
IndependentDay School for girls 4-16years
DayNursery & Pre-School for girls & boysfrom6months

HeadofMarketing andAdmissions
RequiredASAP



OurHeritage
We trace our roots back to1912whenAbbotʼsHill was foundedon the present site byAlice, Katrine and
Mary Baird, advocates ofeducationfor girls. TheBaird sisters ran a school in theMalverns and inMay1912
they openedAbbotʼsHill as an independent boardingschool for ʻyoungwomen ofcharacter .̓

The Schoolʼs Main Building was originally built in1836bythe papermanufacturer, John Dickinson, as a
home for him andhis family and henamed it AbbotʼsHill. The Dickinson family foundedone ofthe worldʼs
largest stationery firms of the 19thand20thcenturies.

OnJohn Dickinsonʼs death in 1869,AbbotʼsHill passed tohis only surviving son John and then in1908to
Sir Arthur Evans. Arthur Evans, the Archaeologistanddiscoverer ofKnossos, was John Dickinsonʼsgreat-
grandson andhad spent part of his childhoodat AbbotʼsHill. He didnothowever return to live there but
arranged for it tobe sold to the Baird sisters.

Over theyears, the school has developedandgrown in a variety ofways, but the keymilestones in its
history were in 1969,whenSt Nicholas House School movedto the AbbotʼsHill site to form the Junior
Department and in 2003,when boardingceased. However,AbbotʼsHill retains its boarding feel, which is to
be seen in the emphasis giventoco-curricular pursuits, the intrinsic importance ofpastoral care and the
school̓ s strong sense of community.

TheSchool
Foundedover 100years ago toeducate youngwomenofcharacter, AbbotʼsHill School places great value on
the development ofthe individual.

We are ambitiousfor all our pupils and theyexcel here. We value their voices andembrace our diverse
community.As we empower them, so they empower each other and, in so doing,developa deep sense of
responsibility for their communityat school, locally and in the wider world.

Children andyoungpeoplewill thrive best where theyhave a strong connectionto their school and
more particularly the adults who teach them.We are so proudof the quality ofrelationships here. The
experiencedprofessionals at AbbotʼsHill take seriously their responsibility to positively shape the lives of
the youngpeople in their care. Ouraim is thateach individualwill discover their ownbrilliance.

So it is that pupils at AbbotʼsHill embark ona series of journeys duringtheir time withus. The first journey,
the academic journey throughour well-plannedandsequenced curriculum, will enrich, excite andstimulate
their minds. Knowledgeable, discerning andwell-informed,our pupilswill be inquisitive,enquiring learners
who love to learn bothnowand throughouttheir lives.

The second journey throughschool is the developmentof the values and attributes that will stand them
in goodstead as adults bothpersonally and professionally. Aclear set of values therefore shapes our
interactions as a communityandunderpins our codeofconduct. This unequivocalmoral guidanceprepares
pupils topositively challenge bias andnavigatewith confidencethe world we live in.

The third journey,the journeywhere we work most closely with parents, is the developmentofcharacter.
The attributes of collaboration, critical thinking,creativity, and communicationare consciously developed
andembeddedthroughrich and varied curricular andco-curricular opportunitiesandso thepupils become
self-aware and self-confident.

In the modernworld todaywhere the pace ofchange is rapid an AbbotʼsHill educationhas tremendous
relevance. Kindness, humanityandresilience will be thedefiningcharacteristics of this generationand
these qualities resonate throughour school.

Mrs Kathryn GormanBA, MEd(Cantab)

Head



Lookingtothe Future

OurMission
Tofoster a community in which all individuals are happyand inspired to live
purposeful andfulfilling lives, while remaining true to our foundingvalues of

strength andcharacter.

OurVision
A first choice school withoutstandingenvironments inwhich towork, learn
andplay.We embrace diversity and providean education fit for themodern
world bychallenging everyone in our community tobe confident in who they
are, developstrength ofcharacter and tobecomeactive, compassionate

citizens whomake significant and lasting contributions toothers throughout
their lives.



