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Thank you for your interest in working for CORE Education Trust. I co-founded the Trust in 2015 and remain very much 

“hands-on” in my approach to leading the Trust. However, I am very clear that it is not my job to run our schools. We 

employ dynamic Headteachers and senior leaders and we give them a clear mandate to lead on delivering a CORE 

education in the local context of each of our schools. These schools are at the heart of the communities they serve. As a 

sponsor, we are committed to understanding the local contexts and we provide solutions, resources and innovation on 

that basis.  

We promote a simple but ambitious ethos which is expressed through our four CORE values: collaboration; opportunity; 

respect and excellence. These values place an emphasis on fostering positive relationships and creating a culture of 

aspiration, purpose and belonging. We thrive on diversity and work hard to create school environments that are open, 

outward facing, creative and dynamic. 

You can read much more about our ethos, culture and history through the many archive news stories on the internet. 

We have had an eventful journey to this point! What I hope you will recognise about that history is that we are a resilient 

and courageous MAT. We dare to step into situations that are challenging, and we seek bold solutions because that is 

what we believe our children deserve. Each school we take on has its own distinctive identity and therefore its own 

distinctive rewards and challenges. A quick look at our social media profiles will enable you to get a sense of those 

different contexts. As well as finding out as much as you can about the school at which the role you are applying for is 

based, I would also encourage you to fully understand the nuanced details of the Trust’s wider work through projects 

such as Echo Eternal before submitting an application. We would also ask that you consider how our values chime with 

your own sense of how schools should be run and how children are best served through our education system. We want 

all our staff to consider themselves as learners and leaders, regardless of their job role. 

CORE Education has become a happy home for many staff who have worked in other environments and perhaps found 

it difficult to fit in. We embrace individuality of thought and celebrate that we are an employer who cares passionately 

about its employees, people with an incredibly diverse range of backgrounds and experiences. I have worked at every 

level from Teaching Assistant to Headteacher and just about every job in between. I have also worked or had experience 

in almost every sector of education. I am therefore proud to now be able to lead a Trust in a way that allows me to draw 

on my direct experiences and go about my day-to-day business with a strong feeling of empathy for every one of our 

staff. I wish you every success with your application and hope I am in a position to personally congratulate you and say 

“welcome home” if you’re successful. 

  

We promote a simple but ambitious ethos which is 

expressed through our four CORE values:  

collaboration; opportunity; respect and excellence. 

 

Adrian Packer CBE 

CORE Education Trust Founder and CEO 

 

 



 

 

We join in and contribute. We are outward-facing and open to 

new possibilities. 

Each year we host, for all our staff a career enriching, 

collaborative and inspiring training conference.  

 

Our vision – all our schools are united in their passion and 

commitment to deliver a CORE Education. #DACE 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We nurture each other and invest in ourselves. We are proud 

of our achievements, yet always aiming higher.  

CORE Education Trust's Echo Eternal Project has been 

recognised in the Pearson National Teaching Awards 

announced on 16th September 2020. 

We cherish the richness of difference. We take time to 

understand each other.  

Echo Eternal is our very own commemorative arts, media, and 

civic engagement project. Echo Eternal is inspired by 

Holocaust survivor testimony and delivered through 

collaborative partnerships. 

Our very own COREus Choir compromising of students from 

across the trust, are a huge part of Echo Eternal and they have 

dedicated much of their time to this project. 

We nurture each other and invest in ourselves.

We provide innovative experiences that broaden horizons, 

support social mobility, and confront inequality. We provide 

innovative experiences that broaden horizons, support social 

mobility, and confront inequality. 

 

https://core-education.co.uk/about-core/corecares/  

 

https://core-education.co.uk/about-core/corecares/


 

      @COREeducate 

      @COREeducate 

 

 

www.core-education.co.uk 

www.core-education.co.uk/latest/  

#COREcollaboration #COREopportunity #CORErespect #COREexcellence #COREcares 

#DACE  

 

 

Based in Birmingham, we are committed to delivering the best possible experiences across our Academy schools. We are here 

to transform young people’s lives and build ambitious futures through Collaboration, Opportunity, Respect and Excellence. 

We are proud that each of our schools has its own distinctive character. Our Headteachers lead their schools in the best interests 

of their students and their families in a local context. However, all our schools are united in their passion and commitment to 

deliver a CORE Education. 

 

 

 

We believe in the power of education to inspire, to enable, and to enrich every life. Our cornerstone values drive every aspect 

of our commitment to the staff, students, and families we serve. 

