether this be through ABRSM, Rock School or London College of Music. 

Provision is made for the aural and theory work as required. We have been nominated and achieved 

Music Mark status in recognition that we are committed to providing a broad and balanced curriculum. 

We are grateful of this recognition and aim to continue to champion Music for all our students.  

 

 

 

 

 

 

 

 

https://www.noda.org.uk/societies/woodkirk-academy
https://www.noda.org.uk/societies/woodkirk-academy
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Person Specification – Teacher of PA and Music 
 

  Essential/ 

Desirable 

Evidence 

Qualifications: • A Teacher with a good honours degree – QTS/PGCE/GTP E AR 

• Evidence of further professional study D         AI 

    

Experience: • Successful teaching/teaching practices in Secondary School at Key 
Stages 3, 4 & 5 at all levels of ability 

• Evidence of pastoral work/training, e.g. form tutor responsibilities. 

• Working in a school environment 

• Evidence of contribution to extra-curricular activities 

E 

 
D 

D 
               D 

AIR 

 
AR 

AR 
AIR 

 
 

 

    

CPD: • Recent CPD to support this position 

• Evidence of providing training and development opportunities to 
other staff 

D 

 
D 

ARI 

 
AI 

    

Personal 
Commitment 

• Commitment to actively supporting the ethos of the school and 
department. 

• Evidence of commitment to previous employer/training 

E 

 
E 

ARI 

 
ARI 

    

Professional • Wide knowledge and understanding of subject specialism 
with a strong grounding in performance techniques and 
methodology 

• Knowledge and understanding of the world of theatre 

• A knowledge of current educational issues 

• Understanding of relevant policies/code of practice and awareness 
of current legislation 

• Knowledge of child protection and safeguarding 

E 

 

            

               E 

               E 

E 

 

E 

ARI 

 

 

AIR 

      AI 

      AI 

 

      AI 

    

Skills & • Good organisational skills and a flexible approach to work E AIT 

Attributes: • A commitment to extra-curricular activities and the life of the school E AI 

 • Ability to motivate and relate to students, staff and parents 

• Ability to use ICT effectively to support learning 

• Capacity to develop and maintain values and standards by example 

• Good time management and ability to meet deadlines 

E 

E 

E 

E 

AIT 

AIT 

AI 

AIT 

 • Ability   to   reward   achievement and use positive behavioural 
management techniques. 

E RIT 

 • Ability to communicate effectively with students, staff, senior staff 
and parents. 

E 

 

ARIT 

 • Ability to work constructively as part of a team. 

• Loyalty, reliability and integrity; a sense of humour and optimistic 
outlook 

• Love of teaching specialist subject 

E 

E 

 

E 

ARI 

AI 

 

AI 
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Application Procedure  
  

For a discussion on this vacancy please contact the school office on 0113 887 3600  

  

Please apply using the online application form (please note this is not compatible with iPads) In 
compliance with Safer Recruitment guidelines, CVs will not be accepted.  

 

Closing date: Monday 24th February 2025 

Interviews: Thursday 27th February 2025 

 

Shortlisted candidates will be contacted with details of the interview process. If you have not been 

shortlisted, unfortunately, due to the number of applications that we receive, we are unable to comment 

and give feedback on your application.    

 

If you are invited to interview you will be required to teach a lesson to a KS3 mixed ability 
class.  The curriculum intent identifies that Woodkirk Academy students are confident to be 
creative, innovative, thoughtful, skilful, and informed performers.  
  
How could you empower this?  Your lesson should be a stand-alone lesson in one or more art 
forms.  It will take place in the drama studio.    

  

Safer Recruitment   

  

The schools within Leodis Academies Trust are committed to safeguarding and promoting the welfare 

of children and young people and expects all staff and volunteers to share this commitment.  

We therefore have a rigorous recruitment process which includes assessing candidates’ suitability to 

work with children. All staff will be required to hold an enhanced DBS Disclosure.   

  

Equal Opportunities   

  

Leodis Academies Trust is an equal opportunities employer and welcomes applications from all sectors 

of the community.  At Leodis Academies Trust we believe that all individuals are of equal value and we 

are committed to equal opportunities for all. All people who work and study in the school have the right 

to be respected and valued within a safe and secure environment and not to be discriminated against 

on the grounds of age, class, sex, race, disability, sexual orientation and religion or belief.   
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Recruitment Process  
  

Leodis Academies Trust is committed to safeguarding and promoting the welfare of children and young 

people and expects all staff and volunteers to share this commitment.   

  

APPLICATION FORM (online process)   

  

You are expected to complete an online application form as the first part of our recruitment process – 

which can be found on our website www.Leodis.org.uk.  

  

DISABLED APPLICANTS   

  

If you are a disabled person and may not be able to meet some of the job requirements because of your 

disability, please specify this in your application. If you meet all other criteria, you will be shortlisted, and 

we will discuss with you if there are ways in which the post can be modified to meet your needs.   