HeadofMarketing andAdmissions
Job Purpose

Youwill be responsible for workingwith theHead, theDirectorof ExternalRelations, the MarketingAssistant and
AdmissionsAssistant todeliver an outstandingexperience for parents and pupils throughoutevery stage of the
AdmissionsandPupil Recruitment journey.

Youwill ensure that all policies, procedures, quality andcustomer service standards are adhered toandensure their
delivery to all prospective families and influencers is of a highstandard.

Youwill be influential across the School andwill act as an ambassador for the school throughexternal outreach.

KeyComponents

• Tomanage thedelivery of the marketing andadmissions strategy at AbbotʼsHill School.

• Toliaise with theMarketing andAdmissions team toensure AbbotʼsHill School̓ s marketing is aligned with the overall
school strategy

• Topromotereputation, pupil retention andmeet pupil recruitment objectives

KeyRelationships

INTERNAL

-Head andHead of Prep

-Director of External Relations

-Academic staff

-Admissions andMarketing staff

-Relevant support staff as required

EXTERNAL

-Prospective andexistingparents and pupils

-Feeder schools/establishments, relocation agents,marketingagencies

-Press/Media contacts

-Marketingservice suppliers

Duties

• Oversee theAbbotʼsHill School Marketing andAdmissionsteammembers todeliver against targets.

• Togetherwith the Director of External Relations, be responsible for ensuring that AbbotʼsHill School meets pupil
number and composition objectives

• Work with theDirector of External Relations toformulate aims, objectives andstrategic pupil recruitment plans for
AbbotʼsHill School

• Contributeregularly todiscussions about retention andpupil enrolment numbers and discuss howtoevolve the
processes bywhich AbbotʼsHill School encourages bothto improve.

• Be an ambassador and advocate for AbbotʼsHill, demonstrating andcommunicatingthe AbbotʼsHill ethos and
approach in all communicationsand interactions with prospective parents, pupils andkeystakeholders

• Act as a role-modelacross the entire AbbotʼsHill School community,providingtimely appreciative andconstructive
feedbackandengagingas appropriate toensure that every member ofstaff in school is aware ofandactively
engagedin their role in theparent experience: attracting, converting andretaining pupils.

Performance Measures:

• Employee performance review rating(s)

• Teamconversion rates

• Teamfeedback



Admissions
Oversee the Admissionsteam andadmissions activity toensure delivery ofannual enrolment targets set bytheDirector of
External Relations.

• Monitormarketing, retention andadmissions activity.

• Develop keyprocesses and lead the team toguideparents and pupils throughthe admissions process, making the
experience positive, straight forward andengagingthroughout.

• Oversee all parent communicationtoensure responsiveness (24hour response times duringworkingweek), high
quality written andverbal language, structure andattentiontodetail andattitude (team warmth andenthusiasm).

• Understand each familyʼs needs andinterests throughoutthe admissions journey,using tools andtemplates to help the
AdmissionsAssistant toadjust thecommunicationtoeach prospective familiesʼ needs.

• Drive conversion at each stage of the admissions journeybycoachinganddevelopingthe AdmissionsAssistant and
Marketing Assistant to overcomeobjections, identifycritical conversion opportunitiesandtimingsandclose at each
step ofthe process.

• Oversee the admissionspipeline toensure that theMarketingAssistant and AdmissionsAssistant are followingbest
practice in managingunresponsive leads andare keepingthe dooropentothose whooptfor alternative schools. This
includes theefficient organisationandmanagementofthe Entrance Examinationsandthe Scholarship andBursary
applicationprocesses.

• Co-ordinatingall aspects ofadmissions work throughoutAbbotʼsHill School and optimise the flow ofprospective
parents from initial enquiry throughto joiningAbbotʼsHill, ensuring an effective andefficient process that is tailored to
each family

• Participate in all elements of the admissions journey from enquiry totours toenrolment providingtimely appreciative
andconstructive feedback tothe MarketingAssistant andAdmissionsAssistant.