 

 

 

 

 

 

 

• All employees, regardless of hours worked or length of service, are entitled to 

up to 52 weeks maternity leave, including paternity and adoption leave. 

 

• We offer all staff a 2-week break over the school Christmas holidays, on top of 

their allocated holiday allowance.  

• We are proud to be a living wage employer, which means fair and competitive 
wage to all CORE Education Trust Employees  

• All staff are automatically opted in for the award-winning Westfield Health 
employee assist program. 

 
 

 

 

 

 

 

 

We promote a culturally rich community and learning projects through 

partnerships.  

We were delighted to receive a Silver Award in the Impact through Partnerships 

category for outstanding commitment to changing the lives of young people 

through our work.  This accolade is shared with our partners, supports and 

network schools. 

 

http://www.core-education.co.uk/
http://www.core-education.co.uk/latest/


 

 

 

 

 

  Dedicated to excellence, we pride ourselves on providing an 

education the inspires our students to achieve their dreams. Inside 

the classroom at Arena Academy we provide every student with 

the tools to achieve. Our curriculum promotes a love of lifelong 

learning by eliciting in students a sense of awe and wonder. It 

develops students’ cognitive hooks to aid their conceptual 

understanding; promotes depth of understanding; seeks to enrich 

the whole child, and readies them for the world of work. 

Committed to opportunities, we seek inspirational ways to engage 

students outside of the classroom. Over the past two years, our 

students have seen sporting excellence at Wimbledon; navigated 

canals; skied the French Alps; toured New York City – and interacted 

with hundreds of visitors  from countless organisations, from the 

Royal Air Force to the Birmingham City Mission, and been trained by 

Olympic athletes. 



 

 

 

 

 

 

 

As the Headteacher of Arena Academy it is my purpose and role to ensure that our students learn and develop in a safe, happy, 

vibrant and welcoming environment. I hold a passionate and strong belief that education has the power to enhance children’s 

lives and that each child has the right to receive the best possible education. I am dedicated to providing opportunities, both 

within and beyond the classroom, which enable a child to achieve the highest academic standards and leave the academy as a 

well-rounded individual with respect for all, good manners and the ability to contribute positively within society. At Arena, we 

put every child at the heart of everything we do. We treat every child with the same consideration, commitment and kindness 

that we would want for our own children.  

My ambition for the school will be developed through our CORE values: 

Collaboration – Our teachers and support staff are creative, skilled and committed professionals, who work tirelessly to 

improve the outcomes for all our students.  The expert subject knowledge of our specialist staff, coupled with a culture of 

constant self-improvement, based on research-led best practice, means that our staff have both an expertise and passion for 

their subjects.  With parents, carers and other members of the community working in partnership with the school, students are 

given the invaluable support they require in order to achieve their career goals. 

Opportunity – We are immensely proud of the wide and varied opportunities that the students experience. These activities, 

both within and beyond the classroom, enhance their knowledge, widen their horizons and develop their life skills. 

Respect – Our aim is to develop young people as outstanding role models within a learning culture based on mutual respect. 

Through various projects the school undertakes, and particularly through the fund raising and charitable events, students can 

demonstrate respect for each other and members of the community. 

Excellence –We endeavour to foster a belief that all students have high aspirations for themselves and continually strive for 

excellence in all that they do. Through the excellent teaching which takes place in the classroom, and our strong pastoral system 

and careers programme, students are supported and guided through their school journey. Whether it be a pathway of attending 

a Russell Group University or a Higher-Level Apprenticeship, we will ensure that the students are given the keys to open the 

door to whichever future career opportunities they aspire to undertake. 

I look forward to hopefully welcoming you to Arena Academy and always welcome constructive feedback 

which will enable us to further improve. Our doors are always open to visitors, so if you would like to 

know more about our school family, then please do not hesitate to contact us.  Student ambassadors and I 

would be more than delighted to show you around and introduce you to everyone who helps make Arena 

Academy such an incredible and special place. 

 

Raj Mann, Headteacher.  

“Our aim is to develop young people as outstanding role 

models within a learning culture based on mutual 

respect for each other.” 

Raj Man, Headteacher. 

 
 



 

 

 

Learning does not just happen in the 
classroom and does not solely consist of 
listening to a teacher or completing assigned 
tasks. Learning is a rich, holistic, and broad 
process which takes place through varied 
experiences. 

While we face the current Covid-19 
restrictions, Arena Academy remains 
vigilant to any changes to the school 
environment. We have a reliable procedure 
in place than means if required, education 
continues at home with minimal disruption.  

