
 

 

 

 
Head of Education  (Children Looked After) 

 
[2 Year Fixed Term Contract] 

 
PMG 3 / SCP 358 - 361 

 
£56,465 - £61,529 per annum 

 
 

Job reference: CVP 330 
 
 
 
 

Contents 
 
1. Letter from the Human Resources Manager  
 
2. The council’s vision and objectives 
 
3. Job description 
 
4. Person specification 
 
5. Conditions of service 
 
6. Pension contribution rates 
 
7.      Information on exempted posts   
 
8. Equality and diversity sub groups 
  



 

 

 
Dear Applicant 
 
Post of Head of Education (Children Looked After) 
 
This post is exempt from the provisions of the Rehabilitation of Offenders Act 
which means you must provide details of any convictions (including those 
which are ‘spent’), in addition to any cautions and bindovers orders that you 
have received in the last 12 months.  
 
Thank you for your enquiry about the post at Knowsley Metropolitan Borough 
Council. 
 
Please find enclosed further details about the post and an application form for you to 
complete and return by Friday, 21 April 2017.  You can find out more about 
Knowsley Council from our website at www.knowsley.gov.uk. 
 
Interviews are to be scheduled within the next four weeks,  If you have not heard by 
then you should assume that your application has been unsuccessful.  If you would 
like receipt of your application to be acknowledged, please enclose a stamped 
addressed envelope with your completed form. 
 
The council places great importance on maintaining high levels of attendance at work 
and all Directorates operate under well-established guidelines to monitor and control 
absence.  If you are successful at interview, the council will be seeking references 
and your present or last employer will also be asked to give details of your sickness 
and attendance record over the last three years. 
 
If you require any assistance during the selection process due to a disability, please 
contact us as soon as possible on telephone number 0151 443 3434.  For example 
you may need a sign language interpreter, require an accessible interview room, or 
need help completing a written application (taped applications may be submitted by 
prior agreement).   
 
Please note that the Council will disqualify any applicant who directly or indirectly 
seeks or canvasses the support of any Councillor for any appointment with the 
Council. 
 
You should email your application to: recruitment@knowsley.gov.uk  
 
I look forward to receiving your application and thank you for your interest in this 
post. 
 
Yours sincerely 
 

Jaci Dick 
 
Jaci Dick 
Human Resources Manager 

http://www.knowsley.gov.uk/
mailto:recruitment@knowsley.gov.uk


 

 

 
 
 
Our shared vision - to make Knowsley: The Borough of Choice 

“We want Knowsley to have a sustainable and diverse population with successful 
townships that provide a sense of place and community.” 
 

Our Council Values 
 
 

CORE VALUES:   

Act with integrity Being accountable  Openness and 

transparency 

Respect for people   

 Demonstrates 

honesty, reliability 

and  trustworthiness  

 Does the ‘right’ 

thing 

 Demonstrates 

consistency  

 Acts according to 

a consistent set of 

morals, values and 

principles at all times 

 

 Acknowledges 

and assumes 

responsibility for 

actions and decisions 

 Takes ownership 

and responsibility for 

resulting 

consequences and 

does not seek to 

apportion blame on 

others 

 

 

 Makes 

decisions in an open 

and transparent 

manner 

 Shares 

information 

whenever possible  

 Explains when 

information can’t be 

shared  

 Is open to new 

ideas and new ways 

of working  

 Champions 

equality and 

diversity with all 

people at all levels 

 Treats people in 

the way they would 

like to be treated  

 Values people 

and their 

contributions 

 Shows 

consideration for 

others through 

thought and action 

 

 
 
 



 

 

 

 

Job description 
Job title 
 

Head of Education -  (Children Looked After) 

Grade 
 

PMG 3 

Directorate 
 

Children’s Services 

Section/team 
 

Education Improvement 

Accountable to 
 

Strategic Lead for Education 
Matrix management accountability to Assistant Executive 
Director (Children’s Social Care) 

Responsible for 
 

Virtual School team 

Date reviewed 
 

February 2017 

 
Purpose of the job 

 
To lead, as Headteacher, the development of the Virtual School and to ensure that all 
children looked after are enabled to reach their full academic and learning potential. 
 
To provide professional leadership and strategic direction as headteacher for the 
Virtual School, co-ordinating, leading and managing the work of the team. 
 
To secure successful educational outcomes and good progress for all children and 
young people cared for by the Local Authority through rigorous tracking and 
monitoring systems. 
 
To ensure that the children looked after cohort embrace school life and have access 
to extra-curricular activities and roles that give children opportunities for leadership 
and positions that bring with them responsibility. 
 
To support care leavers to access further or higher education, in additional to 
vocational learning and employment opportunities as part of the extended offer from 
the Local Authority. 
 
To develop the remit of the Virtual School to include children who have been adopted 
and care leavers in accordance with the duties set out in the Children’s Bill. 
 
