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Appointment
Information Pack

Vacancy School Business Manager

Location Thornhill Junior & Infant School

Start date 17th April 2023

Closing date& time 12 noon on Thursday 2nd February 2023
Salary £35,411-£39,493 pro-rata (SCP 29-33)
Return applicaﬁon to | thornhill@focus-trust.co.uk
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Welcome from the Headteacher

Thank you for expressing an interest in the position of School Business Manager at Thornhill Junior
& Infant School. This information pack is designed to give you some basic information about our
school.

This is an exciting opportunity for a talented business leader to join the leadership team at our
established and successful primary academy which is proud to be part of Focus Trust.

The role of School Business Manager is a key role within the school in achieving our vision, and is
suited to an enthusiastic, innovative and inspirational leader who is focused on ensuring the
effective use of available financial and human resources, aligned to the school’'s aims and
development plan. To succeed in this role you will need to have excellent interpersonal skills
with the ability to lead and develop multi-disciplinary tfeams; and be prepared to roll up your
sleeves and lead by example.

Our popular School is situated in the village of Thornhill, Dewsbury, West Yorkshire, serving
a large residential area of private and local authority housing. The School's planned
admission number is 420 and the School's admission limit is 60 per year group. The number
of children on roll currently stands at 362. Approximately 38% of our children are entitled
to free school meals, 18% have Special Educational Needs and 5% come from homes
where English is not their first language.

Our school is popular with local families and has a reputation for being friendly and
welcoming. There are good links with the local community through various activities and
we enjoy positive relationships with neighbouring schools as part of the Dewsbury Learning
Partnership.

Key messages from our most recent Ofsted report in 2019:

e Leaders have established a warm ethos in the school, based on respect for all. This is
underpinned by the wealth of opportunities leaders have put in place which promote
effectively pupils’ spiritual, moral, social and cultural development.

e Leaders have ensured that the quality of teaching is good. Professional development for
teaching staff in subjects such as phonics and writing has ensured that pupils typically
make strong progress.

e Leaders have placed reading at the heart of pupils’ learning. Consequently, pupils are
enthusiastic readers and show a secure understanding of what they have read.

e Teachers ensure that pupils’ learning is purposeful by making well considered links
between arange of subjects within a topic. Pupils often decide which aspects of a topic
they would like to explore. This stimulates pupils’ curiosity effectively. They regularly reflect
on what they have learned and think about their next steps. Pupils are enthused by this
approach and, hence, show positive attitudes to learning and take pride in their work.

e The curriculum is well designed and, hence, captures pupils’ interest and feeds their
motivation to learn. As a result, pupils demonstrate positive attitudes in lessons.

e The well-developed music curriculum plays a crucial part in supporting pupils’ spiritual
and cultural development. Pupils benefit from a range of musical experiences, such as
an opera visit during Year 4, opportunities to perform in the school band and to compete
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in musical contests with pupils from other schools. Pupils also learn about other cultures
through a focus on different musical genres, significant artists and musicians.

e The behaviour of pupils is good. Pupils rise to adults’ high expectations of them and,
hence, they conduct themselves well. They are polite, welcoming and respectful. This
creates a calm atmosphere in the school.

| am extremely proud to be the Headteacher at Thornhill Junior and Infant School and
believe it is arich and vibrant place to learn and work. | would be very happy to answer
any questions that you may have.

Fiona Gardiner
Headteacher

Thornhill Junior & Infant School is committed to safeguarding children, and this commitment is
reflected in our recruitment processes.

Please return your application to me at the school as soon as possible, and by 12 noon on
Thursday 2nd February at the latest. Applications should be sent by email for the attention of
Mrs Gardiner, Headteacher at thornhill@focus-trust.co.uk Please remember to include your
equal opportunities monitoring form. References will be taken up on receipt of your
application, to avoid undue delay in the process. They will not be used in the shortlisting
process, but may be referred to during an interview. We intend to interview before the end of
February.

| look forward to receiving your application.