Working from home also extends to extracurricular opportunities that would otherwise take place inside school 
or external education visits. Our Office 365 and Teams virtual learning platform now means that no one misses 
out. From CPD training to student engagement opportunities. 

As such, we endeavour to ensure that all staff and students have regular access to new experiences or ideas such 
as: 

• CORE Cares, Leaders of Tomorrow virtual mentoring programme. This programme involves 20 students 

from across CORE Schools at Year 10.  The leadership programme provides a range of opportunities and 

development activities. 

• Engagement with external agencies/partnerships (e.g.: Arts Council England; UK Active Kids; The Duke of 

Edinburgh Award; The Birmingham 2022 Commonwealth Games etc.). 

• Engagement with charities to develop students’ empathy for those less fortunate than themselves or to 

heighten their awareness of personal safeguarding (e.g.: Macmillan Coffee Morning; Birmingham City 

Mission Homelessness initiative; Precious Lives; Safer Travel; anti-bullying training; First Aid training; 

RNLI water safety training; National Fitness Day etc.). 

• Celebration of key moments of national/cultural importance (e.g.: Black History Month; major national 

historic anniversaries; LGBT History Month; international sports competitions). 

• Provision of bespoke learning opportunities to meet the additional needs of learners (e.g.: The KS3 

Dissertation for High Attaining students; Peer Mentoring/Reading etc.). 

• Engagement with careers-focussed partners and colleges and universities to promote pathways into post-

16 opportunities (e.g.: The Universities of Birmingham; Aston, and Oxford; BMET Colleges; Royal Institute 

of Chartered Surveyors etc.). 

• Provision of support and training to foster a culture of mental health and wellbeing (e.g.: use of a daily 

Morning Welfare Time; daily Personal Development period; use of Student Welfare Team to deliver 

training in wellbeing). 

 



 

 

Our curriculum promotes a love of lifelong 

learning by eliciting in students a sense of awe 

and wonder. It develops students’ 

cognitive hooks to aid their conceptual 

understanding; promotes depth of 

understanding; seeks to enrich the whole child, 

and readies them for the world of work. 

Human nature tells us that we are more 

successful and, quite simply, happier when we 

are doing something we love. We want our curriculum to inculcate and celebrate this love of learning during students’ 5 years 

with us but, more importantly, to ensure that they go onto lead fulfilling lives as lovers of learning. 

 

 

 

 

The SEND department is led by the SENDCo and Deputy SENDCo as part 

of the Inclusion Team.  We have a number of Teaching Assistants, each 

with their own specialism within the four broad areas of need, as 

identified in the Code of Practice (Cognition & Learning, Communication 

& Interaction, Social, Emotional, Mental Health and Sensory & Physical).   

Support is provided in a range of forms including High Quality First 

Teaching, small group work, mentoring and specialist interventions.  We 

also receive support and guidance from external agencies including PSS, 

CAT, Educational Psychologists and Speech and Language Therapy to 

ensure that students with SEND are supported appropriately.  

Where further specialist support and intervention is required, we have 

access to a range of learning providers where bespoke learning opportunities are available for students.  The provision offered 

at Arena Academy ensures that all students with SEND need can progress and succeed in subjects which link to their chosen 

career aspirations.  

  

“I can honestly say that Arena Academy is an inspirational, passionate, supportive, and welcoming school. 

Arena Academy has really boosted my confidence since I first joined, and I am appreciative of the school I go 

to. This is a happy environment to go to everyday” 

 Amelia, Year 8. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Pastoral and Safeguarding Team is a team of people dedicated to all students being able to make the 
most of every opportunity offered to them, to give them the skills and resilience they need to face life’s 
challenges and to feel proud of themselves.  The Team has a range of experiences from different areas of 
Education, these skills and experiences make the team diverse and approachable and able to offer our 
students a school experience where they feel safe, supported and happy, this in turn enables them to 
achieve academic success and a post 16 career plan. 
 

Different areas of our Team: 

Behaviour and Attitudes 

We have high expectations of all students within our school. These expectations follow the simple premise 

of students being; Ready, Respectful and Safe in all they do.  All of our expectations fall into these 
categories and we expect students to follow these in all areas of school life.  Students are rewarded in lots of 

different ways so as to acknowledge the amazing things they achieve and alongside that are the sanctions 

necessary to allow students to reflect on choices they have made and to then follow a restorative approach. 
This restorative approach allows for self-reflection and the opportunity to ‘put things right’.  