To ensure that robust systems are in place to secure a high quality personal 
education plan (PEP) for all children looked after so that they have access to support 
appropriate to their needs.  
 
 
 
 
 



 

 

 
Duties and responsibilities 

Partnership working  

1. Work directly with the Corporate Parenting Board, the Virtual School Governing 
Body, schools and alongside the Education Improvement Team and other key 
Local Authority staff to drive up standards of education and attainment for 
children looked after. 

 
2.  Maintain effective professional relationships with all key stakeholders including 

carers and birth families. 
 
3.  Raise the awareness of social workers and schools/ education settings   with 

regard to the importance of education for children in care and hold them to 
account as key people working with schools, colleges and settings, ensuring 
that education is a high priority. 

 
4.  Hold headteachers and school designated leads to account to ensure that 

measures are taken to promote high attainment, positive behaviour, good 
attendance, and reduce exclusions; and to ensure continuity of provision for 
children in care. 

 
5.  Develop relationships with post-16 learning centres and local employers in 

order to provide vocational opportunities for young people including care 
leavers. 

 
6. Work with early years settings to promote learning opportunities for pre-school 

children to ensure they are ‘school ready’. 
 
7.   Develop effective links and collaborate with Virtual School Heads in other local 

authorities, especially those where Knowsley children are being educated. 

Monitoring and improving performance 

8.   Rigorously monitor the progress of all children looked after in the full range of 
educational settings through the analysis of data, working closely with relevant 
staff to ensure data is robust and properly shared. 

 
9.  Ensure Personal Education Plans (PEPs) for all children looked after are of high 

quality, are effectively implemented, that there are effective procedures in place 
through which social workers initiate PEPs, and that these are conducted at 
requisite intervals, with targets reviewed and young people’s achievements 
celebrated. 

 
10.  Provide additional high quality challenge and support for the improvement of 

attainment of children looked after, and challenge those schools where these 
children are doing less well than those in similar schools. Work with the 
Education Improvement Officers to ensure that they do the same in the schools 
in which they work. 



 

 

 
11.  Work alongside Children’s Social Care to support social workers and provide 

appropriate training so that they understand the learning needs of the children 
they support. 

 
12.  Produce an annual Virtual Headteacher report setting out the progress of all 

children looked after. 

Leadership and management 

 

13.   Maintain a Virtual School for all children looked after in Knowsley, which has the 
appropriate organisational features of other schools such as a governing body 
and school council. 

 
14.  Ensure the Virtual School has clear strategic direction which is communicated 

to all stakeholders and provide inspiration and motivation for the virtual school 
staff. 

 
15.  Ensure the Virtual School provides professional development opportunities for 

designated teachers, other school staff, carers and social workers to improve 
awareness of the educational needs of children so that all stakeholders have 
high expectations for their educational attainment in and beyond school, and 
contribute to this programme. 

 
16.  Disseminate good practice regarding provision for children looked after, 

especially in relation to improving behaviour and attendance, promotion stability 
of placement and school stability through admissions policy and use of school 
transport.  

 
17. Support schools and social workers to have high aspirations of children looked 

after during their school career and in progression to further and higher 
education. 

   
18.  Manage resources including financial systems to ensure value for money. 

Develop systems for the allocation of Pupil Premium Funding for CLA to ensure 
that it is distributed effectively and used for the benefit of CLA educational 
needs as described in their personal education plan. 

 
19.  Consult on care placement moves for children looked after by the Local 

Authority where this is likely to mean a change in education placement. Ensure 
social workers consider the educational needs of children in care when making 
decisions about moving placements. Challenge social workers when they do not 
comply with the DfE statutory guidance that social workers should not make 
non-emergency care placement decisions without securing a suitable education 
placement at the same time. 

 



 

 

20.  Work closely with key admissions staff in both Knowsley and other local 
authorities to ensure children looked after are placed in the school that best 
meets their needs. 

 
21. Provide leadership on supporting CLA with SEN to ensure that statements and 

EHC plans are in place and work in harmony with the CLA’s care plan. Develop 
systems to ensure that undiagnosed SEN are addressed in a timely manner. 

 
21.  To be accountable for the key performance indicators for children looked after 

at each key stage. 
 
22.  Undertake any other tasks commensurate with the grading of the post. 
 
N.B. This post will require activity during conventional school holiday periods. 
 
This is not a comprehensive list of all the tasks, which may be required of the post 
holder.  It is illustrative of the general nature and level of responsibility of the work to 
be undertaken. 
 
Health and safety 
 

 To ensure suitable and sufficient risk assessments are carried out taking into 
account employees capabilities. 

 
 
Data Protection and Information Security 
 

 Implement and act in accordance with the Information Security Acceptable Use 
policy and Data Protection Policy, 

 Protect the council’s information assets from unauthorised access, disclosure, 
modification, destruction or interference, 

 Report actual or potential security incidents. 
 