  

EQUAL OPPORTUNITY EMPLOYER   

  

Leodis Academies Trust is an equal opportunity employer committed to the elimination of discrimination 

throughout its employment practices. Selection criteria procedures will be reviewed frequently to ensure 

that individuals are selected and treated based on their merits and abilities. All information is treated in 

confidence and personal information submitted as part of the Equal Opportunities questions will not 

form part of your application; the shortlisting panel do not have access to this information.   

  

REHABILITATION OF OFFENDERS  

  

The post you are applying for requires you to have a Disclosure & Barring Service check.  Prior to your 

interview you will be required to disclose details of your criminal history as appropriate in line with the 

Rehabilitation of Offenders Act 2013.  Guidance about what you are required to disclose can be found 

on our career page. Having a criminal record is not necessarily a bar to obtaining a post. This information 

may be discussed with you at your interview in order to assess job related risks, but we emphasise that 

your application will be considered on merit and ability and you will not be discriminated against unfairly.   

  

Failure to disclose required information will result in any offer of employment being withdrawn. A DBS 

check will be carried out for successful applicants – this check for disclosure of criminal history will 

include spent convictions, pending prosecutions/current court proceeding and police enquiries. In the 

event of employment, any failure to disclose such convictions will normally result in dismissal by the 

Trust. Any information given will be completely confidential and will be considered only in relation to this 

application. We have a written policy on the recruitment of ex-offenders, which can be found on our 

career page.   

  

CANVASSING   

  

You must not try to influence any current employee or member of the school governing board or Trust, 

to act in your favour as this will disqualify you. If you are related to a current employee, governor or 

Trust member, you must indicate this in the relevant section of the application form.   

  

REQUIREMENTS FOR REFERENCES   

  

http://www.leodis.org.uk/
https://vacancies.leodisacademiestrust.com/files/Flow-Charts-Caution-and-Conviction-Nov-2020.pdf
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At least one of the references should be your current employer. If you are not currently working with 

children, but have previously done so, then you must include a referee from the last post where you 

worked with children. If you have not been in recent paid employment, referees should be appropriately 

qualified to provide confirmation of your suitability for employment. Referees will normally be contacted 

before interview where possible. You should be aware that your referees will be asked if, in relation to 

you, they are aware of any Child Protection allegations or issues of a similar nature.   

  

SHORTLISTING & INTERVIEWS   

  

Applicants who meet the requirements will normally be shortlisted for interview, however, places for 

interview will need to be limited to a manageable number. In addition, the school may conduct tests 

and/or written exercises in appropriate circumstances and you may be asked to undertake such 

exercises as part of the selection process. At the interview, the panel will ask questions which are 

intended to allow you to expand on your application and to demonstrate how you meet the requirements 

of the post. This is also your opportunity to ask questions relating to the job. You will also be asked for 

your views on the importance of safeguarding children and provide evidence of your suitability to work 

with young people through your responses to interview questions.   

  

SALARY SCALES & INCREMENTS   

  

Administrative, Professional, Technical & Clerical (APT & C) Grades relating to Operational Staff – 

Progression on the salary scale is by annual increment until the maximum within the grade is reached, 

subject to at least 6 months service in the grade and a satisfactory performance review and levels of 

attendance by that date.   

  

PRE-APPOINTMENT CHECKS   

  

Permission to Work in the UK   

Please note that we can only consider applications from British citizens, EU citizens with settled status 

(in line with right to work guidelines after Brexit) and those holding valid UK visas.   

  

At Interview  

Under the Asylum and Immigration Act 1996, we must ensure that you have permission to work in the 

United Kingdom. No offer of employment can be made without verification of proof of identity. During 

the period 1 January to 30 June 2021, employers can continue to use European Economic Area (EEA) 

and Swiss passports and national identity cards as evidence of an individual's right to work in the UK.  
  
As evidence of your right to work in the UK, you will need to submit one of the original documents 

included in List 1 below, or two original documents specified in List 2 below.  Alternatively you can 

provide your right to work share code to us so that we can check online your right to work in the UK.  

  

List 1   

• A passport showing that the holder is a British citizen, or has a right of abode in the United Kingdom.  

• A document showing that the holder is a national of a European Economic Area country or 

Switzerland. This must be a national passport or identity card.  EEA and Swiss nationals who are in 

the UK before 31 December 2020 have until 30 June 2021 to apply for either settled or pre-settled 

status, which will give them the right to work in the UK.  

• A resident permit issued by the Home Office to a national from a European Economic Area country 

or Switzerland.   

• A Biometric Residence permit or current passport endorsed to show that the holder can stay 

indefinitely in the United Kingdom or has no time limit on their stay.   
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• A passport or other travel document endorsed to show that the holder can stay in the United 

Kingdom; and that this endorsement allows the holder to do the type of work you are offering if they 

do not have a work permit.   

• An Application Registration Card issued by the Home Office to an asylum seeker stating that the 

holder is permitted to take employment.   

  

List 2   

- First Combination of two documents   

• A document giving the person’s permanent National Insurance Number and name. This could be a 

P45, P60, National Insurance card, or a letter from a Government agency.   