Personal Development 

All students have a programme of Personal, Social and Health Education they follow led by Mrs K 

Blackwood who is the lead for PSHE. This programme allows for students to cover all areas linked to these 

topics including Relationships and Sex Education. Students are supported by Form Tutors as well as the 

Welfare Team in the delivery of these topics to allow for students to feel supported and talk openly to fully 

engage in the lessons.  

Students also follow an assembly and Form Time rota to link in with real world events and topics and to 
enable them to develop as young people and not just students. 

Welfare 

We have a highly experienced Welfare Team consisting of a Lead DSL and 2 Deputy DSL’s. There is also a 

wider Team including our Attendance Officer, Healthcare Assistant, Inclusion and SEND Team. All of these 

areas of school meet regularly to discuss the welfare of our students. Students are offered a wide rang of 

welfare support, individual support and specific safeguarding support. The Welfare Team are available to 

all students to reach out to in different ways, as well as our families. 

 

The Team: 

Mrs C Kilroy – Deputy Headteacher 
Miss K Guest – Assistant Headteacher – Pastoral 
Mr J Parker – Assistant Headteacher – Inclusion 
Mr A Taylor – Deputy Assistant Headteacher - Pastoral 

“The Pastoral and Safeguarding Team aim to remove 

students’ barriers to learning and ensure all students 

to feel safe and happy at school, in turn this will 

enable them to succeed and be proud of everything 

they do.” 



 

 Job Vacancy 

 

 

CORE Education Trust is a Birmingham based Multi Academy Trust and is proud to sponsor four schools in 

the second City. CORE Education Trust’s mission is to provide children with a high-quality educational 

experience realised through a collective commitment to four CORE Values of Collaboration; Opportunity; 

Respect and Excellence. The Trust is led by some of Birmingham's leading educational and business leaders.  

Arena Academy is an 11-16 co-educational Academy.  You will be joining an academy team whose sole aim 

is to ensure that all students get the very best support, care and guidance that enables them to achieve their 

very best. Please view the website to learn more about us.  

 

Arena Academy is committed to ensuring successful outcomes for all students.  Here at the Academy we 

ensure that every student has opportunities to succeed. Arena Academy recently won a Teach Well Gold 

award for staff well-being and support. 

Support at the school includes:  

· A comprehensive NQT programme that is tailored to your needs.    

· Our CPD strategy will support the career aspirations of all staff to help you realise your potential. 

· Experienced mentors who have a strong track record of developing staff. 

· A wide range of opportunities for all staff and students, including trips to Rome, New York and France. 

 

We are looking to appoint a Year Group Co-ordinator to join our academy team.  Responsibilities for this role 

are in the attached job description.  If your goal is to improve the lives of the young people at Arena Academy 

we look forward to seeing your application. 

For further information, an informal discussion, please contact Lisa Rogers on lrogers@arena-

birmingham.academy, or 0121 729 7310. 

To apply for this role please submit your CORE application form, and any supporting documents, to: 

recruitment@core-education.co.uk by Friday 12th February 2021.  

Only those applicants submitting a CORE Education Trust Application Form will be considered.  Please note 

that we do not accept CV’s. 

CORE Education Trust welcomes applications from all sections of the community and is an Equal 

Opportunities and living wage Employer.   

CORE Education Trust is committed to safeguarding and promoting the welfare of children and young people 

and expects all staff to share this commitment. An enhanced DBS (Disclosure and Barring Services) Check is 

required for all successful applicants. 

Job Title: 
Year Group  
Co-ordinator 

Reporting to: 
Assistant Headteacher – Pastoral 
Assistant Headteacher - Inclusion 

Location: Arena Academy Salary: 

Grade 3a, point 9- 15 

£20,903 - £23,541  

Apply by: 12.02.2021 Hours of work: Full-time, TTO – 8am to 4pm 

Shortlisting: w/c 15.02.2021 Interviews: w/c 22.02.2021 

mailto:lrogers@arena-birmingham.academy
mailto:lrogers@arena-birmingham.academy
mailto:recruitment@core-education.co.uk


 

 

 

 

 
 
 

Job Description  
 

Job Title:   Year Group Co-ordinator  Reporting to:  
Assistant Headteacher – Pastoral 

Assistant Headteacher – Inclusion 

Location:    
Arena Academy Annual salary:  

Grade 3a, point 9- 15 

£20,903 - £23,541 

Contract type: Permanent, TTO Hours of work: Full Time – 8am to 4pm 

 

ROLE PURPOSE:  

To support the Head of Year in improving, monitoring and evaluating pastoral strategies. 
 

