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Message from the Headteacher  
 
Dear Colleague 
 
We are delighted you have expressed an 
interest in a teaching post at The Calder 
Learning Trust and we hope that after 
considering all the information provided you 
will decide to make an application. 
 
The Calder Learning Trust is a successful and 
ambitious 4-16 through-school situated in the 
Calder Valley. There are over 1200 students on 
role from reception through to Year 11. Judged 
as a good school by Ofsted in March 2017, we 
have continued to raise standards and are 
proud to be one of the top performing schools for the last 3 years running. Our 
Progress 8 figure has been significantly ‘above average’ and Attainment 8 has been 
above Local Authority and national averages for the previous 3 years. These 
achievements have secured significant investment from the Local Authority and the 
Department of Education and this year will see the building of a new teaching block and 
the refurbishment of an existing block into the new home for Calder Primary.  
https://www.compare-school-performance.service.gov.uk/school/107562/calder-high-
school%2c-the-calder-learning-trust?tab=secondary 
 
As a result of sustained improvements in the quality of education provided across The 
Calder Learning Trust we are currently expanding, and the new accommodation will 
provide space for the increased numbers of students joining us in September.  
We are looking for colleagues who will play a crucial role in maintaining and continuing 
to raise standards and further improving teaching and learning across the Trust. To 
support these developments, we are furthering our investment across the teaching staff 
and can offer a teaching allocation below the national norm and a teacher induction 
programme that will provide you with the opportunity to develop your teaching practice 
further and exploit development opportunities across The Calder Learning Trust. 
 
Please read through the relevant job description and person specification. If you wish to 
pursue your interest in the post, please complete the application form, and return it to 
school by the closing date. If you require this information in a different format, for 
example, Braille, larger print, please contact Jane Mason at the school. 
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I would like to invite you to an open day on the 11th April 2019. This will give you an 
opportunity to come and look round. We will have 3 opportunities for a visit; 10am, 
2pm and 4pm. Please can you contact the school on 01422 883213 to book. 
 
If we have not contacted you within four weeks of the closing date please 
assume that your application has been unsuccessful. 
 
Please note that it is our policy not to accept late applications except in exceptional 
circumstances which are outside of your control. 
 
The Calder Learning Trust is a school with great ambition. If you feel that you are 
ambitious and can ensure we are successful in our drive to become outstanding, we 
look forward to receiving your application.  
 
Please send your completed application form and a supporting letter to Jane Mason, PA 
to the Headteacher, by email to jmason@calderlearningtrust.com by 9am on Monday 
29th April 2019 and interviews will be week commencing 7th May 2019. 
 
Thank you for your interest in this post. 
 
Yours sincerely 
 
 
 
 
 
 
 
Anthony Guise 
 
Headteacher
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The application process 

There is a separate recruitment pack for each role with the specific 
information required for each vacancy including: 

 
● Job Description 
● Person Specification 
● Recruitment timeline 

 
This booklet contains generic Trust information including: 

 
● How to apply 
● Trust policies 
● Recruitment information 

The application form can be downloaded separately from our 
website:  https://www.calderlearningtrust.com/about-us/vacancies/ 

 

How to apply 

Please complete the relevant application form providing full details of your education and 
employment history, including any unpaid or voluntary work. Where there are gaps in your 
employment, please state the reasons why (e.g gap year, career break, unemployed, etc.). This 
is an essential part of Safer Recruitment controls and any gaps in employment history from 
leaving training will be brought up in interview. 

 
The supporting information section of 
the form is very important. It gives you 
an opportunity to explain why you are 
applying and why you are the best 
person for the job. 
Use the job description and person 
specification as your guide and give 
specific examples, where possible, to 
demonstrate how much you match the 
requirements for this post. If you do 
not have enough space, please attach a 
separate sheet. 

 
We require details of two referees, one 
of which must be your current or most 
recent employer. If you work in a Trust, 
then you must use the current 
Headteacher as a referee. 
 