 

 
 
 



 

 

 

Person specification 
Post title HEAD OF EDUCATION (CHILDREN LOOKED AFTER) Grade PMG 3 

 

Directorate Children’s 
Services 

Section/team  Education Improvement Team 

 
This post is exempt from the provisions of the Rehabilitation of Offenders Act – applicants must disclose all criminal 
convictions including those which are ‘spent’, in addition to any cautions and bindover orders received in the last 12 
months  
 
Please read the guidance notes before completing your application form.  Please demonstrate, with examples, how you 
meet the criteria for the post, as set out below 
 

Criteria 
Essential requirements 

* M.O.A 

Skills, knowledge, experience etc  

1 Experience of leadership role in an education setting including early years, statutory schools department or post 
16 learning 

A, I 

2 Teaching qualification recognised by the DfE A, C 

3 Degree or advanced diploma in Education A, C 

4 Evidence of appropriate Continuing Professional Development A, C 

5 Experience of curriculum leadership and development including monitoring/evaluating and target-setting A, I 

6 Experience of working in multi-agency partnerships including Education, Health, Social Care, children, 
parents/carers, Ofsted and governing bodies 

A, I 

7 Experience of service planning and development resulting from self-evaluation A, I 

8 Knowledge of teaching across all the age ranges from Foundation Stage through all Key Stages, and access to 
further education 

A, I 

 

9 Experience of working in strategic partnership with other agencies or professionals to ensure the best outcomes 
for children and young people 

A, I 



 

 

10 Experience and an understanding of the needs of Looked After Children within education A, I 

11 Excellent understanding of the use of data to identify progress and attainment across all phases A,I 

12 A sound knowledge of strategies to enhance teaching and learning opportunities for children attending schools 
within the immediate locality, regionally and further afield 

A,I 

13 Ability to develop in partnership with others a strategic vision for the virtual school A,I 

14 Effective financial and resource management skills A,I 

15 Influential and confident in a range of different environments A,I 

16 Through understanding of all aspects of safeguarding and promoting the welfare of children and young people 
including:  

 Motivation to work within multi-disciplinary environments  

 Ability to form and maintain appropriate relationships and personal boundaries with children, young people, 
parents/carers, other disciplines 

 Emotional resilience in working with challenging behaviours 

A,I 

17 No disclosure about criminal convictions or safeguarding concerns that makes applicant unsuitable for this post A 

Health and safety 

18 Ability to ensure suitable and sufficient risk assessments are carried out taking into account employees 
capabilities  

A, I 

Desirable 

19 NPQH A, C 

20 Teaching across the age ranges A, I 

21 Experience of evaluating the quality of teaching and learning A, I 

22 A thorough understanding of educational initiatives and relevant legislation  A, I 

23 Ability to identify the need for change through critical self-evaluation methods and implement this successfully A, I 

24 Leadership qualities to motivate and inspire others  A, I 

25 Ability to plan, organise and prioritise A, I 

26 Communicate well orally and in writing at all levels A, I 

Additional Requirements  

27 Regulated Activity Certificate of Disclosure from the Disclosure and Barring Service A, C 

28 Additional criminal record checks if applicant has lived outside the UK A, C 

29 Professional registration/QTS check with the National College for Teaching and Leadership A, C 

Other 



 

 

30 Ability to understand and demonstrate a commitment to equality and diversity A/I 

31 Must be legally entitled to work in the UK C 

32 The Council operates a no smoking policy. Employees are not allowed to smoke in the workplace or to take 
smoking breaks during work time 

 

 
*Method of assessment  (*M.O.A) 
  A = Application form        C = Certificate  E = Exercise       I = Interview     P = Presentation   
 

Date Approved by authorised manager Designation 

6 March 2017 Maria Taylor Strategic Lead for Education 

 

Where the post involves working with children, in addition to a candidate’s ability to perform the duties of the post, the 
interview will also explore issues relating to safeguarding and promoting the welfare of children, including: 

 Motivation to work with children and young people 

 Ability to form and maintain appropriate relationships and personal boundaries with children and young people 

 Emotional resilience in working with challenging behaviours 

 Attitudes to use of authority and maintaining discipline 

 
We have a positive attitude to the employment of disabled people and guarantee an interview to those who meet all the 
necessary criteria of the person specification. 

 
 

 
 
 
 
 
 
 
 
 



 

 

Underpinning Behaviours Framework  
Managers 

Concept Knowsley   

Underpinning Behaviour – Managers Framework 

This document defines the way in which the activities and core responsibilities contained within the job description must be consistently deployed as a manager in Knowsley.   

 

LEADERSHIP Strategic 
Perspective 

Looks at issues with a broad view to achieve the organisations goals.  Thinks ahead and prepares for the future.  Understands outside expectations and 
influences on the organisation.  Identifies common goals, interests and views with other agencies.  Supports the vision for the future and implements the 
strategy for how it can be achieved.      