MAIN DUTIES: 

• Provide support and advice to students in line with promoting their social care and personal development 
with respect to learning and health and safety. 

• Provide general student support in terms of their health and mental well-being.  
• Liaise with external agencies on behalf of the Year team. 
• Be aware of and comply with policies and procedures relating to child protection and all aspects of 

safeguarding children. 
• Attend case conferences as directed. 
• To be the first point of reference for staff referrals regarding behaviour issues. 
• Collect and collate statement relating to incidents, following up directly when appropriate. 
• Respond to and take steps to resolve relationship issues between students. 
• Issue, collect and follow up report cards for identified students. 
• Monitor levels of bullying and implement policies and strategies to combat it 
• Produce reports on levels of incidents dealt with and other issues relevant to the post. 
• Follow up attendance matters by contacting and/or meeting with parents. Implement strategies to improve 

attendance of students including implementation and monitoring of agreed attendance sanctions. 
• Follow up punctuality matters by contacting and/or meeting with parents. Implement strategies to improve 

punctuality of students including implementation and monitoring of agreed punctuality sanctions 
• Use behaviour and attendance data to devise, implement and monitor individual or group action plans for 

students when required. 
• Issue, collect and follow up report cards for identified students. 
• Be the first point of contact for parents, being responsible for and dealing with issues when appropriate and 

referring to other staff for action. 
• Ensure contact is made to parents whenever incidents dealt with – e.g. bullying, racial incident files. 
• Produce appropriate records of incidents dealt with e.g. bullying, racial incident files 
• Arrange for work to be set and collected for exclusion, reflections and other student absence. 
• Arrange parental appointments including those with Heads of Year or SLT as appropriate. 
• To assist in break/lunch supervision if required. 
• Represent the school in a manner consistent with its ethos and values. 
• Contribute to school development through identified communication and consultation channels. 
• To respect the confidential nature of information relating to the school and students. 
• Organise the admission of pupils into the year group in liaison with the Head of Year. 
• Organise Year Assemblies and assist in the management of all other school assemblies and presentations. 
• Work with other leaders within pastoral management to ensure that a cohesive approach is adopted in 

respect of managing “whole” development of students across all key stages. 
• Contribute to the effective transfer of pupil information, where appropriate, implement support strategies for 



 

pupils at risk of disaffection and exclusion. 
• Ensure that pupil rewards and incentives are promoted, developed and issued. 
• Attend regular Year Co-ordinator team meetings in order to share and develop best practice. Attend full 

Pastoral Team meetings. 
• Assist the Assistant Headteacher – Pastoral and Inclusion in the administration of all aspects of the School 

Behaviour Policy and the Sixth Form Learning Agreement. 
• Support students who are following an Alternative Pathway, both internal and external, contribute to the 

strategic decisions linked to the pathways students follow. 
• Support internal Alternative Pathways for students to overcome barriers  to learning.  
• Support restorative processes across the school – links with the Reflection Room and integration of all 

students from: 
o Admissions 
o Fair Access 
o Managed Moves                          

 

• Assist with the co‐ordination of events such as Guided Choices, Open and Parents Evenings 

• Managing and meeting deadlines 

• Produce reports and data for students, groups of students where appropriate. 

• Communicate with families and record these meetings. 

• To continue personal development in the relevant areas including subject knowledge, pedagogy, 

 educational developments. 

• To engage actively in the Performance Management cycle. 

• Participate in whole school CPD programmes 

• Be keenly aware of the responsibility for safeguarding children and to help in the application of the 

Safeguarding and Safe Practices policy within the Academy 

• Comply with the Academy’s Safeguarding Policy in order to ensure the safety and welfare of children 

and young persons 

• To communicate effectively with the parents and carers of students as appropriate 

• To take part in marketing and liaison activities or events  

• To play a full part in the life of the academy community, to support its distinctive mission and ethos and 

to encourage staff and students to follow this example 

• To promote the CORE values and embed them within the school community 

• To actively promote academy policies and procedures 

• To undertake duties during the day as per the rota in times such as break and lunch 

• To attend meetings, staff training and any calendared Academy events as expected  

• To set appropriate cover work during any leave of absence. 

 

Special Conditions of Employment  

REHABILITATION OF OFFENDERS ACT 1974 

This job is exempt from the provisions of the Rehabilitation of Offenders Act 1974. Appointment to this job is 

subject to an enhanced DBS disclosure being obtained, and any relevant convictions cautions and reprimands 

being considered.  