Fiona Gardiner
Headteacher

Academy details

Academy Thornhill Junior & Infant School

Address Edge Lane, Dewsbury, WF12 0QT

Telephone | 01924 453259

Email thornhill@focus-trust.co.uk

Website www.thornhilljischool.co.uk
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Job description

Academy Thornhill Junior & Infant School
Job title School Business Manager
Grade SCP 29-33
£35,411-£39,493 pro-rata
Accountable to Headteacher
Line manager Headteacher
Full time (37 hours per week), term-time plus 10 days

Purpose of the role

To ensure all aspects of school business management are operated and developed to a high
standard, ensuring:

- effectiveness;

- efficiency; and

- appropriate and accurate accounting of all funds.

Main duties

Academy finances

e Prepare and formulate the Academy's budget (including financial alternative) in
conjunction with the Headteacher to enable the Trust to make accurate management
decisions.

e Monitor and conftrol the implementation and movement of funds to ensure that the budget
is administered according to the agreed Academy improvement plan.

e Monitor and review the Academy's budget and advise the Headteacher on the strategic
budgetary position to ensure over and under spending areas are identified, and proposals
made, to enable prompt corrective action to be taken.

e Manage and use all aspects of the Trust’s financial accounting system within the academy;
including the payment of all invoices for expenditure and income collection in accordance
with payment timescales and the Trusts financial procedures.

e Interpret financial regulations and provide advice to staff on the effective use of financial
systems and procedures.

e Prepare, amend and submit salary reports to ensure accuracy each month.

e Comply with all aspects of the Trust’'s Financial Management Handbook.

Administrative Management

¢ Manage the whole Academy's administrative function; including telephones, email,
reception, diaries, reprographics, records.

e Define responsibilities, information and support for staff and other stakeholders.

e Design and maintain administrative systems that deliver outcomes based on aims and
objectives of the academy and the Trust.

e Benchmark systems and information to assess tfrends and make appropriate
recommendations.

e Prepare and produce a wide range of Academy reports/publications.

e Prepare information for returns for the DfE/EFA, The Trust and other agencies and
stakeholders.

¢ Manage and ensure that the Evolve system is accurate and continually updated.

¢ Manage all necessary licenses and permissions and ensuring their relevance and fimeliness.

Management Information Systems & ICT

e Ensure resources, support and training are provided to enable staff o make the best use of
available ICT including teaching, learning and assessment systems.

e Ensure that appropriate back-up arrangements are in place and actioned.
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Ensure contingency plans are in place in the case of technology failure.
Consult with relevant parties to infroduce new technology or improve existing technology
for different purposes.

Health & Safety

Act as the Academy's Health & Safety Co-ordinator.

Plan, instigate and maintain records of fire practices and alarm tests in liaison with the
Headteacher.

Ensure the Academy's written health & safety policy statement is clearly communicated and
available to all people.

Enable regular consultation with stakeholders on health and safety issues.

Ensure systems are in place to enable identification of hazards and risk assessments.

Ensure systems are in place for effective monitoring, measuring and reporting of health &
safety issues to the Leadership Team, Governors and where appropriate the HSE.

Ensure that maximum levels of security are consistent with the ethos of the Academy

The Academy environment

Responsible for making decisions regarding the Academy premises in line with budget
provision and operational requirements, evaluating tenders, prioritising work and repairs and
the replacement of resources.

Deal with outside bodies or contractors planning work schedules and supervising work to
ensure this is carried out to the required standards and within the appropriate timescales.

Human resources in the Academy

Co-ordinate the administration of staff recruitment, ensuring new staff have CRB/DBS
clearance, medical clearance and all staff have appropriate contracts of employment,
issued in a timely manner.

Provide leadership and guidance for all staff as appropriate, including direct line
management for non-curriculum support staff including recruitment, induction, performance
management and fraining and development.

Raise awareness of any HR issues around assessment of salaries, expenses, sickness and
maternity/paternity procedures, redundancy and other matters of dismissal. Seek additional
advice from the Trust's HR department on HR related policies and procedures as required.
Maintain confidential HR records, including the Single Cenfral Record. Maintain sickness
records and manage the sickness monitoring procedures, including back to work interviews
where appropriate.

Facilitate the organisation of staff development.

Arrange supply staff, including appropriate vetting procedures and ensure the accuracy of
timesheets.

Fulfill wider professional responsibilities

Make a positive conftribution to the wider life and ethos of the Academy and the Trust.
Develop effective professional relationships with colleagues, knowing how and when to
draw on advice and specialist support.

Deploy support staff and other adults in a support role effectively.