• Personally handle key families from initial lead throughtoenrolment toalways ʻwalk the talkʼ in delivering best-in-
class parent experiences.

• Developingsupportive relationships with prospective parents to maximisetheir progression throughthe application
process and tomake themfeel a valued part of the AbbotʼsHill community

• Create a culture ofoutstandingcustomer service, characterised byclose relationships and informedbya detailed
understanding of familiesʼ needs and a deepcommitment tomeeting andexceedingthem

• Ensure that the handoverof families from theadmissions journeytothe pastoral andacademic staff is managedin a
thoroughandtimely fashionwith all critical informationdelivered appropriately.

• Attendanceat school recruitment events.

Performance Measures

• Growth innew pupils in line with budget

• Pupil retention in line with budget

• Delivery ofweeklyKPIs

• Improved conversion at all touch pointsthroughoutthe admissions journey compared toprior year

• Feedback fromparents

• Timely resolution toany issues flagged duringweekly audit

Marketing andCommunications
• Oversee the Marketing andAdmissions team tounderstand theneeds ofinternal and external stakeholders andwork

with theDirector of External Relations todeliver the marketingandadmissions activities in a timely, relevant and
engagingway.

• Oversee the implementationof the AbbotʼsHill brand style guidetoensure consistency and quality ofpositioningand
visual identity in all school marketingandcommunicationmaterial.

• Support the Marketing Assistant in the delivery ofwebsite developmentandpaidmedia campaigns.



• Support the Marketing Assistant todevelopan ongoing library ofcontent that can beused toinspire, engage and
informall relevant internal and external stakeholders includingparents, pupils, staff andalumni all year roundandin
line with thestrategy devised with the Head.

• Oversee the delivery of theAbbotʼsHill contentstrategy across all school communicationchannels includingnews,
blogsandsocial media.

• Commission photography,videoand the design ofmarketingmaterial, including updates to the website, using the
AbbotʼsHill guidelines onvisual identity with the supportof the Marketing Assistant

• Ensure all photographicandvideographyis ofa highaesthetic quality, brand fit andaligned toparental usage rights.

• Oversee the Marketing budgetandthe ROIofmarketing activities carried out.

• Develop,with staff, programmes to giveprospective pupils an opportunitytohave theAbbotʼsHill School experience.

• Monitorall admissions statistics with theAdmissionsAssistant and report admissions data,trends andforecasts

• Provide informationrelating to trends inadmissionsandcurrent or emergingrecruitment challenges and
opportunities tothe Head

• Responsibility for relationship buildingwith all key stakeholders: feeder schools, staff atall levels, themedia,
alumnae, current andprospectiveparents.

• Staying well-informed aboutAbbotʼsHill̓ s academic and co-curricular offer andthe workingof the school

Communications

• Ensure that all communicationsmaintain a professional approachwith parents, pupils andfeeder schools/
establishments, andstaff.

• Work with the Director of External Relations todevelopthe website anda broadrange of social and digitalmedia
interactions toensure that they represent effective e-communicationtools andfit with the wider marketingandPR
strategy andpositively engagewith all audience profiles.

Performance Measures

• Increase in enquiries and conversionthroughoutthe pipeline

• Relevant parent survey results

• Annual review to check brandconsistency

• Performance ofpaidcampaigns versus budgetand prior year

• Frequency of posts ontarget

• Social media andother digitalmetrics showingcontinuouspositive trend andmeetingsocial media benchmarks and
regional averages

Events
Oversee theexecutionof the school event calendar tobring tolife the uniqueidentity ofthe school andshowcase the
school in the best light possible.

• Oversee the delivery ofevents toensure all are executedefficiently andeffectively.

• With the Director of External Relations andacademic team, developanddeliver creative themes for majorevents that
bring to life the unique identity ofthe AbbotʼsHill School.