The Calder Learning Trust 

Everybody, Everyday 

 

6 
 

“Everyone feels the 
pressure on workload. My 
line manager is amazing – 

always sorts out a problem” 

 
This is because they are the only person in the Trust with sufficient information to advise us of 
your suability to work with children. Please provide their names, email addresses and daytime 
contact numbers. 

For more information, see “References” 
on the Important Information page of 
this pack. Please sign the declaration on 
the final page of the application form. If 
you are submitting your application 
electronically, you will be required to 
sign this page if invited for interview. 
CVs are not accepted as part of the 
application process. Please ensure you 
fully complete the relevant application 
form. If you have a disability that 
prevents you from completing the 
application form, please contact the 
Trust to discuss.You should return your 
application form via email to 
jmason@calderlearningtrust.com 

 
When will I hear if I have been shortlisted? 
 
Applications will be evaluated against the requirements of the post, with those candidates that 
best fit the requirements being shortlisted. Details of the interview schedule will be confirmed 
after the closing date. 
If you have not been contacted by the date indicated in the recruitment timeline, please assume 
you have not been shortlisted. Due to the volume of applicants, we are unable to give feedback 
to non-shortlisted candidates. In this case, may we thank you in advance for your interest in this 
post and wish you the very best for the future. 
 
Can I visit the Trust? 

 
We welcome prospective applicants to come and visit. The Trust is 
changing rapidly and a visit will help you understand where we 
are, what the Trust is about and whether we are the right place for 
you to develop your career. Recruitment is a two way process and 
we have to be right for you as well as you being right for us. 

 
We are holding an open day on the 11th April for prospective staff to come and look round. We 
will have 3 opportunities for a visit. 10am, 2pm and 4pm. Please can you contact the school on 
01422 883213 to book a timeslot.
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About us 
 

The Calder Learning Trust was opened in January 
1950 and takes pride of place as Yorkshires first 
comprehensive school. The school catered for some 
three hundred and fifty students on its opening - a 
big change from the community of fifteen hundred 
students and staff who work here today. The Calder 
Learning Trust is a Co-operative Trust School. In the 
Calder Learning Trust are Brooksbank Sports College 
and Calderdale Local Authority as its partners. In 
2017 the Calder Learning Trust became a through 
school from Reception to Year 11. 

We are situated in the heart of Pennine Yorkshire, in 
the village of Mytholmroyd approximately six miles 
west of Halifax. The school serves the Calder Valley, 
stretching from Halifax through Luddendenfoot, then 
Mytholmroyd, and beyond to the town of Hebden 
Bridge and the borders of Todmorden. 

 
The Calder Learning Trust is fortunate in housing the 
renowned Ted Hughes Theatre which was opened by 
the poet’s widow, Carol Hughes, in 2007. It is a 
popular venue for school and community events through which the school has achieved the 
prestigious Artsmark Gold award. The school is decorated with quotations from Ted Hughes’ 
poetry, celebrating our literacy heritage through his connection with Mytholmroyd and the school. 

 
We aim for our students in Reception to Year 11 to become confident, responsible and articulate 
young people, supported within and beyond the curriculum and engaging in the fantastic range 
of opportunities available at The Calder Learning Trust. These include camps with the Outward 
Bound Trust, sporting events and competitions, Expressive Arts activities, a move into interna-
tional volunteering for Sixth Form students and much, much more. 
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Why should you join The Calder Learning Trust? 
 
The Trust Ethos 
 
At Calder High School, we strive for ‘Everybody, Everyday’ to be and do their very best, so that 
they can realise their dreams and aspirations. We aim to equip our students with the skills 
resilience and confidence to achieve excellence in academic, creative and sporting activities. To 
develop their cultural appreciation and acceptance, so they are ready to succeed in an ever 
changing world. 

 

Vision for the Calder Learning Trust 
 

As a school our vision is to ensure a systematic approach for consistency. Knee jerk reactions 
from the government are something we adapt, however, we ensure that they are embraced within 
our systems rather than overhauling them. 