Openness to 
Change 

Recognises and responds to the need for change, and uses it to improve organisational performance.  Identifies ways in which the organisation needs to 
change.  Personally champions change within their area and encourages and supports the team to make it happen.   

Negotiation and 
Influencing  

Persuades and influences others using logic and reason.  Sell the benefits of the position they are proposing, and negotiate to find solutions that everyone 
will accept.  Develops strategies for influencing others at all levels in the organisation.  Negotiates satisfactory solutions on issues with stakeholders.   

Maximising 
Potential  

Actively encourages and supports the development of people.  Motivates others to achieve organisational goals. Implements systems and strategies that 
develop people at all levels.  Creates an environment where people are motivated to achieve results.   

WORKING 
WITH OTHERS 

Respect for 
diversity 

Considers and shows respect for the opinions, circumstances and feelings of others regardless of their positions, background, circumstances, status or 
appearance.  Shows respect and understanding for people and their situation.  Treats others with dignity and respect at all times.    

Team Working Develops strong working relationships inside and outside the team to achieve common goals.  Breaks down barriers and involves others in discussions 
and decisions.  Creates working partnerships inside and outside the organisation.  Develops links with outside stakeholders to get different views.  
Develops strategies to help people work together to achieve organisational goals.  

Effective 
Communication 

Communicates effectively, both verbally and in writing.  Uses listening and questioning techniques to make sure that they and others understand what is 
going on and can effectively transfer ideas and information.  Explains complex issues, making them easy to understand.  Makes sure that important 
messages are being communicated and understood throughout the organisation.    

Resilience  

 

Shows resilience, even in difficult circumstances.  Prepared to make difficult decisions and has the confidence to see them through.  Shows reliability.  
Remains calm and confident, and responds logically and decisively in difficult situations.  Able to monitor one's own and other's feelings and emotions, to 
discriminate among them, and to use this information to guide one's thinking and action.   

ACHIEVING 
RESULTS 

Community and 
Customer Focus 

Focuses on the customer and provides high quality service that is tailored to meet their individual needs.  Understands the community that is serviced and 
shows an active commitment to serving a diverse society.  Maintains a broad understanding of social trends and identifies what effect they will have on the 
organisation.  Creates processes that make sure stakeholders’ and customers’ views and needs are clearly identified and responded to.   

Managing and 
using resources 

Plans, organises and supervises activities to make sure financial, technological, physical and human resources are used efficiently and effectively to 
achieve organisational goals.  Uses effective project and programme management across a range of activities that may be complex.  Monitors progress 
towards strategic objectives.     

Personal 
responsibility  

Takes personal responsibility for making things happen and achieving results.   Displays motivation, commitment, perseverance and conscientiousness.  
Acts with a high degree of integrity.  Readily accepts responsibility for self and others.  Takes responsibility for managing situations and problems.  Leads 
by example, showing a commitment and determination to success.  Continues to learn and develop.       

Problem Solving Commissions services by logically analysing all relevant factors.  Gathers information from a range of sources.  Analyses information to identify problems 



 

 

and decision 
making  

 

and issues, and makes effective decisions.  Applies a range of analytical techniques to understand complex information issues.   

 

 

LEADERSHIP Strategic Perspective 

Looks at issues with a broad view to achieve the organisations goals.  Thinks ahead and prepares for the future.  Understands outside expectations and influences on the 
organisation.  Identifies common goals, interests and views with other agencies Supports the vision for the future and implements the strategy for how it can be achieved.      

 

Positive 
Indicators 

Understands broad political, social, economic and 
legislative trends, and predicts what effect they will have 
on the area.   

Understands the views and priorities of outside organisations and government bodies, and their effects on the area. 

Understands and manages complex political agendas. Considers the effect of actions on the council, stake-holders and community, balancing own needs with theirs.  

Works with outside organisations and stakeholders. Takes a regional or national view, thinking beyond the interests of own division or department. 

Looks three to five years ahead to decide where the 
organisation needs to be. 

Compares performance with other centres of excellence to set organisational goals. 

Understands effective strategies, vision and values and 
implements them within the organisation. 

Identifies overlaps in activity in the organisation, and contributes to creating policies that encourage people to think 
and act more broadly.   

 

Negative 
Indicators 

Is not aware of organisational strategy. Does not recognise the links between related activities or functions. 

Is not interested in what is going on outside own area or 
function.   

Does not see the possible damaging effects of actions or decisions on other parts of the organisation.   

Criticises or does not support organisational policies. In not willing to accept or cooperate with organisational policy. 

Focuses on short-term issues, ignoring long term effects. Is not aware of the effect of own action on other agencies.   

Does not see the wider picture predict or prepare for 
problems.   

Is not aware of political issues.   

 

LEADERSHIP Openness to change  

Recognises and responds to the need for change, and uses it to improve Departmental performance. Understands ways in which the organisation needs to change.  Personally 
champions change and encourages and supports in order to make it happen.   