Liaise with external agencies with regard to pupil progress, safety and welfare.

Work with other staff across the Trust and in other maintained Schools or other Academies.
Communicate effectively with parents with regard to pupils’ achievements and well-being.

Personal and professional conduct

All school staff are expected to demonstrate consistently high standards of personal and
professional conduct. The following statements define the behaviour and attitudes which set
the required standard for conduct throughout a business manager’s career.
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All school staff must uphold public trust in the profession and maintain high standards of ethics

and behaviour, within and outside the Academy, by:

e freating pupils, staff, parents and visitors with dignity, building relationships rooted in mutual
respect, and at all times observing proper boundaries appropriate to an adult working in an
Academy environment;

¢ having regard for the need to safeguard pupils’ well-being, in accordance with statutory
provisions;

e showing tolerance of and respect for the rights of others;

e not undermining fundamental British values, including democracy, the rule of law, individual
liberty and mutual respect and tolerance of those with different faiths and beliefs; and

e ensuring that personal beliefs are not expressed in ways which exploit pupils’ vulnerability or
might lead them to break the law.

Professionals working in the Focus-Trust must have proper and professional regard for the ethos,
policies and practices of the Academy and the Trust, and maintain high standards in their own
attendance and punctuality.

Professionals must have an understanding of, and always act within, the statutory frameworks
which set out their professional duties and responsibilities; and within the policies, handbooks
and guidelines of the Academy and of the Focus-Trust.

General
The post holder will:

e Be expected to actively support work and ethos of the Focus-Trust.

e Be expected to undertake such additional duties as may reasonably be requested by the
Headteacher or their representative.

e Respect confidentiality of staff, pupils, families and visitors and not breach this trust. Any
breaches of confidentiality must be reported to the Headteacher immediately.

e Participate in arrangements for appraisal and in the identification of areas in which s/he
would benefit from training and undergo such fraining.

e Proactively keep abreast of developments in relation to the post, and whenever possible
and appropriate, attend professional development opportunities.

¢ Comply with and support all policies related to equal opportunities and safeguarding
children.

This job description is neither exhaustive nor exclusive, and it may, after consultation with the
post holder be subject fo modification and amendment in accordance with the needs of the
academy.

SIONEA s Post holder
SIgNEd e Headteacher
Dated:
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School Business Manager
Person specification
Key:
App - Application Form
Ref — Reference
SP - Selection process. This could include a range of exercises, including an interview.

Knowledge, Experience and Skills

Essential/ | How
Desirable | identified

Education and qualifications

NVQ Level 4 in business administration or accounting E

or equivalent

Certificate in school business administration
Diploma in school business administration
(or willing to work towards)

First aid certificate D
Academy finances
Experience of a range of financial tasks and responsibilities E

including handling and accurately accounting for cash,
budget planning, management and monitoring, and authorizing
payments from committed expenditures

Analytical skills o interpret financial procedures and policies E

Working knowledge of Financial regulations/relevant D
policies/codes of practice and awareness of legislation relating
to educational finances

Administrative Management

Experience of development, management, and evaluation of E
administrative systems to ensure continually effective and
efficient service delivery

Experience of undertaking a range of line management activities E
and motivating a multi-disciplinary team effectively to meet
targets and complete work to required standards

Knowledge and an understanding why safeguarding is important E
when working with children and young people
Experience of producing management and statistical information D

clearly in a way that can be understood by others

Management Information Systems & ICT

Experience of effectively using a range of specialist ICT packages E
to support different office functions

Experience of using educational ICT systems Evolve, or other s D
Health & Safety

Knowledge of the main areas of legislation affecting estate D

management, health & safety and building control

The Academy environment

The ability to write and verbal communication skills appropriate E
for a range of different audiences, including skills where
appropriate in being persuasive, encouraging and negotiating, in
order to further the objectives of the school
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Knowledge of data protection, dealing with FOI requests and
information security and an understanding of why it is important
to keep information confidential and secure within the school
environment

Knowledge of Safeguarding and Child Protection policies and
procedures

Human resources in the Academy

Knowledge of the main areas of legislation affecting personnel.