 
● All staff understand, embrace and embed the vision and open culture, everybody, 

everyday 
● Staff ensure that the ‘The Calder Way’ underpins practice across the trust 
● Teachers continue to develop their pedagogy to ensure that lessons are EPIC 
● Staff develop high quality teaching and learning provision so that every students is able to 

achieve their full potential 
● Creativity is embraced, allowing students to experience learning in an imaginative, 

innovative manner 
● Calder High School develops a stimulating, flexible curriculum in order to meet the needs 

and aspirations of different individuals 
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Ensuring Everybody, Everyday: Our School, our responsibilities… 

Across The Calder Learning Trust, we have high expectations of our students and staff. We aim 
to work in a positive, productive environment, where good practice in embedded and rewarded, 
and consistency is key. The expectations within education are ever changing and we must equip 
our students with the skills they need for the future. We challenge our staff to help them become 
great educators and encourage them to be innovative with pedagogy in the classroom and 
promote the excitement of learning in the 21st century. 

 
As a staff we have agreed on the following non negotiables to ensure we achieve consistency for 
‘Everybody, Everyday’. We hope that these basics are something you can embrace as we secure 
a consistent approach to learning and teaching. 

Students should: 
● Be punctual 
● Have the correct equipment 
● Look smart 
● Be an enthusiastic learner 
● Meet deadlines 
● Ask for help when they feel it is needed 
● Follow staff instructions and school rules 
● Show respect 
● Respect school property and the school 

environment 
● Get involved 

 
A member of staff should: 

● Be punctual 
● Be positive and proactive 
● Be an effective tutor 
● Know their students 
● Teach to inspire 
● Mark to support progress 
● Have high expectations 
● Be a good role model 
● Have pride in their learning environment 
● Support the school community 
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Induction and training: Philosophy for New staff 
 

Per Ardua Ad Alta – Through Hard Work to the Heights 
 

Starting a new job is an exciting time, and at Calder we understand that the 
uncertainty of what that new job may bring can lead to staff feeling 
apprehensive. We pride ourselves on making sure that staff feel welcomed, 
confident in the expectations of their new role and clear on school policies. No 
matter what your role is within school, all staff will take part in an induction 
programme and activities. 

 

The induction programme will vary depending on the role within the school but the programme 
will always include: 

 
● Welcome to Calder High and clarity on policies, procedures and school documentation 
● Key information regarding Health and Safety, Safeguarding, Teaching & Learning and the 

Behaviour for Learning systems 
● A Mentor or ‘buddy’ to seek advice and support from 
● Time to shadow a fellow colleague 

 
 

We feel that it is essential that all classroom based staff are inducted into our whole school vision 
of Teaching & Learning. Our primary objective is to support colleagues to further develop 
teaching practice, in order to meet our expectation of teachers delivering consistently good 
lessons and beyond. The New Staff Induction Programme and Leadership Frameworks is 
underpinned by The Calder Way, with Teaching and Learning at its core. The induction 
programme supports staff in gaining the knowledge and understanding of the Calder Way, the 
ethos of the school, and the routines and working practice of The Calder Learning Trust. 

 
Our staff are learners too, and whether you are a new staff member, RQT, established or 
returning teachers, we place significant emphasis on staff development and engaging with 
evidence based research as part of their ongoing CPD. Over the past few years all staff have 
engaged in action research projects, aspire to outstanding programmes and Journey to 
Outstanding research in order to continue to develop their own pedagogy. 
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Teaching and Learning at Calder High 

Teaching and Learning is at the center of our vision, ensuring that students are engaged by 
inspirational and challenging lessons, which promote students making outstanding progress. Our 
staff have worked hard to improve teaching and learning and we were proud for it to be judged as 
‘consistently good’ by OFSTED in March 2017, but this was not our sole focus! We worked as a 
team to create a culture, a curriculum and ‘The Calder Way’ that allows our staff to deliver 
consistently good lessons, everybody, everyday. Our staff are not given a prescriptive list of rules 
that they must follow, but encouraged to use The Calder Way as a guide to creating EPIC 
lessons. 