 

Positive 
Indicators 

Supports the organisation in responding quickly to outside 
requirements.  

Identifies change that will improve the organisations performance.   



 

 

Identifies areas within the organisation that need to be 
changed.  

Use gap analysis and other techniques as a basis for introducing change.  

Encourages others to take responsibility for change.   Provides support for others who make change happen. 

Makes sure change does happen.   Champions change – shows a personal belief in and commitment to change.   

Does not introduce change unnecessarily – assesses the 
likely benefits and effects. 

Challenges the way that things are normally done.   

 

Negative 
Indicators 

Sticks to the job description so strictly that they cannot be 
flexible. 

Finds it difficult to cope with change. 

Resists change.  Wants to keep things the way they are.  

Does not understand the need for change.  Prefers routines and tried and tested ways of working.  

Is quick to say that change is not working. Does not listen to the reasons for change.  

Does not want to be part of any changes that are 
introduced. 

Does not promote change to others.   

 

LEADERSHIP Negotiation and influencing  

Persuades and influences others using logic and reason.  Sell the benefits of the position they are proposing, and negotiate to find solutions that everyone will accept. 
Implements strategies for influencing others at all levels in the organisation.  Negotiates satisfactory solutions on issues with stakeholders.   

 

Positive 
Indicators 

Identifies important players in a situation. Achieves a general agreement at all levels. 

Develops logical arguments, selling the benefits to 
everyone involved.  

Focusing on important elements of complex issues to sell the viewpoint to others. 

Gets support before presenting proposals. Creates a vision of the future that others can relate to and find attractive.  

Negotiates successful outcomes with stakeholders. Identifies the most relevant person in other organisations as a starting point for negotiation. 

Understands the culture and views of outside partners to 
agree solutions. 

 

 

Negative 
Indicators 

Gives views without any real belief. Cannot explain or justify decisions. 

Gives views without any logic or reasoning.  Ignores issues that should be challenged.   

Is not willing to compromise to achieve a solution that 
everyone accepts. 

Tries to force views on others without discussion. 

 



 

 

Does not focus on the important points of complex issues 
that will persuade others.   

Does not think through possible issues and objections that might be raised. 

Tries to get proposals approved without getting support 
beforehand.   

 

 

LEADERSHIP Maximising Potential   

 Actively encourages and supports the development of people.  Motivates others to achieve organisational goals.  Puts systems and strategies in place that develop people at all 
levels.  Creates an environment where people are motivated to achieve results.   

 

Positive 
Indicators 

Encourages others to develop their leadership skills, 
giving guidance and support. 

Makes sure that all the right people at the right levels are given management opportunities 

Introduces systems and structures that support decision 
making at the most appropriate level. 

Uses training and development in a focused way to improve the organisations capability.  

Encourages managers and senior officesr to be effective 
role models, coaches and mentors. 

Creates an environment where people can learn from their own mistakes.    

Sets an example to others by showing they are 
committed to maintaining and developing own skills. 

Promotes a culture of recognising and rewarding effort.  

Shows determination to succeed as a way of motivating 
others.   

 

 

Negative 
Indicators 

Does not help staff learn by sharing knowledge with them. Gives the impression of being too busy to be available for staff.   

Does not review staff’s work or progress.   Tends to do all the jobs themselves, rather than using them to develop staff.   

Does not encourage staff to see the development 
opportunities in everyday activities. 

Shows little interest in teaching or coaching others.   

Does not try to find our why someone may not be 
performing.   

Gives unhelpful criticism, and does not use praise to motivate people.  

Gives negative feedback instead of focusing on ways to 
improve. 

Creates a climate of blame when mistakes are made.   

 

WORKING 
WITH OTHERS  

Respect for diversity  

Considers and shows respect for the opinions, circumstances and feelings of others regardless of their positions, background, circumstances, status or appearance.  Shows 
respect and understanding for people and their situation.  Treats others with dignity and respect at all times.    

 



 

 

Positive 
Indicators 

Champions equality and diversity in all aspects of their 
work. 

Gives people advice and support in times of difficulty and distress. 

Recognises and deals with the welfare needs of people 
who are facing difficulties. 

Helps people overcome personal or emotional barriers. 

Follows and promotes the organisations standards of 
behaviour and conduct.   

Negotiates and sets clear rules of confidentiality.  

Creates an appropriate environment for discussing 
difficult issues.   

Does not force own opinion or beliefs on others.   

 

Negative 
Indicators 

Does not consider other peoples feelings. Shows bias and prejudice when dealing with people.   

Makes situations worse with inappropriate remarks, 
languages or behaviour.   

Criticises people without considering their feelings and motivation. 

Is dismissive or impatient with people. Is thoughtless or tactless in dealing with people.   

Does not respect confidentiality. Unnecessarily emphasises power and control in situations where this is not appropriate.   

