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Dear Candidate

Thank you for being interested in applying to work with Alternative Learning Trust!

We are a family of schools that work with children and families who most need us, good education and support to grow in to strong members of our communities. We do this by building strong relationships (love).

We are a Trust that stands up for children, families and our staff (social justice).

We want all the ‘people’ in our family to grow and thrive; staff, children and families (flourish).

We support our staff teams so they can support our children and families.

When you come to work with us, we hope to change young lives and outcomes through our amazing staff teams.

Emma Bradshaw 
Executive Principal/CEO 
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WELCOME




The Alternative Learning Trust originated from thriving, community-focused Alternative Provisions. It was established to provide a home for schools and provisions that lacked a community to belong to.

Our mission is to take our place in a sector that requires advocacy and accountability, and to strengthen Alternative Provision, Special Schools, and Pupil Referral Units.

We collaborate with mainstream schools, the voluntary sector, children’s services, and other national partners to improve outcomes for children who are excluded. We seek to ensure they are not excluded in the broadest sense — including those with SEND or those whose behaviour communicates underlying challenges — and to support their families.

We are relational – love

We are a voice - social justice

We are community
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OUR VISION AND VALUES
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Please visit the websites below for more information on the Alternative Learning Trust and each of our schools including vacancies, news and events.


Alternative Learning Trust: www.alternativelearningtrust.org.uk 

The Limes College: www.thelimescollege.org 

Saffron Valley Collegiate: www.saffronvalleycollegiate.co.uk 

Estuary Academy North: www.estuaryacademy.co.uk 

Will Adams Academy: www.willadamsacademy.org.uk 

Estuary Academy Island: www.estuaryacademy.co.uk

Nore Academy: www.noreacademy.co.uk 

OUR SCHOOLS



Our employees are pivotal in making a real contribution to the lives of young people in each of our schools within the Trust. We place huge value on feedback from our employees.  Our termly wellbeing questionnaire helps us know when we get things right, but also helps us address concerns.

· Employee Assistance Programme

The Trust is committed to the wellbeing of our staff. Partnering with Health Assured, we offer a supportive and completely free service to all our employees:
· 24/7 access to advice on emotional, financial, legal and other lifestyle matters.
· Counselling (face-to-face and over the phone).
· Counselling for an employee’s partner or spouse and their dependants (between the ages of 16-24, residing at the same address and in full-time education).
· Management support line and counselling.
· CCBT for Menopause using an online self-serve mental health and wellbeing platform.
· Life and leadership coaching.
· Online health and wellbeing portal which provides access to extensive well-being resources including four-week programmes, videos and webinars.
· An app with access to a wide range of resources including mood trackers, mini-health checks and live chat facility.

· Continuing Professional Development for all staff within the Trust

· Competitive Pay

· Term Time Hours and Flexible Working

· Opportunity to Work with a Dedicated Passionate Team of Professionals

· Teachers’ Pension Scheme (TPS) or Local Government Pension Scheme (LGPS)

· Eye Care Reimbursement

· Occupational Health Services

· Travel Expenses

· Five Year Service Award for Support Staff 

· Wellbeing Week: additional week paid leave for wellbeing purposes in October

· Golden Ticket: 1 hour 45 minutes paid leave each term for wellbeing purposes

· Access to an Onsite Gym

· Eligibility to discount schemes such as Blue Light scheme


BENEFITS OF WORKING WITH US



Completing the Application Form

To apply for this vacancy, please complete all sections of the application form via My New Term. 

Supporting Statement: Please pay particular attention to the ‘supporting statement’ section of the application. This section should demonstrate how you meet the requirements set out in the person specification, please include any examples or experience you have in relation to each point.

CVs: Alternative Learning Trust will not accept applications solely made with a CV, cover letters and CVs may be used to support your fully competed application form which includes a supporting statement.

Contact Details: Please ensure you enter the correct email and telephone number on your application as these are the details we will use to contact you about your application.

Gaps in Employment: Any gaps in employment must be listed in your application along with the reason.

References: Two professional references must be listed in your application. One of these must be your current or most recent employer, unless you have not been in employment before.  Please ensure the referees listed are either a Headteacher/Principal or a senior person within the organisation with appropriate authority. If you are not currently working with children please provide a referee from your most recent employment with children if relevant. Neither referee should be a relative or someone known to you solely as a friend.  

Online Searches: We may carry out online searches based on information you provide in your application form.