 

Outstanding lessons at The Calder Learning Trust are characterised by these EPIC qualities 
(Engagement, Pace, Imagination/ Innovation and Challenge) and underpinned by ‘The Calder 
Way’. It is imperative that all staff understand and embrace ‘The Calder Way’ and our open door 
culture. 
This is supported by through the induction programme for staff, whole school training and a quality 
assurance programme, alongside the additional staff development programs, allowing all staff to 
realise our aspirations for teaching and learning. 

 

Across the trust we pride ourselves on staff accessing bespoke CPD tailored to their own personal 
development. As well as engaging with academic research to develop their own pedagogy, 
coaching and using IRIS are key developmental foci to improve teaching and learning. 
Personalised CPD is actively encouraged and can be discussed and supported through your line 
management and performance appraisal meetings. 

 
 

Pastoral Care at the Calder Learning Trust 
 
We take pride in the level of pastoral care we offer our students. Each year group has an 
allocated Head of Year to support, advise and guide. To support the pastoral care we also have 
an allocated safeguarding/wellbeing officer, and inclusion manager and an attendance manager. 
The team work closely together to ensure all student are offered a high quality support program. 
In addition we have a variety of student bodies such as the successful student council, Barnado’s 
Equality Ambassadors (BEAM) and the Young Mental Health Ambassadors. 
To support student behaviour, the trust has invested in Class Charts. This allows teachers and 
parents to support behaviour and celebrate success. We follow a ‘Consequence’ system from 1-4 
for behaviour, we have an on-call system to support the teaching and learning and we have an 
inclusion unit to support students both with emotional need and for their behavioural needs. 
All teaching members of staff will be allocated a form and support the assembly rota and our 
learning for life days. These are days allocated to the PSHCE curriculum and delivered by outside 
agencies and form tutors. In the Summer this day is given over to a celebration of all things 
Calder in ‘CalderFest’. 
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Staff Wellbeing  

Education is a challenging sector to work in and at The Calder Learning Trust we place high 
importance on helping staff to achieve a work life balance. We want Calder High to be a place 
where staff enjoying coming to work, where staff voice is valued and the leaders of the school 
work with all staff members to ensure we are getting it right. Working is education is always 
going to be a busy and demanding job and grand gestures that aren’t sustainable won’t 
improve work life balance. That’s why at The Calder Learning Trust we are developing 
sustainable systems and support, to create an environment where staff thrive. For example: 
 All staff, from Administers to Site staff and Teachers, contribute to the staff vision, non 

negotiables and School Development Plan 
 Within reason, we try where ever possible to support staff in attending family events such 

as nativities, close family wedding or supporting family medical appointments 
 Staff are able to swap duties to coincide with when their ‘less pressured’ days are 
 When staff are required to stay late for events, such as parents evenings, the diner provide 

staff with a meal before events 
 Staff wellbeing and mental health support is always available for all staff 
 Termly rewards are given, such as Easter Eggs for ‘Eggcellent practice’ for staff 
 The PE department offer exciting activities for staff to take part in such as ‘Staff work outs’, 

‘Faculty fun on the inflatable assault course’  
 Christmas and end of year social events are organised by staff  
 Bespoke staff CPD is encouraged, such as allowing staff time to visit other establishments 

to see and share good practice  
 Periodically, training days are often given over to ‘Staff well-being’ days 
 A reduction in the volume of 

work scrutiny/ book looks was 
introduced to try and ease the 
pressure on staff  

 Planning time is given over for 
lesson observations and joint 
planning offered to reduce 
anxiety around lesson 
observations 

 Taking onboard staff 
feedback, the school calendar 
is revised each year to avoided 
high pressure events 
coinciding  
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Smoking Policy 
The Calder Learning Trust occupies a no smoking site and all staff must adhere to this policy. Any 
staff who wish to smoke must do so at designated points away from the main site. 

ICT Policy (Fair Use Guidance), Online Safety and Social Media 
 

We encourage the use of ICT across the curriculum. On appointment, staff agree to abide by the 
ICT policy. We also expect staff to be conscious of the professional expectations of them when 
using social media and in their use of mobile technology. Full details of all these policies are 
available on the Trusts website. 