Uses humour inappropriately.    

 

WORKING 
WITH OTHERS  

Team Working  

Develops strong working relationships inside and outside the team to achieve common goals.  Breaks down barriers and involves others in discussions and decisions.  Creates 
working partnerships inside and outside the organisation.  Develops links with outside stakeholders to get different views.  Develops strategies to help people work together to 
achieve organisational goals. 

 

Positive 
Indicators 

Promotes consultation and partnership with stakeholders 
and other organisations.  

Develops relations with outside agencies to achieve organisational goals. 

Tries to get stakeholders to agree on emotive or complex 
issues. 

Maintains and draws on a network of contacts in influential or specialist positions.  

Combines the activities of different departments and 
divisions to make sure they work together.  

Shares information and power with other people, making sure they have all they need to know.   

Makes sure hierarchy does not affect how effective the 
organisation is. 

Identifies the main causes of low morale or conflict and finds way of dealing with them.   

 

Negative 
Indicators 

Does not volunteer to help other team members. Is only interested in taking part in high-profile and interesting activities. 

Takes credit for successes without recognising the 
contribution of others.  

Works to own agenda rather than contributing to team performance.    



 

 

Allows small exclusive groups of people to develop. Plays one person off against another.  

Restricts and controls what information is shared.   Does not let people say what they think. 

Does not offer advice or get advice from others. Does not discourage conflict within the organisation.  

 

WORKING 
WITH OTHERS  

Effective Communication   

Communicates effectively, both verbally and in writing.  Uses listening and questioning techniques to make sure that they and others understand what is going on and can 
effectively transfer ideas and information.  Explains complex issues, making them easy to understand.  Makes sure that important messages are being communicated and 
understood throughout the organisation.    

 

Positive 
Indicators 

Makes sure that people get important messages and 
receive decisions accurately.   

Delivers effective presentations to a wide variety of audiences. 

Uses appropriate visual aids and techniques to get the 
message across and help understanding.   

Explains complex issues simply and puts them into complex for others.   

Considers how different audiences will interpret 
information.  

Communicates in a way that is meaningful to everyone.   

Checks how effective communication is to the target 
audience. 

Takes every opportunity to reinforce important messages.   

 

Negative 
Indicators 

Is hesitant, nervous and uncertain when speaking. Speaks without first thinking through what to say.  

Uses inappropriate language or jargon. Speaks in a rambling way.   

Does not consider the target audience.  Avoids answering difficult questions. 

Writes in an unstructured way.  Uses poor spelling, 
punctuation or grammar.  

Assumes others understand what has been said without actually checking.   

Does not listen, and interrupts at inappropriate times. Does not give full information without being questioned.   

 

WORKING 
WITH OTHERS  

Resilience   

Shows resilience, even in difficult circumstances.  Prepared to make difficult decisions and has the confidence to see them through.  Shows reliability.  Remains calm and 
confident, and responds logically and decisively in difficult situations.  Able to monitor one's own and other's feelings and emotions, to discriminate among them, and to use this 
information to guide one's thinking and action.   

 

Positive 
Indicators 

Responds to challenges rationally, avoiding inappropriate 
emotions. 

Deals with difficult emotional issues and then moves on. 



 

 

Manages conflicting pressures and tensions.   Maintains professional ethics when confronted with pressure from others.   

Copes with ambiguity and deals with uncertainty and 
frustration.   

Resists pressure to make quick decisions where full consideration is needed.   

Accepts that this is part of the job to make difficult 
decisions.   

Remains focused and in control of situations. 

Makes and carries through decisions, even if they are 
unpopular, difficult or controversial.   

Stands firmly by a position when it is right to do so. 

 

Negative 
Indicators 

Gets easily upset, frustrated or annoyed and takes this 
out on others.   

Panics or becomes agitated when problems arise.  

Walks away from confrontation when it would be more 
appropriate to get involved.   

Needs constant reassurance, support and supervision.  

Gets too emotionally involved in situations. Reacts inappropriately when faced with rude or abusive people.   

Deals with situations aggressively.  May use 
inappropriate physical force.   

Complains and whinges about problems rather than dealing with them.  

Gives inappropriately when under pressure. Worried about making mistakes and avoids difficult situations wherever possible.   

 

ACHIEVING 
RESULTS   

Community and Customer Focus    

Focuses on the customer and provides high quality service that is tailored to meet their individual needs.  Understands the community that is serviced and shows an active 
commitment to serving a diverse society.  Maintains a broad understanding of social trends and identifies what effect they will have on the organisation.  Creates processes that 
make sure stakeholders’ and customers’ views and needs are clearly identified and responded to.   

 

Positive 
Indicators 

Focusing resources on meeting the needs of the 
community.  

Makes sure objectives are agreed in partnership with stakeholders.  

Understands the complexity of delivering services to a 
diverse community.  