Overseas Applicants: We will consider applications from overseas applicants and will not reject a candidate because of their need to obtain the appropriate work permit/visa. Candidates must refer to right to work in the UK guidance which can be found on GOV.uk.

Closing Date: Applications received after the advert closing date will not be considered.  To help manage applications efficiently, we may close this vacancy early if we receive a strong response therefore, we encourage you to apply as soon as possible. We may also interview shortlisted candidates before the official closing date.

Shortlisting Process

Once shortlisting has been completed, candidates will receive an email notifying them if their application has been successful or unsuccessful.

Shortlisted applicants will be invited to attend an interview via email which will contain the date, time, location and format of the interview, you will need to confirm your acceptance by replying to this email.

Shortlisted candidates will also receive a declaration of offences form that must be completed and returned before their interview. References may be requested after shortlisting, please indicate on your application form if you are happy for your referees to be contacted. 

Interview Process

On the day of your interview you will need to bring a form of photo ID and any copies of relevant qualifications with you. 



If you need additional assistance prior to attending the interview (special parking, ground floor venue, sign language interpreter, large print, wheelchair access, etc.) you will be able to request this when confirming your acceptance of the interview offer.

All candidates will receive feedback after their interview and the successful candidate will receive a verbal offer of employment, usually within one or two days following the interview.

Conditional Offer of Employment

Following the acceptance of your verbal offer of employment, you will receive an offer letter detailing the terms and conditions of the post. All new employees will undergo a number of recruitment checks in line with safer recruitment practices and Keeping Children Safe in Education guidance. 

The offer of employment is conditional and subject to the receipt of satisfactory checks e.g. DBS check, right to work in the UK and references etc. The HR team will contact you to arrange to complete these checks face to face.

Appointment

You will receive further instructions about your start time and what to expect on your first day. On your first day you will be welcomed by a member of your team and will complete an induction with your line manager.

If you have not received your contract of employment before your start date, it will be ready for you on your first day.

Further Information

If you would like further information regarding the recruitment process or have any other questions, please contact us on 020 8652 1170 or via email at: HR@alternativelearningtrust.org.

Safeguarding Information

This post is exempt from the Rehabilitation of Offenders Act 1974. It is an offence for an individual with certain criminal convictions to attempt to engage in regulated activity (working with children).  All shortlisted candidates will be asked to complete a Declaration of Offences form to confirm their criminal record or other information that may make them unsuitable to work with children. The Trust is also required to carry out a DBS check in order to determine your suitability for the role. 

Having a criminal record will not necessarily bar you from working with us. We will take into account the circumstances and background of any offences and whether they are relevant to the position in question, balancing the rights and interests of the individual, our employees, pupils, parents, suppliers and the public.
	HOW TO APPLY



Hours of Work

Preferred working hours are 32.5 per week, based around the pattern shown below. These hours also include a 30-minute unpaid lunch break each day. 

· Monday - Friday 8:30am to 3:00pm;

The post will be working term time plus five INSET training days plus an additional two weeks to be worked in the school holidays by negotiation with your line manager. 

Place of Work

Alternative Learning Trust offices based in Sutton. Travel will also be required to all schools within the Trust based in the Sutton, Croydon and Kent regions.

Salary 

The successful applicant will be placed on NJC Grade PO2 (points 29 - 32) £42,771 - £45,750 if the post were full time. Working 32.5 hours per week, term time, the actual salary will be in the range £35,368 to £37,831. Salaries are paid on the 24th of each month. 

Pension Scheme

The successful candidate will be enrolled in to the Local Government Pension Scheme (LGPS).

Probation Period

New employees are required to complete a six month probationary period. 

Statutory Checks

This appointment is subject to the following checks:

· Evidence of your entitlement to work in the UK
· Receipt of two references deemed satisfactory by the employer
· Receipt of a satisfactory enhanced level Disclosure and Barring Service (DBS) check
(which will include a check of the Children’s Barred List)
· Satisfactory evidence of your medical fitness to perform the role 
· Verification of qualifications listed in the person specification 
· Verification of Qualified Teacher Status (QTS) (if applicable to the role)
· Verification that you are not subject to a Section 128 direction by the Secretary of
State (if applicable to the role)
· Overseas criminal record check (if the candidate has lived or worked overseas in the
· last 10 years)


Further questions

If you have any further questions or would like to visit, please contact us on 020 8652 1170 or via email at: HR@alternativelearningtrust.org.