The ability to maintain confidential personnel records

m

Experience of supervising and managing staff

Personal qualities and attributes

Moral purpose (Equality, children and adults treated with respect)

Excellent communicator (Listening, putting a message across)

Child centred

Organisational skills

Integrity

Self-motivated and able to motivate others

Enjoys challenges and problem solving

Works to deadlines

Enthusiastic and optimistic

Excellent problem solving/analytical skills

Self awareness, knowledge of strengths and limitations

m|m|{m|(m|m{m|m{m|rm|{m|{m
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About our Academy
Thornhill Junior and Infant School vision

‘Together we will make the difference’.

Thornhill Junior and Infant school aims to nurture: happy, confident, inquisitive, responsible citizens
with high aspirations for themselves and others.

We seek to achieve this through:

e Working together to create a happy school full of learning, laughter and friendship where
individual contributions and opinions are valued.

e Promoting each pupil’s self-esteem by building and developing individual strengths and
talents so that children feel able to take risks within a safe, positive environment.

e Providing opportunities to explore, investigate and question the world around them
through a broad and balanced curriculum enabling children to develop their natural
inquisitiveness.

e Creatfing a stimulating environment, with high quality teaching, where children are
encouraged fo think for themselves, express their opinions and take responsibility for their
learning.

e Supporting children to make the right choices for themselves and others, enabling them
to make a valuable conftribution to society and become responsible citizens.

Our facilities

Thornhill is a two-form entry school. The classrooms are light and spacious and well equipped to
ensure the children have a learning environment conducive to the 21st century. We are extremely
fortunate to have large grounds which have been designed and developed to support childrens’
learning.

Our curriculum

We offer a broad and balanced curriculum which gives the children a wide range of experiences
to develop the whole child. Our curriculum is geared to giving children a firm grounding and the
necessary skills to succeed in an ever-changing world as well as providing them with the solid
foundations of reading, writing and maths. We are very proud to be an Arts Mark School as well
as having achieved the Platinum Sing Up Award.

Our extra-curricular activities

As well as our extensive range of music clubs we have lots of other extra-curricular activities that
run throughout the year including; football, cooking, Scalextric, board games, homework, Lego
and arts and crafts. We have recently started an After School and Holiday Club to provide
affordable childcare and to meet the needs of our working parents.

Academy Quick Facts

Type of school Primary
| Age range 4-11

Location/LA Kirklees

Number of children 362

Number of teaching staff 21

Number of support staff 40

% FSM 38%

% SEN 18%

% EAL 5%
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About The Focus-Trust

Introduction

The Focus-Trust was established in 2012 as a multi-academy trust and approved sponsor. The
Trust is a charity and not-for-profit organisation. All staff working in academies are ultimately
employed and accountable to the Trust Board; however their line managers are the leaders of
each academy. Each academy has its own local governing body. Further details about the
Focus-Trust can be found at www.focus-trust.co.uk

The Focus-Trust Charter

It is the purpose of the Focus-Trust to continually strive to be a learning organisation, where the
learning of all children and adults is valued and promoted. The Focus-Trust Charter outlines the
behaviours and expectations for everyone.

Commitment
‘Learning together — making the difference’

The Focus-Trust Values

Professional honesty is at the heart of everything we do. The Trust knows the academies well
because of the strong working partnership between academy leaders and the Trust feam. It is
only by being honest and transparent with a balance of credible challenge and effective
support, that we can move forward and get the best for all children and staff. Our work is
underpinned by our values:

Care for children, adults and the learning environment

Share expertise and best practice for the benefit of all learners
Be fair, honest and inclusive — demonstrating integrity

Dare to do things differently and have a go

We expect learners to:

* achieve well;

» feel safe and secure to take risks and make mistakes;

+ want to improve and know how to improve;

* have high aspirations and be ready for the next steps in learning and life;
* have high expectations of self;

+ be independent, resilient and respectful of self and others;

* be tolerant and open-minded;

* be happy and confident;

+ have both independent and collaborative learning skills; and
* be proud of their community and know how to confribute to it.

We expect teaching and the curriculum to:

+ challenge, excite and engage;

+ be based on prior assessment and use well-judged teaching strategies in order match
individual needs accurately;

« provide constructive feedback to ensure that all children make significant gains in their
learning;

+ promote independent and collaborative learning;

» promote British values and prepare pupils for life in modern Britain; and

+ embed basic skills which are used and applied.