Strives to deliver minimum standards and narrow the gap for the citizens of Knowsley.  

Makes sure that the views and needs of stakeholders and 
customers are clearly identified.   

Is sensitive to the needs and interests of other organisations when working with them.   

Makes sure that services relate to people of all ages, 
backgrounds and views.   

Sets up structures and processes that encourage effective working relationships with partners.   

Explains to stakeholders and residents why and how 
resources are being deployed in the organisation.  

Monitors service deliver to make sure customer’s needs are met.   

 

Negative Is not customer focused – does not consider individual Does not tell customers what is going on.   



 

 

Indicators needs.   

Presents an unprofessional image to customers.  Only sees a situation from their own view, not from the customers view. 

Does not respond to the needs of the local community. Focuses on organisational issues rather than customer needs.   

Is unsympathetic to the differences in social and cultural 
customs and beliefs.   

Shows little consideration for diversity.   

 

ACHIEVING 
RESULTS   

Managing and using resources  

Plans, organises and supervises activities to make sure financial, technological, physical and human resources are used efficiently and effectively to achieve organisational 
goals.  Uses effective project and programme management across a range of activities that may be complex.  Monitors progress towards strategic objectives.     

 

Positive 
Indicators 

Turns overall strategy into specific objectives for the 
organisation. 

Sets demanding standards of performance and introduces standards of quality.   

Sets timescales to achieve objectives. Introduces systems that make sure it is clear who is responsible for what. 

Effectively manages several complex activities at the 
same time. 

Adjusts strategies and plans to deal with the needs of stakeholders.   

Sets up systems to monitor organisational performance 
and improvement.   

Challenges actions that are not in line with efficient and effective performance.   

Co-ordinates activities to ensure value for money.   Maintains a performance culture in which activity is continuously reviewed.   

 

Negative 
Indicators 

Takes an unsystematic approach to tasks.  Deals with 
tasks as they arrive, without considering priorities.   

Waits until problems arise.    

Does not differentiate between the levels of importance of 
tasks. 

Does not check or spot mistakes and inconsistencies. 

Leaves roles and responsibilities unclear.   Consistently fails to meet deadlines due to poor planning.   

Tries to achieve everything personally.   Takes inappropriate short cuts.   

Takes a fixed approach – does not monitor and reassess 
plans. 

Does not consider costs when planning activities.   

 

ACHIEVING 
RESULTS   

Personal Responsibility     

Takes personal responsibility for making things happen and achieving results.   Displays motivation, commitment, perseverance and conscientiousness.  Acts with a high degree 
of integrity.  Readily accepts responsibility for self and others.  Takes responsibility for managing situations and problems.  Leads by example, showing a commitment and 
determination to success.  Continues to learn and develop. 

 



 

 

 

Conditions of Service 
 

Post 
 

Head of Education (Children Looked After) 

Employment status  Fixed Term for 2 Years / Secondment. 
 

Grade 
 

PMG 3 / SCP 358 – SCP 361 

General 
 

The conditions in the National Joint Council for Local 
Authority Services (Green Book) will apply. 
 

Hours of work 
 

36 hours per week 

Salary 
 

£56,465 - £61,529 per annum 

Basic annual leave 208.8  hours, eqauting to 29 days per annum 
 

Medical 
 
 

The successful applicant will be required to complete a 
medical questionnaire and may also be required to undergo 
a medical examination. 
 

Training 
 

The Council is a recognised ‘Investor in People’ and 
encourages training and development for all employees. 
 

Pension 
 

You will automatically be entered into the Local Government 
Pension Scheme and will pay the relevant contributions with 
immediate effect.  If, however, you wish to opt out of the 
scheme, you may do so by downloading an ‘opt out’ form 
from www.mpfmembers.org.uk/ae or by contacting 
Merseyside Pension Fund on telephone number 0151 242 
1397.  If you opt out of the scheme, you will be automatically 
enrolled back into the scheme after 12 months if you meet 
the automatic enrolment criteria. 
 

Childcare vouchers 
 
 
 

The Council is in partnership with a childcare voucher 
provider which offers employees a salary sacrifice scheme. 
Further details are available from Human Resources 
Division. 
 

Car status 
 
Politically restricted 
post 
 

Casual  
 
This post is considered to be politically sensitive and falls 
under the terms and conditions of Politically Restricted 
Posts 
 

http://www.mpfmembers.org.uk/ae


 

 

  
Disclosure  The post is subject to a Disclosure & Barring Service check.  

You must ensure that you complete Section 8 of the 
application form. If you fail to do so your application will not 
be considered.  Having a criminal record will not necessarily 
prevent you from being appointed to the post.  

 



 

 

 
Pension contribution rates 

 
The table below sets out the contribution bands which will be effective from 1 April 
2017. These are based on the pay bands for 2017/18, with the result rounded down 
to the nearest £100. 
 

