
         FURTHER DETAILS

SALARY

The basic salary is Grade 7, (scp 25 - 29) £21,519 - £24,646 full-time per annum.  
APPLICATIONS

Please complete the school’s application form and return by post or email to heb@malbank.cheshire.sch.uk. 
 
Closing date:  
Noon on Friday 10th February 2012 

The school is unable to notify every applicant of the result of their application, but instead, advise that if you have not been contacted inviting you to attend for interview within four weeks of the closing date, then you should assume that your application has been unsuccessful.

MAIN TERMS AND CONDITIONS OF SERVICE 
The appointment is subject to the Scheme of Conditions of Service of the National Joint Council for Local Government Services as adopted by Cheshire East Council. 
HOURS OF WORK

Full time, 37 hours per week, (52 weeks). 
SALARY 

Salary is paid on the 18th of the month, unless that falls at a weekend or Bank Holiday, in which case it will be paid on the preceding banking day.  Payment will be directly into a bank or building society account.  

ANNUAL LEAVE

Annual leave entitlement for this post is 25 days per annum with an extra 5 days being granted after 5 years' continuous Local Government Service.  Additionally, 8 Bank Holidays are granted each year.

NB  
Pro rata entitlements are applicable for staff working less than full time hours.
Part-year employees are required to take their annual leave entitlement during school closure periods.

PENSION ARRANGEMENTS

The person appointed will have the choice to:

    
   *
be a member of the Local Government Pensions Scheme; or

    
   *
be a member of a personal pension scheme; or

    
   *
rely on the State Earnings Related Pension Scheme (SERPS)      

NO SMOKING

Cheshire East Council is a non-smoking organisation. Employees joining the school/Council do so in the knowledge that they will be required to comply with these arrangements. 
RELATIVES WITHIN THE COUNTY COUNCIL

Applicants must disclose on their application form details of any relative who is an elected Cheshire East Councillor or a Cheshire East Council employee. If applicants do not give details of a relationship they are liable to be disqualified for the job or if appointed, liable to be dismissed.  This will also be the case if the applicant or someone else uses improper influence to attempt to get them the job (but this does not prevent a Cheshire East Councillor or employee giving a written reference about the applicant). It should also be noted that if an applicant is related to another Cheshire East Council employee, this may affect the location or type of job they could be offered. 

EQUAL OPPORTUNITIES POLICY

Cheshire East Council is committed to the promotion of equality of opportunity and the elimination of discrimination; all applicants should note that they will be considered on the basis of suitability regardless of disability, gender, race, religion, age, sexual orientation and marital status or any other discrimination which is unfair or unreasonable.  
ASYLUM AND IMMIGRATION ACT

All external successful applicants will be asked to confirm, in advance of taking up the appointment, that you are eligible to work in the United Kingdom.  In order to establish this the successful applicant will be asked to provide documentation showing their National Insurance Number or provide copies of Tax Forms P45 or P60, or if this is not possible, other evidence of their entitlement to work.

STANDARDS OF CONDUCT 

Cheshire East Council's Code of Conduct sets out the standards which are expected of employees.

Any attempt by a candidate to influence the selection process improperly will result in disqualification and, if appointed, may render the employee liable to dismissal without notice.
EMPLOYING PEOPLE WITH A CRIMINAL RECORD
Cheshire East Council aims, as part of its approach to Valuing Diversity, to promote equality of opportunity for all and has an open-minded recruitment policy in relation to employing people with past convictions. At the same time vulnerable client groups must be protected and a safe working environment provided for all employees. 

It is recognised that people who have been convicted should be treated fairly and given every opportunity to set out their suitability for a job.  People with a criminal record may be unsure about sharing information when seeking employment. They know from experience that this may jeopardise their chances. The Council, therefore, wishes to encourage disclosure and will only use such information to assess an applicant’s suitability for a job. 


What is the Rehabilitation of Offenders Act?
The purpose of this law is to help people who have been convicted of criminal offences (in the UK and abroad) and who have not re-offended. If a person has been:
· convicted of a criminal offence with a sentence of not more than 2 ½ years imprisonment 

· and has since lived trouble free for a specified period of time (related to the seriousness of the offence) 

they are to be treated as if the offence, conviction or sentence had never occurred. This is known as a spent conviction. However, there are exceptions to this and various kinds of jobs are excluded.  

What information will I be asked to give when I apply for a job?

The County Council meets the requirements of exempted questions under the provisions of the Rehabilitation of Offenders Act and our application form asks applicants, for specified jobs, to declare if they have any criminal convictions, including spent convictions. 

What happens if I am called for interview?

Reasonable steps must be taken to check the identity of job applicants. People called for interview are, therefore, asked to provide photographic and documentary evidence. This can be a passport or new style driving licence and at least one item of address related evidence e.g. a utility (gas or electric etc) bill. If you do not have a passport or new style driving licence, your original birth certificate should be provided. If you have changed your name by deed poll or any other method, evidence of this will also be required.
Are any criminal record checks made?

The Criminal Records Bureau (CRB) is an executive Agency of the Home Office and has been set up to help employers and voluntary organisations to make safer recruitment decisions and appointments. Anyone offered employment would be subject to a criminal record check by the Bureau before the appointment is confirmed. You will be asked to complete one of the following forms, depending upon the job you apply for: 

· Enhanced disclosures involve an additional level of check to those above and also include a check on local police records. If the role requires access to ContactPoint an enhanced disclosure will be required. This has to be renewed every three years as part of the conditions of access to ContactPoint.

Failure to declare information or the provision of false information could lead to the withdrawal of the offer of employment or dismissal. 

How will any criminal record information be used? 

It is recognised that information provided on any disclosure is confidential. The school/County Council complies fully with the CRB code of practice and any information received will be handled carefully and in accordance with the provisions of the Data Protection Act. 
A criminal record will not necessarily stop an applicant obtaining a job (subject to particular circumstances or convictions, which make it unlawful to make an appointment). Any spent convictions will not be taken into account unless the job is exempt under the law and recruitment procedures will be based on an objective assessment of a person’s ability. These procedures will focus on skills, experience and qualifications

· consider any criminal record information (for example, its relevance to the job and its seriousness, when the offence or other matter took place, any pattern of offending behaviour, the applicants explanation and circumstances etc) 

· identify any risks to clients, employees and the work itself.

What happens if I have already been checked and then apply for another job?

There are strict rules that apply and you are advised to check with the recruiter for further details.




PLEASE NOTE – ENHANCED DISCLOSURE REQUIRED FOR ALL SCHOOL JOB VACANCIES