Closing date

The closing date is on Monday 8 June at midday.
Interviews are scheduled for Tuesday 16 June. 
	TERMS AND CONDITIONS





	
Job title

	
Trust Operations Lead

	
Grade

	
NJC Grade PO2, SCP 29 – 32 (£42,771 - £45,750 FTE)

	
Contract 

	
Permanent

	
Hours
	
32.5 hours, term time only plus INSET days plus two additional weeks to be worked in the school holidays


	
Accountable to:

	
Chief Operating Officer


	
Accountable for:

	
-
	

	
Job purpose
	
To support the Chief Operating Officer with contract management, compliance, legal issues, Health and Safety and work closely with our School Business Managers and Site Managers. To be responsible for maintaining high standards in all back-office functions across the Trust, embedding the Trust core values and delivering the Trust strategic plan. 


	
Key internal contacts

	
· Senior Leadership Team
· Trust Executive Team

	
· School Business Managers
· Site Managers


	
Key external contacts

	
· Project Managers and Contractors

	



	
Special circumstances:

	
· Hold a current Enhanced DBS check
· Hold a current driving license and use of own transport and / or Trust vehicles to carry out business on behalf of the Trust
· Willing to work beyond conventional hours at peak times 









Duties and responsibilities 
This job description describes in general terms the normal duties which the post-holder will be expected to undertake.  However, the job or duties described may vary or be amended from time to time without changing the level of responsibility associated with the post
Under the guidance of, and in collaboration with, the Chief Operating Officer;
Leadership
· To play an active role as part of the Trust central team; advising the Senior Leadership Team on all matters relating to school compliance and operations.
· To work with the Business Manager and Site Manager teams to ensure the implementation of Trust wide policies and procedures throughout the Trust. 
· To support the project management of new schools converting to Academy status and joining the Trust.
· Collaborate with IT, Facilities and Administrative teams to ensure the delivery of a high-quality, efficient and responsive service aligned with the Trust’s values and priorities. 
· Foster a culture of professionalism, collaboration and continuous improvement. 
School Operations:
· To support the development of the School Operating Model, support development which will impact school-based actions and activity.
· To work with the Trust central team to support the development of Trust wide policies and procedures which require implementation at Academy level.
· Work closely with the Trust Executive Team to support the effective day-to-day and long-term operational management of the Trust.
· To undertake all confidential duties as directed by the Chief Operating Officer and to ensure that the Business Manager team provide ad-hoc support and adhere to similar requests as appropriate.
Estates and Facilities:
· To work with the Chief Operating Officer to produce Capital Investment and Enhancement plans to include lifecycle works, building projects and improvement works.
· To act as the central point of contact for, and ensure the appropriate monitoring, of all service contracts including Cleaning, Catering and Waste Management.
· To work with external consultants and agencies to access funding opportunities to improve and upgrade school facilities.
· To build a community of Site Managers who work together to share best practice across the Trust.
· To support schools with statutory Planned Preventative Maintenance (PPM) completion across the Trust; monitoring contracts and providing central assurance of compliance.
· Contribute to the effective management of the Trust’s facilities and estates, including involvement in projects, electronic system access, CCTV and wider site security arrangements. 
· Work closely with facilities colleagues to support compliance with health and safety legislation and to promote a culture of safety and care across the Trust; 
· Support planning and delivery of improvements to the Trust environment to enhance the experience of students, staff, and visitors.
· Liaising with Site Managers/ Business Managers / Senior Leaders to support the safe maintenance of and operation of all school premises
· Liaising with Site Managers / Business Managers / Senior Leaders to ensure the continuing availability of utilities, site services and equipment
· Advise and support on the following of sound practices in estate management and grounds maintenance
· Support with negotiation, management, and monitoring of contracts and tenders for the provision of services