• Under the direction ofthe Director of External Relations, run events designedtocreate a strong positiveemotional
connectionbetween prospective parents andpupils andthe school.Thiswill include:

- leading onthe delivery andevaluation ofhighquality, inspiring andcustomer-focussed events, includingOpenDays/
Mornings, Taster experiences andindividualvisits, ensuring effective follow upbasedonfamiliesʼ needs liaising with
Heads ofDepartment regarding events, ensuring appropriate support for well-balanced andpositiveexperiences for
pupils



- organisingthe annual Entrance Tests, as well as individualassessment visits, as required

- proactively followingupleads from events - analysing theeffectiveness ofsuch events inrecruiting new pupils to
AbbotʼsHill andcontinually refining and improvingthem

• oversee marketing inputandpresence at all key school events.

• represent AbbotʼsHill at relevant exhibitionslocally and nationally as required.

• oversee a streamlined admissions process that is consistentacross all sections ofAbbotʼsHill andprovidesan
engagingexperience for parents and prospective pupils.

• gather feedback from prospective parents andanynon-joiners

• oversee AbbotʼsHill recruitment events, includingeffective follow up,and implementinga process of continuous
improvement

• closely monitor the performance of applicants from different feeder schools, supporting the developmentof the
Feeder School strategy andreport totheHead

Performance Measures:

• Events executedontime andas planned

• No overspend onbudget

• Cost savings onspecific line itemsversus prior year

• Feedback fromkeystakeholders

• Increase in attendancenumbers versus prior year

• Social media andother digitalmarketingbenchmarks showingpositive trend versus prior year

• Annualreview ofeventcollateral

Number ofqualified leads versus prior year

External Outreach
• Maintain relationships with keyaccountholders includingbutnot limited toestate agents, feeder schools and local
employers, with the intent tobuildbrand awareness andgenerate enquiries with regular communicationbyphone,
email or inperson

Reporting andDataAnalysis

Oversee the MarketingAssistant and AdmissionsAssistant tomaintainaccurate data in the schooldatabase, enabling
responsive decisionmakingthroughthe enrolment process andaccurate forecasting duringannual planning.

• takingresponsibility for theentries onthe admissionsdatabase, workingwith theAdmissionsAssistant to ensure it
is accurate andup-to-dateatall times andproducingregular reports

Outcomes

Oncompletionofa year in post,we expect that a successful Head ofMarketing andAdmissions will have:

• manageda successful cycle ofAdmissions for all entry pointsdemonstrated bythe achievementofpupilnumber
andcompositionobjectives andstrong relationships with families andfeeder schools

• established positiveandeffective internal relationships with AbbotʼsHill colleagues

• overseen excellent data managementanddocumentationoneach prospective family anddemonstrated a strong
capacity for managingand interpreting data

Willingness toundertake appropriatechild protectiontrainingwhen required

Performance Measures:

• Increase in enquiries in line with budget

• Growth innew joiners in line with budget

• Pupil retention in line with budget



• Delivery ofweeklyKPIs

• Accuracy of ʻplanversus actualʼ in annual enrolmentplanning

Timely resolution toany issues flagged duringweekly audit

Personal Specification
Qualifications/Training

• Bachelorʼs Degree or equivalent-Essential

Experience/Knowledge/Skills

• Evidence ofrelevant sales andmarketingexperience/roles-Essential

• Robust experience in a CustomerService/Sales/Marketing role with demonstratedsuccess in growing/increasing
sales in a competitivemarket -Essential

• Experience ofhigh-levelnetworking tobuildcreative andmutually beneficial relationships that positivelyimpact on
strategic and tactical business development-Essential

• Understanding ofandthe ability tobuildstrong customer advocacy andrepeat client loyalty and retention -Essential

• Experience ofhavingworkedwithina service delivery sector, educationsector experience -Desirable

• Strong leadership skills andprovenability tomanagea teamtoachieve andsucceed desired outcome-Essential

• Strong analytical skills andprovenrecord ofusingdata andresearch tosupport initiatives undertaken -Essential

• Ability tobuild,manage andmotivate cross functional highperforming teams -Essential