We expect parents and carers to:
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» ensure that their child has excellent attendance;

» ensure that their child arrives at school on fime and is collected on time;
» support their child with home learning;

+ attend meetings with their child’s teacher; and

+ support the ethos and work of the academy.

We expect staff to:

+ take responsibility for pupil outcomes;

+ demonstrate high expectations of behaviour, personal development and academic
progress;

« create safe and secure learning environments where children and staff feel secure to make
mistakes and have a go;

+ value and reward both effort and excellence;

+ model respect and tolerance;

* enjoy working with children;

« want every child to be the best they can be;

* adopt an aspirational, no excuse, approach to their work;

» ensure learning is challenging for all pupils;

* ensure that parents and carers are respected and treated as partners in learning;

* be proactive, take responsibility and keep up to date; and

+ make a difference to the academy.

We expect leaders to:

* be ambitious for the success of the academy and the Trust, showing relentless determination;
* model Focus-Trust behaviours and values;

* ensure that teaching maximises progress;

» hold staff to account for their practice and the outcomes the children achieve;
« take responsibility for the success of the academy;

+ take responsibility for the wider success of the Trust and all its children;

+ strategically deploy resources to maximise progress;

+ challenge, support and develop people;

« work with integrity and respect;

« value diversity and equality;

« work in partnership with the community; and

+ value both effort and excellence.

Professional development opportunities with the Focus-Trust

All the academies within the Trust are willing partners who have actively chosen to join the Focus-
Trust and there is a very high degree of consensus, cooperation and commitment from within the
group. Each of the academies within the Trust is autonomous and has their own distinctive ethos
which meets the need of their community.

From the outset, a half termly Leaders’ Forum (attended by Headteachers and their Deputies)
has met. The purpose of the Leaders Forum is to deal swiftly with operational issues and focus
mainly on pedagogical/educational issues. This has enabled a great deal of sharing of best
practice from within the academies. Staff benefit from the opportunity to link across a wider
community of diverse academies.

A range of other forum groups are in place and have received overwhelmingly positive
feedback and support. These include:

e English Leaders — externally facilitated

¢ Mathematics Leaders — externally facilitated
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Science Leaders — externally facilitated
Early Years Leaders — externally facilitated
Governors

SENDCOs

Business Managers
Year group teachers (iPOPs)
Phonic leaders

All of the above forums have enabled staff at all levels to benefit from enhanced professional
development and mutual support.

The Trust runs its own programme for the induction of early career teachers. It welcomes School
Direct students and has successfully recruited them into permanent teaching positions in our
academies.

For more information about how Focus Trust develops its staff, please go the Focus Trust website
www.focus-frust.co.uk

What you might need to know before making an application
Before applying for a post within the Focus-Trust you should be fully aware of the following poinfs.

Terms and conditions
Terms and conditions at the Focus Trust reflect those found nationally.

Pensions
The Focus Trust contributes to Teachers’ Pensions and Local Government pensions in the same way and
with the same level of confribution as local authorities.

Continuous Service
The Focus Trust recognises continuous service with local authorities

Employer Relations
The Focus Trust has a Trade Union agreement which recognises the teacher and support staff unions. This
is further supported by an ongoing and productive relationship with key trade union officials.

Equality of opportunity

The Focus-Trust is an equal opportunity employer, dedicated to a policy of non-discrimination in
employment on any basis including age, gender, race, colour, nationality, ethnic origin, disability,
gender, religion, age, marital status, sexual orientation and/or medical condition.

Safeguarding

The Focus-Trust is committed to safeguarding and promoting the welfare of all children and young
people. There is an explicit expectation that all employees share this commitment and adhere to all
safeguarding policies and procedures. Applicants should be aware that the recruitment process will
include an assessment of your suitability to work with children.

Dress code

We expect all staff to dress professionally and appropriately for the roles undertaken. We pride ourselves
on the high standards of dress of both our pupils and staff; these standards are led by our staff who we
expect to set an example.

Policies

The Focus-Trust and the academy have a range of policies and handbooks that help fo make clear our
expectations and ways of working. These are always shared openly with staff and are accessible to
everyone. There are several policies that prospective employees should be aware of when making an
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application. Al members of staff will be asked to sign a declaration as part of the induction process to
acknowledge that they have read and understand some of the key policies, e.g. Child Protection, Health
and Safety, Acceptable use of IT.