 
Teachers Pay Policy 

We currently follow pre-existing pay scales and structures in line with the standard Calderdale 
Council Pay Policy.  

References 

The Calder Learning Trust is committed to the safeguarding of our students and therefore it is 
our policy to take up references from all shortlisted candidates. References are used to verify 
objective and factual information, compared for consistency against the information you provide 
and to alert us to any safeguarding concerns. 

For this reason we expect one of your referees to be your most recent employer. If you are not 
currently working with children but have in the past, we would strongly recommend your second 
reference is from an institution where you have worked with children.  
Two satisfactory references must be received before we can confirm any offer of an appointment. 
The information we request will relate to salary, length of service, skills and abilities, suitability 
for the job, disciplinary record and suitability to work with children. If you work in a Trust, then 
you must use the current Headteacher as a referee. This is because they are the only person in 
the Trust with sufficient information to advise us of your suitability to work with children. 

Our commitment to safeguarding means we will not accept any references which have not been 
directly requested by us or are not directly addressed to the Trust. Your referees may be 
contacted to verify any discrepancies, anomalies or relevant issues as part of the recruitment 
verification process. A random sample of referees will be contacted to confirm they have provided 
references. 

Selection Process 
 

All shortlisted candidates will be interviewed against the criteria outlined in the person 
specification. The person specification focuses on the skills, abilities and experience required to 
be successful in the role. 

If additional lesson observations, tests or presentations are to be brought into the selection 
process, then candidates will be notified in advance when invited to interview. 
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The Calder Learning Trust is committed to safeguarding and prompting the welfare of all children 
and expect all staff and volunteers to share this commitment. Therefore, interviews will include 
questions about safeguarding children. 

Shortlisted candidates will be asked to bring original certificates of relevant qualifications and 
identity documents to interview. These will be photocopied and kept on file and may be confined 
as genuine with the awarding bodies. 

The copies will be retained on their personal file or the successful candidate. The copies for 
unsuccessful candidates will be treated as confidential waste and disposed of appropriately. No 
offer of employment will be confirmed until all qualification requirements and DBS checks have 
been satisfied. 

Reasonable Adjustments 
 

Under the Equality Act, we are legally required to ensure that disabled people are not 
disadvantaged in the recruitment and selection process and to consider making reasonable 
adjustments. We are therefore committed to meeting, wherever possible, any needs you specify 
on the application form. Please contact the Trust if you need to discuss this in any detail. 

 
We will consider any reasonable adjustments under the terms of the Equality Act to enable an 
applicant with a disability (as defined under the act) to meet the requirements of the post. 
 
Right to work in the UK 

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

Disclosure and Barring Service 
 

Employment at this Trust is subject to an enhanced check with the Disclosure and Barring 
Service. Checks will also be made against the “Barred” list. All such checks must be satisfactory 
before any offer of an appointment can be confirmed and before commencement of work can 
take place. 
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Safeguarding 
 

The Calder Learning Trust is committed to safeguarding and promoting the welfare of its 
students and expect all staff and volunteers to share this commitment. Appointments will be 
subject to an enhanced DBS disclosure with ‘Barred’ list check(see above). In addition teaching 
appointments will be subject  to a Prohibition order check. 
 
The Trust adopts a probationary period in line with Calderdale Local Authority policies. This is 
only applicable to support staff who have not come directly from a Calderdale Council’s Trust. All 
appointments in these circumstances are subject to a successful six month probationary period. 
 
The probationary review framework is a very helpful tool to ensure that staff are properly 
inducted and have regular opportunities to discuss things with their line manager in a more 
formalized setting e.g. setting induction targets and getting familiar with Trust systems. We, 
therefore, follow this structure with all new staff however the policy is only implemented as 
described above. 
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Policy Information 

 
GDPR 
 
The Calder Learning Trust is committed to handling personal data in a sensitive yet transparent 
way and meeting all of its obligations under the General Data Protection Regulations (GDPR). At 
the back of this book- let are the privacy notices explaining how we use your information and 
who we share it with. This relates both to the recruitment process itself but also to how we 
handle our staffs’ personal data. 