 

Any arrests, convictions cautions or reprimands of relevance, obtained by the jobholder after enhanced DBS 

clearance has been acquired, must be disclosed to the Headteacher by the jobholder. Failure by the jobholder to 

do so, or the obtaining by the jobholder of a relevant conviction caution or reprimand, may be managed in 

accordance with CORE Education Trust Disciplinary Procedure. 

 
HEALTH AND SAFETY  

The jobholder is required to exercise their duty of care by taking responsibility for their own health and safety, 

and the health and safety of other people who may be affected by their acts or omissions (failure to act). Full 

guidance regarding health and safety is set out in CORE Education Trust Health and Safety Policy, and in any risk 

assessments relevant to the jobholder’s role or circumstances. Both can be accessed via the jobholder’s line 

manager and must be observed. 



 

 

 
EQUALITY AND DIVERSITY  

CORE Education Trust is committed to equality and values diversity. As such, it is committed to fulfilling its 

Equality Duty obligations and expects all staff and volunteers to share this commitment. This Duty requires the 

Trust to have due regard to the need to eliminate unlawful discrimination, harassment and victimisation, advance 

equality of opportunity and foster good relations between people who share  characteristics, such as age gender, 

race and faith, and people who do not share them.  Staff and volunteers are required to treat all people they 

encounter with dignity and respect and are entitled to expect this in return. 

 

TRAINING AND DEVELOPMENT  

The Academy has a shared responsibility with the jobholder for identifying and satisfying training and 

development needs.  The jobholder is expected to actively contribute to their own continuous professional 

development and to attend and participate in any training or development activities required to assist them in 

undertaking their role and meeting their safeguarding and general obligations. 

 
MOBILITY: 
The jobholder may be required to transfer to any job appropriate to their grade at such a place as in the service of 
the Trust they may be required, in accordance with legitimate operational requirements and / or facilitating the 
avoidance of staffing reductions. 
 
This job description may be subject to review and / or amendment at any time to reflect the requirements of the 
job. Any amendments will be made in consultation with any existing jobholder and will be commensurate with the 
grade for the job.  The jobholder is expected to comply with any reasonable management requests. 
 

Job Description Reviewed on: 26.01.2021 

Job Description Reviewed by: Deputy Headteacher 

  



 

 

 

Person Specification  

CORE Education Trust is committed to safeguarding and promoting the welfare of children and young people and 
requires all staff and volunteers to share this commitment. All posts will be subject to a DBS clearance at Enhanced 
level. 
 
The Person Specification outlines the main attributes needed to adequately perform the post specified. It is 
intended to give prospective candidates a better understanding of the post requirements. It will be used as part of 
the recruitment process in identifying and shortlisting candidates. 
 
All posts will be subject to a DBS clearance at Enhanced level. 
 

 
 Essential Desirable 
Education, Training and Qualifications 

• Degree or equivalent 
• Evidence of and commitment to continuing professional 

development 
• Masters 

 
 

X 
 
 
 

 
X 
 
 

X 
 

Experience, Knowledge, Skills /Competencies 

• Successful school experience with experience of supporting 
students across the age and ability range. 

• Demonstrating a strategic leadership style that is characterised by 
integrity, relativity, resilience and clarity.  Understand how to 
empower all students and staff to excel. 

• Knowledge and understanding of supporting students in all areas of 
school life. 

• Knowledge and understanding of key policies in particular: health 
and safety, child protection, SEND, Alternative provision and their 
implementation in schools. 

• Make effective use of ICT across all areas of school when working to 
support students. 

• Communicate effectively both verbally and in writing, to a range of 
abilities. 

• Leading on whole school initiatives. 

 
X 
 

X 
 
 
 

X 
 

X 
 
 

X 
 

X 
 

X 

 

Developing Literacy and Numeracy and high ability provision 

• Be committed to developing literacy, oracy and numeracy skills 
across the subjects. 

• In depth knowledge of best practice the use of the latest 
technologies, to support student learning. 

 
X 
 

X 

 

 

 

Personal Attributes 
• Resilience, the ability to work under pressure and able to meet 

 
X 

 

Job Title:   Year Group Co-ordinator Reporting to:  
Assistant Headteacher – Pastoral 
Assistant Headteacher – Inclusion 

Salary: £20,903 to £23,541 (Actual) Location: Arena Academy 



 

 

deadlines 
• Ability to think strategically, creatively and to prioritise 
• Excellent communication skills (including written, oral and 

presentation skills) 
• Excellent interpersonal skills 
• A commitment to Core Education Trust vision, values, aims and the 

objectives of its academies programme 

 

 
X 
X 
 
 

X 
X 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Application Form 

 

 
 

Do you have the Right to Work in the UK?   Yes ☐   No ☐ 
 
Please note: original identification documents verifying your right to work in the UK will be requested, 
checked and a photocopy will be taken.  If your application is successful and you commence employment 
the copy of your identification documents will be retained on file under the regulations governed by the 
Immigration, Asylum and Nationality Act. 
 