• Experience in monitoringcompetitormarket activity -Essential

• Experience in usingdigital andsocial media trends andtools toinfluence thesales life cycle -Desirable

Personal Attributes

• Commercially aware and results drivenwithgoodbusiness acumen-Essential

• Curious andcreative -Essential

• Self-motivated, flexible andadaptable todifferent tasks at hand-Essential

• Proactive andable topromptothers toensure deadlines andtargets are achieved, calm workingunderpressure
-Essential

• Uses evidence tosupport arguments or positionstaken -Essential

• A strong sense of the ʻotherʼandan ability toempathise -Essential

• Has gravitas that allows him/hertobeacceptedbyother stakeholders at MCS -Essential

• High level of integrity -Essential

• Excellent time managementandorganisational skills -Essential

• Excellent communicatorbothoral andwritten -Essential

• Excellent attentionto detail -Essential

• Affinity withand interest in education-Essential



TheBenefits
AbbotʼsHill is a caring employer andis fully committed
tothe developmentof its staff. The schoolprides itself
onthe welcoming andinclusive staff community.The
gross annualsalary will be competitiveandwill be
commensurate with the experienceofthe successful
candidate.

Benefits:
• Comprehensive professional development

opportunities

• Anemployeediscountplatform andEAP

• Pension Scheme

• Aprivate health cash plan scheme, after a
qualifyingperiod

• Breakfast, lunchandbeverages provided
during term time

• Free staff social events

• Free parking

ApplicationandRecruitment Process
AbbotʼsHill is committed tosafeguarding and promoting
the welfare ofchildren and youngpeople andexpects all
staff andvolunteers toshare this commitment.Applicants
will be required toundergochild protectionscreening
appropriate tothe post, includingchecks with past
employersandtheDisclosure andBarring Service.

AbbotʼsHill recruits staff that understand andshare our
commitment tosafeguarding and the provision ofa happy,
nurturing andsupportive environment for all members of
our community.We act toensure that nojobapplicant is
treated unfairlybyreason ofa protectedcharacteristic as
definedwithin the Equalities Act 2010.

All questions regarding theAbbotʼsHill School Application
Form and recruitment process must bedirected tothe
schoolʼsHumanResources Department at recruitment@
abbotshill.herts.sch.uk.

ApplicationForm
Applications will only beaccepted fromcandidates
completingthe AbbotʼsHill School Application Form in
full. CVswill notbe accepted insubstitution for completed
ApplicationForms.

ApplicationForms can becompletedelectronically or
in hard copy.Completed application forms should be
returned totheHR Department byemail: recruitment@
abbotshill.herts.sch.uk.

As jobswithin theschool involvesubstantial opportunity
for access tochildren, it is important that youprovide
true andaccurate informationonthe ApplicationForm.
Upfrontdisclosure ofa criminal record may notdebar you
from appointmentas we will consider the nature ofthe
offence, howlongagoandat what age it was committed,
as well as anyother relevant factors.

Please submit informationin confidenceenclosingdetails
in a separate sealed envelopewhichwill be seen andthen
destroyed bythe Heador theBursar. If youwould like to
discuss this beforehand,please telephone in confidence
totheHeador theBursar for advice.Please disclose any
unspentconvictions,cautions, reprimands or warnings.

Note that the amendments to the Exceptions Order 1975
(2013)provide that certain spent convictions and cautions
are ʻprotectedʼand are notsubject todisclosure to
employers, andcannot betaken intoaccount.

Guidanceandcriteria onthe filtering ofthese cautions and
convictionscan befoundat theDisclosure and Barring
Service website.

Thesuccessful applicantwill be required tocompletea
Disclosure Form fromtheDisclosure andBarring Service
(DBS) for thepost.Additionally,successful applicants
shouldbeaware that theyare required tonotify the school
immediately if there are any reasons why theyshouldnot
beworkingwith children. This includes anystaff whoare
disqualifiedfromchildcare or registration.