 
All staff are expected to adhere to Trust data management policies and take appropriate care 
when handling personal data. 

Policy Information 
 
Individual staff members are valued 
for their contribution and 
professionalism and they are a clear 
role model to the students. With 
the Trust uniform standards and 
expectations we have for our 
students, staff must be mindful of 
the need to set a good example to 
our students of smart and suitable 
dress for a place of work. This 
relates to both modesty and health 
and safety. Staff should dress as 
they would for an interview. 

 
Child Protection 
 
This Trust is committed to safeguarding and promoting the welfare of children and young people 
and expects all staff and volunteers to share this commitment. 
 
Safeguarding underpins  everything we do at The Calder Learning Trust and the safety of our 
students is our top priority. There are designated senior members of the Leadership Team who 
are responsible for referring and monitoring any child protection concerns. Most of our pastoral 
team and other staff have also completed their DLS safeguarding level. Should you have any 
concerns during a visit or during your interview. Please contact Andy Taylor, Deputy Head/DLS or 
Nicola Baxter, Deputy DSL on Ext 214/268 or express your concerns to any member of staff.
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Whistle Blowing 
 
All staff have a duty to raise concerns about any inappropriate attitude or actions of colleagues in 
any area of Trust life. This is particularly applicable to our safeguarding procedures. Procedures 
can be found on posters in all staff toilets and the website. 

Code of Conduct and Personal Behaviour 
 
The Headteacher and Governing Body regard everyone working at our Trust as a role model to 
our students. We therefore have high expectations of our staff to act with the utmost 
professionalism and awareness of their role in both the Trust and wider community. 
We pride ourselves on relationships with students and each other that are founded in mutual 
respect. We expect all staff to be dedicated, enthusiastic and honest and passionate about 
making a difference to our students. We do not tolerate complacency as we strive to improve in 
every area of Trust life. 
Teachers are expected to uphold and embody their professional standards and values. Everyone 
in the Trust has an absolute duty to promote and safeguard the welfare of children. 

Equal Opportunities 
 
The Calder Learning Trust actively promotes diversity 
and want a workforce which reflects the popula- tion 
of Calderdale. Applications are welcome from all, 
irrespective of age, disability, gender reassign- ment, 
marriage / civil partnership, pregnancy / maternity, 
race, religion / belief, sex or sexual orientation. 
In line with the Equality Act 2010, we are committed 
to promoting best practice in our efforts to eliminate 
discrimination and to create a working and learning 
environment were all are treated fairly and with 
respect. 
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Recruitment Process Privacy Notice  
 
Under the new General Data Protection Regulation (GDPR), we have to inform staff and other 
adults across the Trust how we use their personal information. 

What information do we hold? 
 

The categories of staff information that we collect, hold and share include: 
 Personal information including your name, gender, date of birth, pay roll number, national 

insurance number, address, phone number or email address. 
 Specialcategoriesofdataincludingcharacteristicssuchasethnicity,sexualorientation,medical 

needs, religion, canvassing relationships and marital status. 
 Welfare information such as whether you have a medical conditions or disabilities. 
 Professional information such as education history, employment history, qualifications, 

professional body memberships, teacher number and, where relevant, subjects taught. 
 Safeguarding information such as criminal convictions, ID seen, referee contact details and 

feedback. This is in addition to other safer recruitment checks and details of any allegations 
or safeguarding incidents where relevant. 

Why do we collect and use this information? 
 

We use recruitment application data to: 
 Select the best candidate for the role. 
 Administer a fair and transparent recruitment process, ensuring appropriate support is in 

place for candidates. 
 Comply with equality opportunities legislation. 
 Inform the development of recruitment and retention policies. 
 Ensure individuals are paid correctly and promptly. 
 Ensure appropriate safer recruitment and safeguarding checks are in place. 
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What is the lawful basis on which we use this information? 
 