Making an application

To apply for this post you need to:

1. Read this information pack and decide whether you have the skills and experience to meeft the
demands and requirements of the role.

Decide whether to visit the academy or contact the Headteacher for a conversation.

Complete the application form in full.

Complete knowledge and skills profile— no longer than 2 sides of A4.

Complete the equal opportunity monitoring form.

Return your (i) application form, (ii) knowledge and skills profile, and (iii) equal opportunity monitoring
form by the closing date and time.

SO WDN

Completion of application

The information requested on the application form is important in assessing your application. Please
complete the form in full. Please write/type in black ink. CVs are not accepted as part of the application
process. If you have a disability that prevents you from completing the application form, please contact
us to discuss further.

Short listing
The decision to short list you for an interview will be based solely on the information you provide in your
application. We will not make any assumptions about your experience, knowledge, skills and ability to
do the job.

Person specification

The person specification describes the essential knowledge, experience/professional qualifications which
you will need in order to do the job as described in the job description and specification. You need to
demonstrate that you have these skills and that you understand and are committed to equality and
diversity.

Right to work in the UK

Under the Asylum and Immigration Act 1996, it is a criminal offence to employ anyone who is not entitled
to live or work in the United Kingdom. Applicants can expect us to ask for proof of this at interview stage,
where you will be asked to provide some original documentation to confirm that you are eligible to work
within the UK. Photographic proof of identity will also be required.

Validation of qualifications and identity

All shortlisted candidates will be asked to bring original certificates or relevant qualifications and identity
documents to interview. These will be photocopied and kept on file and, if appropriate, may be
confirmed as genuine with the relevant awarding bodies. The copies of the successful candidate will be
retained on their personnel file. The copies of unsuccessful candidates will be treated as confidential
waste and disposed of appropriately.

References and On-line presence Checks

If you are shortlisted, we will take up references before the interview date. One of your referees must be
your current or most recent employer. Two satisfactory references must be received before we can
confirm any offer of an appointment. The information we request will relate to salary, length of service,
skills and abilities, suitability for the job, disciplinary record and suitability to work with children. Copies of
references or open references will not be accepted. On receipt of references, your referees may be
contacted to verify any discrepancies, anomalies or relevant issues as part of the recruitment verification
process.

In line with our safer recruitment policy, online presence checks will be undertaken if you are
shortlisted. This check is designed to complement the range of standard recruitment checks and
allows us to identify a candidate’s online presence which potentially could damage the organisation’s
reputation.
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Previous employment section

Include any relevant work experience, including part fime or work undertaken on a voluntary basis in this
section, starting with your most recent experience. Ensure you put in full details of dates, names and
addresses and your job title. You must explain any gaps in your employment.

Knowledge and skills profile

This is an important part of your application and is your opportunity to explain how you meet the person
speciation for the post. You should demonstrate your skills, knowledge and experience and give short
examples. Describe how you match the requirement of the job; include experience gained from
previous jobs, community or voluntary work. Ensure that the information you give is well organised,
relevant and brief. You may find it helpful fo use sub-headings in order to keep your statement well
focused. If you do not submit this profile you will not be considered for short listing.

Disability

To comply with the Equality Act 2010, we are legally required to consider making reasonable adjustments
to ensure that disabled people are not disadvantaged in the recruitment and selection process. We are
therefore committed to meeting, wherever possible, any needs you specify on the application form.
Please contact the academy if you need to discuss this in any detail. We will consider any reasonable
adjustment under the terms of the Act to enable an applicant with a disability (as defined under the Act)
to meet the requirements of the post.

Disclosure of a criminal record

Employment in this role is subject to an enhanced check with the Disclosure and Barring Service (DBS).
Checks will also be made against the lists showing people barred from working with children. All checks
must be satisfactory before any offer of employment can be confirmed and before commencement of
work can take place.

Declaration - relatives and other interests
If this applies to you, please give the name of the employee, the department they work in and the
relationship e.g. partner, daughter.

Equal opportunities monitoring form
All job applicants are expected to complete the monitoring details on the form to assist us in complying
with statutory requirements.

Thank you for taking the time to read this information pack.
We wish you every success in any application you may make.
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