TheChildcare (Disqualification) Regulations 2009apply
tothoseprovidingearly years childcare or later years
childcare, includingbefore school andafter school clubs,
tochildren who have notattained the age of8and tothose
whoare directly concerned in the managementof that
childcare.

AbbotʼsHill School takes its responsibility tosafeguard
children very seriously andanystaffmember and/or
successful candidatewho is aware ofanythingthatmay
affect their suitability towork withchildren must notify
the school immediately.This will include notification
ofanyconvictions, cautions, court orders, reprimands
or warnings theymay receive. Theymust also notify
the school immediately if theyare living ina household
where anyonelives or works whohas beendisqualified
from workingwith children or from registration for the
provisionofchildcare.

Staff and/orsuccessful candidateswhoare disqualified
from childcare or registration may applytoOfstedfor a
waiver ofdisqualification. Such individuals may notbe
employedin the areas fromwhich theyare disqualified, or
involvedin themanagement of those settings, unless and
until suchwaiver is confirmed.Please speak totheHead



or theBursar formoredetails.

Failure todeclare anyconvictions(that are not subject to
DBS filtering) maydisqualify youfor appointmentor result
in summary dismissal if thediscrepancy comes tolight
subsequently.

AbbotʼsHill has a legal dutyunder section 26of the
Counter-Terrorism and Security Act 2015tohave ʻdue
regard to the need toprevent people from beingdrawn
intoterrorismʼ. This is knownas the Prevent duty.Schools
are required toassess the risk of children beingdrawn
intoterrorism, includingsupport for extremist ideas that
are part of terrorist ideology.Accordingly,as part of the
recruitment process, when anoffer is madetheoffer will
be subject toa Prevent dutyrisk assessment.

If youare currently workingwith children, oneither a
paidor voluntarybasis, yourcurrent employer will be
asked aboutdisciplinary offences, includingdisciplinary
offences relating to children or youngpersons (whether
the disciplinary sanction is current or time expired),and
whether youhave been the subject ofany child protection
allegations or concerns and if so theoutcomeofany
enquiry or disciplinary procedure.

If youare notcurrently working withchildren but havedone
so inthe past, thatprevious employer will be asked about
those issues.

Where neither yourcurrent nor previousemploymenthas
involvedworkingwith children, yourcurrent employer will
still be asked aboutyoursuitability towork with children.
Where youhave noprevious employmenthistory, we
mayrequest character references whichmay include
references fromyourschool or university.

Youshould beaware that provisionof false information
is an offenceandcould result in theapplication being
rejected or summary dismissal if youhave beenappointed,
anda possiblereferral tothepolice and/orDBS.

Closing Date: Monday13 November 2023, 5pm.
Interested candidates shouldapply as soonas
possible.

Interview Date: Monday20 November 2023.

Applicants will be short-listedaccordingtothe relevance
andapplicability oftheir professional attributes and
personal qualities tothe role. Short-listed applicants will
thenbe invited toattenda formal interview at which their
relevant skills andexperiencewill be discussed inmore
detail.

All formal interviews will havea panelofat least
two peoplechaired bya member ofSenior Staff. The
interviewers involvedwill be required tostate any
prior personal relationship or knowledge ofanyof the

candidates anda judgementwill bemadebythe Head
or Bursar as towhether or notan interviewer should
therefore withdraw fromthepanel.

Should theHeador Bursar havea conflictof interest, the
non-conflictedparty shall decidewhether the conflicted
party shouldwithdraw fromthepanel.

All candidates invited to interview must bringdocuments
confirminganyeducational andprofessional qualifications
that are necessary or relevant for thepost (e.g. theoriginal
or certified copyofcertificates, diplomasetc.)

Where originals or certified copiesare notavailable for the
successful candidate,written confirmationofthe relevant
qualifications must be obtainedbyyoufrom the awarding
body.