Health, Safety and Risk Management:
· To support the implementation of all Trust wide Health and Safety policies and procedures across schools by advising the Chief Operating Officer on best practice, using knowledge and expertise, to ensure that the Trust fulfils its statutory obligations and minimises risk to students, staff and volunteers.
· To support Headteachers, Business Managers and Site Managers with the coordination of Health and Safety training.
· Review the annual programme of health and safety audits, working with site teams to report on discrepancies and areas requiring remedial action to ensure practical and cost-effective solutions
· Support and oversee the process of ensuring that proper records are maintained on all areas of health and safety meeting legal and regulatory requirements
· Link in with Sutton Health & Safety team keeping up to date with new developments
· To contribute to the Risk Register with updates on Estates and Health and Safety. 
· To support the development of effective business continuity plans for each school and annually tested.
· Ensure that necessary training linked to health and safety is completed by the relevant staff and organise this where necessary.
Procurement and Funding
· Research, identify and pursue grant and funding opportunities to support facilities and estates improvements, including Condition Improvement Fund (CIF) bids and other relevant funding streams; 
· Support selected procurement exercises and tenders, working collaboratively with colleagues to ensure compliance, transparency and value for money.
· Oversight, monitoring and evaluation of systems and procedures to ensure economy, efficiency and effectiveness
Compliance, Data Protection and Governance
· To support the Trust with Data Protection requests ensuring these are handled in line with legislation and guidance.
· Support the Trust in meeting it’s wider compliance responsibilities with diligence and integrity.
Trust
· Promote the Trust’s core themes of working with vulnerable young people and helping them to flourish;
· Promote the safeguarding and welfare of children and young people; Complying with the Trust’s policies and procedures (e.g. equal opportunities and health and safety);
· Ensure high standards of behaviour and dress are maintained.
· To oversee and coordinate general maintenance, servicing and MOT of all Trust vehicles, ensuring they remain roadworthy and compliant at all times. 

Additional Duties
You may be required to carry out additional duties, as the Headteacher and/or Executive Principal may reasonably request, which are commensurate with the post.
	
Review

This job description will be reviewed regularly and may be subject to amendment and modification, following consultation with the post-holder.  It is not a comprehensive statement of procedures and tasks; however, it sets out the main expectations of the Trust in relation to the post-holder’s professional responsibilities and duties.

I confirm that I understand and agree the duties of this job description.

Signature:						


Print name:


Date:


Manager’s signature:


Print name:


Date:


JOB DESCRIPTION



The person specification shows the abilities and skills you will need to carry out the duties in the job description.  Short listing is carried out on the basis of how well you meet the requirements of the person specification.  You should mention any experience you have had which shows how you could meet these requirements when you fill in your application form.  If you are selected for interview you may be asked also to undertake practical tests to cover the skills and abilities shown below: 
	Qualifications and Experience
	Assessment Method


	Essential: 
· To have a proven track record and experience having successfully delivered a range of projects/ services against contractual requirements within the education sector.
· Operational experience of Health & Safety, Estates and Facilities. 
· Good standard of general education with at least GCSE grade C/4 or above in English and Maths or equivalent.  
· To hold IOSH qualification.
Desirable:
· Experience of working within a successful Academy Trust/ local government or in the education sector.
	Application form 
Certificates 
Interview 


	Skills and Abilities

	

	Essential: 
· To be a highly skilled communicator with excellent interpersonal skills and ability to develop new and strengthen existing relationships. 
· To be skilled at maintaining strong relationships with senior colleagues, including Headteachers, Local Advisors and Trustees. 
· To be able to demonstrate initiative and resilience to cope with changing circumstances, work under pressure, manage conflict and achieve constructive outcomes. 
· To be able to set targets, timelines, plans and monitor and evaluate their effectiveness. 
· To be able to think analytically and translate strategic plans into operational reality. 
	Application form 
Supporting statement 
Interview  
In-tray exercise 


	Knowledge

	

	Essential: . 
· To have a strong working knowledge of IT e.g. Word, Outlook, Excel, PowerPoint and Zoom/Microsoft Teams. 
· Understanding of procurement, school budgetary and resource management and knowledge of contract management, with complex and multiple arrangements. 
· Understanding of the principles of data protection.
	Application form 
Supporting statement 
Interview  
In-tray exercise 


	Special Conditions

	

	Essential:
· Willing to undertake an enhanced DBS check
· Hold a current driving license and use of own transport. 
· Flexible approach to work by responding to the needs of the service including, at times, working beyond normal working hours. 
· Willingness to work towards NEBOSH and First Aid.
	Supporting statement


PERSON SPECIFICATION
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LOVE

Unconditional,
transformational
relationships in school,
home, community.

SOCIAL JUSTICE

Fairness: In a socially just
society, human rights are
respected, and diversity is
celebrated and affirmed
on the equality journey.
We are here to voice for
our children and families.

COMMUNITY

Interest: Communities
with shared passions.
Action: Communities
bringing about change.
Place: Communities
strengthened in the local
areas in which we work.
Together: We embrace
multi-agency working.

FLOURISH

High expectations,
purpose, achievement and
fulfilment. Taking our place
in our communities.
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