We collect and use most staff information under Article 6 (1)(c) Legal Obligation or Article 6 
(1)(e) Public Task of the General Data Protection Regulations. Although this list is not definitive, 
the majority of our legal obligations stem from: 

 Health and Safety Act 1974 
 Rehabilitation of Offenders Act 1974 (Exceptions)(Amendment)(England and Wales) Order 

2012 
 Limitation Act 1980 
 Children’s Act 1989 and 2004 
 Education Act 1996, 2002 and 2011 
 Trust Standards and Framework Act 1998 
 Terrorism Act 2000 and CTSA 2015 
 Education and Inspections Act 2006 
 The Education (Pupil Registration) (England) Regulations 2006, 2010, 2011, 2013 and 2016 
 Safeguarding Vulnerable Groups Act 2006 
 Education and Skills Act 2008 
 Trust Information (England) Regulations 2008 
 Trust Staffing (England) Regulations 2009 
 Equality Act 2010 
 Education (Trust Teachers’ Appraisal) (England) Regulations 2012 
 Teachers’ Disciplinary (England) Regulations 2012 
 Children and Families Act 2014 
 Trust Governance (Constitution and Federations) (England) (Amendment) Regulations 2016 

Where special category data is processed, this is done under: 
 Article 9 (2) (b): legal requirements. This is usually due to a contract of employment or to 

fulfil equality monitoring requirements. 

 
How do we collect staff information? 

 
Whilst the majority of information you provide to us is mandatory, some of it is provided to us on 
a voluntary basis. In order to comply with data protection legislation, we will inform you whether 
you are required to provide certain Trust workforce information to us or if you have a choice in 
this. 
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How do we collect staff information? 
 

Whilst the majority of information you provide to us is mandatory, some of it is provided to us on 
a voluntary basis. In order to comply with data protection legislation, we will inform you whether 
you are required to provide certain Trust workforce information to us or if you have a choice in 
this. 

How do we store recruitment data? 
 

Data is either stored on a secure server, sent by encrypted email or stored in a locked receptacle 
at the Trust. 

 
As a rule we dispose of data at the first possible opportunity or annonymise it so it is no longer 
identifiable to an individual. The following rules apply to data gathered during the recruitment 
process: 

 Candidates who are not shortlisted: retained for one month post-shortlisting and then 
deleted or shredded. 

 Candidates who are interviewed: retained for six months post-interview and then 
deleted or shredded. 

 Successful candidates: information becomes part of the personnel file and retained for 
six years from the date employment terminates. 

Who do we share recruitment information with? 

As part of the recruitment process, we routinely share limited information with third party 
referees based on your consent being given on the application form. 

 
In certain circumstances, personal data may also be disclosed to the following third parties 
arising out of legal requirements: 

 
● Local Government Authorities 
● Central Government Authorities 
● Organisations that handle or investigate the proper use of public funds 
● Law Enforcement Authorities 

 
It is anticipated that all successful candidates will require a Disclosure and Barring Service (DBS) 
check before employment can begin. This is a legal obligation and so successful candidates will 
be required to share personal information with the DBS. 
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Similarly, successful candidates will be required to have certain information shared with 
Calderdale City Council to set up vital services such as payroll.  
 
Successful candidates should refer to the main Trust staff privacy notice on how data is shared 
once employment commences e.g. data sharing with the Department for Education. 

 

Requesting access to your personal data 
Under data protection legislation, you have the right to request access to information about you that 
we hold. To make a request for your personal information, contact our Data Protection Officer, Molly 
Haran 01422 883213 or mharan@calderlearningtrust.com 

 

You also have the right to: 

● Object to processing of personal data that is likely to cause, or is causing, damage 
or distress 

● Prevent processing for the purpose of direct marketing 

● Object to decisions being taken by automated means 

● In certain circumstances, have in accurate personal data rectified, blocked, erased or 
destroyed 

If you have a concern about the way we are collecting or using your personal data, we ask that you 
raise your concern with us in the first instance. Alternatively, you can contact the Information 
Commissioner’s Office at https://ico.org.uk/concerns/ 

 