• Plus, one of the following documents:   

o A full birth certificate issued in the United Kingdom, which includes the names of the holder’s 

parents; OR   

o A birth certificate issued in the Channel Islands, the Isle of Man or Ireland; OR  o A certificate of 

registration or naturalisation stating that the holder is a British citizen; OR  o A letter issued by 

the Home Office to the holder which indicates that the person named in it can stay indefinitely in 

the United Kingdom, or has no time limit on their stay; OR   

o An Immigration Status Document issued by the Home Office to the holder with an endorsement 

indicating that the person named in it can stay indefinitely in the United Kingdom, or has no time 

limit on their stay; OR   

o A letter issued by the Home Office to the holder which indicates that the person named in it can 

stay in the United Kingdom, and this allows them to do the type of work that you are offering;  

OR  

o An Immigration Status Document issued by the Home Office to the holder with an endorsement 

indicating that the person named in it can stay in the United Kingdom, and this allows them to 

do the type of work that you are offering.   

- Second Combination of two documents   

• A work visa or other approval to take employment that has been issued by the UK government. Plus, 

one of the following documents:   

• A passport or other travel document endorsed to show that the holder is able to stay in the United 

Kingdom and can take the employment in question; OR   

• A letter issued by the Home Office confirming that the person named in it is able to stay in the United 

Kingdom and can take the employment in question.  

   

QUALIFICATIONS  

   

At Interview  

Evidence of qualifications relevant to the post and proof of Qualified Teacher Status (if applicable) will 

also be required. We can only accept original certificates. If you cannot produce original documents or 

certified copies, written confirmation of your relevant qualifications must be obtained from the awarding 

body.   

  

PROOF OF IDENTITY  

  

At Interview - In accordance with Keeping Children Safe in Education, we must see proof of your 

identity and evidence your name, date of birth, address and see some form of photographic identity.  At 

Appointment - In accordance with Safer Recruitment guidelines designed to protect young people, we 

will check your suitability to work with children. You will need to undertake an Enhanced Disclosure via 

the Disclosing and Barring Service (DBS), involving completing an electronic application for this purpose 

and provide original supporting documents. A copy of the DBS Code of Practice can be made available 

on request.   
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MEDICAL CLEARANCE  

  

At Appointment - Verification of your medical fitness is required and again you will be asked to 

complete a form. You will not be able to start work, for insurance purposes, until medical clearance has 

been received.   

    

Policy Statement on the Recruitment of Ex-Offenders   
  

• The Trust is committed to the fair treatment of its staff, potential staff or users of its services, 

regardless of any protected characteristics (e.g. age, disability, gender reassignment, marriage or 

civil partnership status, pregnancy and maternity, religion or belief, sex, sexual orientation, 

race/colour/nationality/ethnic origin, disability) or their responsibilities for dependants or their 

offending background.  

  

• This policy will be made available to all applicants at the outset of the recruitment process.   

  

• The Trust actively promotes equality of opportunity for all with the right mix of talent, skills and 

potential and welcome applications from a wide range of candidates, including those with criminal 

records. We select all candidates for interview based on their skills, qualifications and experience.   

  

• A DBS check is usually required for most positions in the Trust. For positions requiring a DBS check, 

all application forms, job adverts and recruitment briefs will contain a statement that a satisfactory 

DBS check is an essential condition of employment with the Trust.  

  

• A DBS check will be requested after an offer of employment has been made, and the person has 

accepted the offer of employment.  Therefore, any offer of employment is subject to receipt of a 

satisfactory DBS check.  

  

• Where a DBS check is to form part of the recruitment process, we encourage all applicants called 

for interview to provide details of their criminal record at an early stage in the application process. 

Applicants called for interview should provide details of their relevant criminal record by completing 

the self-disclosure form which will be sent to them when they are invited for interview.  This form 

should be given to the Chair of the interview panel. This is to ensure that only those who are entitled 

to see the information are privy to it. If you are unsure what constitutes a relevant criminal record, 

please contact HR for clarification.    

  

• Failure to provide details of a criminal record or information that is directly relevant to the position 

sought could lead to the offer of employment being withdrawn or dismissal if the successful 

candidate has already commenced employment in the post.  

  

• The Trust will take advice from a suitably trained person (usually the Trust’s HR Manager or Legal 

Adviser) to identify and assess the relevance and circumstances of offences.   

  

• At interview, or in a separate discussion, the Trust will ensure that an open and measured discussion 

takes place on the subject of any offences or other matter that might be relevant to the position.   

  

• The Trust makes every subject of a DBS check aware of the existence of the Code of Practice and 

make a copy available on request.  
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• The Principal (or designated senior manager) and the HR Manager will be made aware that all 

information in relation to previous convictions given by applicants must be treated in the strictest 

confidence.   

  

• The Trust undertake to discuss any matter revealed in a DBS check with the person seeking the 

position before withdrawing a conditional offer of employment.  

  

• The Trust will comply with its obligations under the Data Protection Act 2018 in its storage, handling, 

use, retention and disposal of disclosures and disclosure information.  