All candidates invitedto interviewmust also bring with
them:

• Apassport, current driving licence includinga
photographor a full birth certificate;

• Autility bill or financial statement issuedwithin
the last three months showingthe candidateʼs
current name andaddress;

• Where appropriate anydocumentation
evidencing a change ofname;

• Overseas candidatesmust provideevidence
oftheir right towork andreside in the UK in
line with current governmentguidelines.

Please notethatoriginals oftheaboveare necessary.
Photocopiesor certified copies are notsufficient. Candidates
with adisabilitywhoare invitedtointerview shouldinform
the schoolofanynecessary reasonable adjustments or
arrangements toassist themin attendingthe interview.

Conditional Offer of Appointment:
Pre-AppointmentChecks
Anyoffer toa successful candidatewill be conditional
upon:

1.Receipt ofat least twosatisfactory references;

2.Verification of identity andqualifications including,
where appropriate, evidenceofthe right towork in the UK;

3.Asatisfactory enhancedDBS check andif appropriate,a
check oftheBarred List maintainedbytheDBS.



4.For a candidate tobeemployedas a teacher, a check
that the candidate is notsubject to a prohibitionorder
issuedbytheSecretary ofState;

5.Teachingcandidates who have lived or worked outside
the UK will be required toprovideproofof thier past
conductas a teacher;

6.Verification ofprofessional qualifications;

7.Verification ofsuccessful completionofa statutory
inductionperiod (for teaching posts -applies to those who
obtainedQTS after 7May 1999)where relevant;

8.Where the successful candidatehas workedor been
resident overseas within the last ten years, suchchecks
andconfirmations as the schoolmay consider appropriate
so thatany relevant events thatoccurred outside theUK
can beconsidered;

9.Satisfactory medical fitness;

10.Receipt ofa signedStaff Suitability Declaration form
showing that youare notdisqualified from providing
childcare under theChildcare (Disqualification)
Regulations 2009;

11.If youare undertaking a leadership role, evidence that
youhave notbeen prohibitedfrom participating in the
management of independentschools.

It is theschoolʼspractice that a successful candidatemust
complete a pre-employmenthealth questionnaire. The
informationcontained in thequestionnaire will then be
held bythe school in strictest confidence.This information
will be reviewed against the J obDescription andthe
Person Specification for theparticular role, togetherwith
details of anyother physical or mental requirements of
the role i.e. proposedworkload, co-curricular activities,
layout ofthe school.

AbbotʼsHill School is aware of its duties underthe
Equality Act 2010.

No joboffer will be withdrawn withoutfirst consulting
with theapplicant, consideringmedical evidence and
consideringreasonable adjustments.

References

We will seek the references referred toabovefor
shortlisted candidates andmayapproachprevious
employers for informationtoverify particular experience
or qualifications,before interview.

If youdonotwish us to take upreferences in advance of
the interview, please notifyus at the time ofsubmitting
your application.

All referees will be askedif the candidateis suitable to
work withchildren.

The school will compare any informationprovidedby
the referee with that providedbythe candidateonthe
applicationform. Anyinconsistencies will be discussed
with the candidate.

Theschoolwill refer totheDepartment forEducation
document,ʻKeepingChildren Safe in Educationʼandany
amendedversion in carrying outthe necessary required
DBS checks. The school complies withtheprovisionsof
theDBS CodeofPractice, a copyofwhich maybeobtained
onrequest.

CriminalRecords Policy

Theschool will complywith its obligationsregarding the
retentionandsecurity ofrecords in accordance with the
DBS CodeofPractice andits obligationsunder its Data
Protection Policy.



Abbot̓ sHill School is committedtosafeguarding and promotingthewelfare ofchildren and youngpeople.
Thepost is subject topre-employmentchecks includingan enhancedDBS andsatisfactory references.

Registered Charity 311053.

Theschool̓ sPrivacy Notice can beviewedonline at:
http://bit.ly/AHSPrivacyNotice

or via ourwebsite.

Bunkers Lane, Hemel Hempstead
Hertfordshire HP38RP

Tel: 01442240333
recruitment@abbotshill.herts.sch.uk

www.abbotshill.herts.sch.uk