1. Vacancy Details 

Position Applied For: 

Where did you find out about this job vacancy? (Please tick) 

Twitter  ☐ Internally ☐ Website (CORE or School) ☐ 

DFE (Teaching vacancies) ☐ Other (please state): 

2. Personal Details 

 

Title: Surname: 

First names(s): Previous names(s): 

Home address: 

 

 

 

 

Post code: 

Correspondence address, if different: 

 

 

 

 

Postcode: 

Daytime contact number: Mobile:  

Email address:  

National Insurance Number:          



 

 

 

To the best of your knowledge, are you related to any Member/Director/Governor and/or to any 
employee of CORE Education Trust/Academies?      
 

Yes ☐ No ☐  
 
If yes, please explain:  
 
 
 

 

3. Education/Qualifications (Secondary, College, University, Post Graduate – Earliest First) 

 

Dates 
Secondary School/ 

College/University etc. 

Level of 

Qualification 
Subject Grades Date Gained 

From 
mth/yr 

To 
mth/yr 

       

       

       

 
 

      

       

       

       

Add additional lines if needed 

 

4. In Service Training/Professional Development 

Dates 
Organising Body Course Title Length of Course From 

mth/yr 
To 

mth/yr 
     

     

     

     

     



 

Add additional lines if needed 

 

Membership of professional bodies 
 
 

 
If you are applying for a support staff role, please move directly to section 6. If you are applying for a 

teaching post, please complete the following section.  

 

5. Qualified Teacher Section 

Date of gaining QTS  

Teacher Reference Number  

 

Did you qualify as a teacher after May 1999? 
If yes, where was the induction served? 

 

Between what dates did you serve your 
induction?   

 

Did you pass the induction?  
Yes: ☐ No: ☐ 

Do you have any period left to serve on your 
induction? 
If yes, how much longer have you got to 
serve? 

Yes: ☐ No: ☐ 

 

If not complete, please attach copies of your induction reports for the period served.  

Please state your subject specialisms 

 

I.T.T Provider (University, School, etc.)  

Course undertaken to obtain QTS  

First Subject Specialism  

Second Subject Specialism  

Age group specialism (tick as appropriate)  

Nursery ☐ Reception ☐ 

Key Stage 1 ☐ Key Stage 2 ☐ 

Key Stage 3 ☐ Key Stage 4 ☐ 

Key Stage 5 ☐ Special ☐ 



 

 

 

6.  Employment  

 
Start with your most recent employer and include all employment (Teaching and Non-Teaching) since the age of 18.  Employment information may form 
part of your salary assessment so complete the following accurately. Any employment with Supply Agencies must show the Agency as the employer and 
not the school/organisation where the work was carried out.  Please also include any breaks in employment history together with the reason for the 
break.   
 
For applicants applying for a teaching position and who have passed threshold you will need to supply a copy of your letter of confirmation with this form. 
 

Date: 
Employer name 

& address: 
School type: 

(if applicable) 
Position 

held: 
Basic 

Salary: 
Salary 

Enhancements: 

Hours 
worked: 
(F/T or 

P/T) 

Responsibilities: 
Reason for 

leaving: 
From 

mth/yr 
To 

mth/yr 

          

          

          

          

Add additional lines if needed



 

7. Other information in support of your application 

 
(Please continue on a separate sheet if necessary – Using no more than 2 sides of A4). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Rehabilitation of Offenders Act 1974 (exceptions) Order 1975 (2013) 

WORKING WITH YOUNG PERSONS UNDER AGE 18 

8. Convictions 



 

 

 

The Rehabilitation of Offenders Act 1974 (exceptions) Order 1975 (2013) provides that certain 

spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers and 

cannot be considered.  Guidance and criteria on the filtering of these cautions and convictions can 

be found at the Disclosure and Barring Service website:  

https://www.gov.uk/government/news/dbs-filter-certain-old-and-minor-cautions-and-

convictions-reprimands-and-warnings-from-criminal-record-certificates  

 

Please disclose any convictions, cautions, reprimands or final warnings that are not “protected” 

as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) order 1975 (as amended in 

2013) – a failure to do so is likely to result in dismissal should it later be discovered.  Any 

information given in this application or on interview will be treated entirely as confidential and 

will be considered only in relation to this application.   

 

Please list relevant details below – give details of date, type of offence, sentence/fine imposed: 

 

Date Type of offence Sentence/ Fine Imposed Comments 

    

    

Add additional lines if needed 

 

If you have worked with children in either a paid or voluntary capacity, please note that your 

current/most recent employer, where you were employed to work with children, will be asked 

about disciplinary offences relating to children, young people and vulnerable adults, any child 

protection concerns and the outcomes of any enquiries or disciplinary procedures.  This will 

include any instances for which the penalty is time expired.  

 

9.  Data Protection Act 

 
The information collected in the form will be used in compliance with the provisions of the Data 
Protection Act 1998. The information is being collected by the Trust for the purpose of 
administering the employment and training of employees. The information may be disclosed, as 
appropriate, with School Governors, to Occupational Health, and Department for Education, as 
well as pension providers and relevant statutory bodies. You may also note that because we have 
a duty to protect public funds we handle, we might need to use the information you have provided 
on this form to prevent and detect fraud. We may also share this information for the same 
purposes with other organisations, which handle public funds. 
 
 
 
 
 
 
 

https://www.gov.uk/government/news/dbs-filter-certain-old-and-minor-cautions-and-convictions-reprimands-and-warnings-from-criminal-record-certificates
https://www.gov.uk/government/news/dbs-filter-certain-old-and-minor-cautions-and-convictions-reprimands-and-warnings-from-criminal-record-certificates


 

 

10. References 

 
Please provide the name of two referee’s, one of which should be your current or most recent 
employer.  If you are applying for a teacher or leadership role, you must have your current 
Headteacher as one of your referee’s. 
 
If you are not currently working with children, but have previously done so, one referee must be 
the most recent employer who employed you to work with children. 
 
Written references will not be accepted from relatives or people writing solely in the capacity of 
friends. 
 

Name 
 
 

 
Name 

 

Address 
 
 
 

 
 
 
 
Postcode: 

 
Address 
 
 
 

 
 
 
 
Postcode: 

Telephone 
No 

  Telephone 
No 

 

Email 
address 

  Email 
address 

 

Relationship 
to you 

  Relationship 
to you 

 

 
If you are applying for a teaching position, please note that we will contact your referees prior to 
your interview.  
 
Applicable to Support Staff applications only:  
 
May we contact your referees at this stage without further reference to you?  
 

Yes ☐  No  ☐ 
 

12. Arrangements for Interview 

 

If you have a disability, are there any arrangements which we can make for you if you are called 

for an interview and/or work-based exercise?   Yes ☐No ☐ If yes, please specify: 

Do you wish to job share the job you are applying for?    Yes ☐   No ☐ 

 

13. Certification 

 
I hereby certify that all the information given on this form is correct and that all questions related 
to me have been accurately and fully answered, and that I am in possession of the certificates I 
claim to hold.  I understand that should the information given in this application be incorrect it 
may result in my application being rejected, or if selected for the position, summary dismissal and 
possible referral to the police.  
 

Signature:  Date:  



 

 

 

Please return your completed application form to: recruitment@core-education.co.uk 

 

Please complete the following equal opportunities form below -Thank you. 

 

Equal Opportunities  

To help us monitor our Equal Opportunities in Employment 
Policy please tick or complete the following boxes as appropriate.  

 
Ethic Origin 

 
White 

☐ British ☐ Irish 

☐ Gypsy or Irish Traveller  ☐  Albanian 

Any other white background, please indicate: 

 
Mixed 

☐ White/Black – Caribbean ☐ White/Asian 

☐ White/Black – African ☐ Black/Asian 

Any other mixed background, please indicate: 

 
Asian or Asian British 

☐ Indian ☐ Kashmiri 

☐ Pakistani ☐ Bangladeshi 

☐ Chinese   

Any other Asian background, please indicate: 

 
Black or Black British 

☐ Caribbean ☐ African 

Any other black background, please indicate: 

 
Another ethnic group 

☐ Arab ☐ Kurdish 

☐ Vietnamese   

Any other background, please indicate: 

 
 

Gender 

Male 

☐ 

Female 

☐ 

Non-Binary 

☐ 

Prefer not to say 

☐ 

 

Thank you for completing this form. 

Name: DOB: 

Academy: Position Applying for: 

mailto:recruitment@core-education.co.uk