 

Pay Bands from 1 April 

2017 

 

 
  
 
 
 
 
 
 
 
 
 
 

 
The pay ranges in the Contribution rate column of the table is increased on the 1st 
of April each year by applying the rate of pension increase applied to public sector 
pensions on the 1st of April that year and rounded down to the nearest £100.  
  
If an active member has a permanent material change to his or her terms and 
conditions of employment which affects his or her pensionable pay, the employer 
may determine a different contribution rate to reflect that new annual pensionable 
pay. This can be either an increase or a decrease. 
 
 
 
 

 
Earnings Band Range  

Contribution 

rate 

1 £0 to £13,700 5.5% 

2 £13,701 to £21,400 5.8% 

3 £21,401 to £34,700 6.5% 

4 £34,701 to £43,900 6.8% 

5 £43,901 to £61,300 8.5% 

6 £61,301 to £86,800 9.9% 

7 £86,801  to £102,200 10.5% 

8 £102,201 to £153,300 11.4% 

9 More than £153,300 12.5% 



 

 

Exempted posts – Disclosure & Barring Service (DBS) disclosure 

 
Knowsley Metropolitan Borough Council aims to promote equality of opportunity for 
all with the right mix of talent, skills and potential.  We welcome applications from 
diverse candidates.  
 
Certain posts are subject to a Disclosure & Barring Service check due to the nature 
of the work being undertaken.  All candidates who are successful at interview for one 
of these posts will be asked to complete an application form for a ‘disclosure’ check 
by the Disclosure & Barring Service before the appointment is confirmed. 
 
Whilst the council supports the rehabilitation of ex-offenders, it is obliged in the 
recruitment of all employees to use an Exemption Order of the Rehabilitation of 
Offenders Act 1974 in order to ensure safe recruitment to posts where working with 
children, vulnerable adults or other positions of trust are involved.  If you apply for a 
post that is subject to a disclosure, you will be advised in the recruitment job pack.  
 
Having a conviction or a record of some type of unacceptable behaviour would not 
necessarily bar you from being appointed to the post as any decision to employ will 
be considered on the individual circumstances of each case. 
 
If you are in doubt about what you should declare, you can ask advice from a 
member of the Human Resources Division 0151 443 3434.           
          
Further information about the Disclosure & Barring Service, including how information 
is assessed in line with the Rehabilitation of Offenders Act 1974 can be found on 
their website:  www.crb.gov.uk 
 

Safeguarding 

Where the post involves working with children, in addition to a candidate’s ability to 
perform the duties of the post, the interview will also explore issues relating to 
safeguarding and promoting the welfare of children, including: 

 Motivation to work with children and young people 

 Ability to form and maintain appropriate relationships and personal boundaries 
with children and young people 

 Emotional resilience in working with challenging behaviours 

 Attitudes to use of authority and maintaining discipline 
 

 

 

 

 

 

 

http://www.crb.gov.uk/


 

 

Equality and Diversity sub groups 

Knowsley Council has six established sub groups to support the equality and 
diversity agenda, details below. 

The groups are supported by the Community Cohesion Manager, Paul Peng who can 
be contacted on 443 3073. 

Knowsley Black and Minority Workers’ Group (KBMWG) 
The group's vision is to 'promote respect and value diverse cultures within Knowsley', 
and they are committed to challenging all forms of discrimination, racial harassment 
and bullying to promote race equality in employment and in the delivery of services. 
Through development days, members of the KBMWG have established and 
discussed terms of reference and decided on ways to be involved with the council 
corporately. 

Disability workers' group  
This group meet to discuss issues surrounding disability within Knowsley. The 
council recognises that people are disabled by society and not their impairment.  

The group advises on all policy and procedure. They also provide a networking 
opportunity across the groups to discuss common issues and link with similar 
employee forums in other local authorities. 

Knowsley  Carers Forum  
The group provides drop-in sessions for people who are carers.  More and more of 
our workforce are juggling work and caring for someone they love. This can be a 
difficult time. The group aims to offer information and support. 

Knowsley Lesbian, Gay, Bisexual and Transgender Forum 
The group aims to promote the council positively as an employer which is supportive 
of the LGBT workforce, as well as promoting LGBT within the larger community. 

It acts as a consultation forum on new and existing policies and strategies and 
participates within equality impact assessment processes with the view to improving 
and influencing change.  Through the group there is a robust and systematic process 
for exchanging ideas, problem solving and information sharing, this then raises 
awareness and reduces discrimination within the workplace. 

Knowsley Multi-Faith and Belief Group 
The group is a welcoming and caring community of people who value faith and belief 
in the workplace, and meet to explore and express these values and provide 
opportunities for others to do so. 
 
Our aims are to: 

 Celebrate and increase the appreciation of faith and belief in the workplace.  

 offer support and community to colleagues who have a personal faith or who 
are seeking to explore their beliefs. 

 challenge prejudice and inappropriate behaviour in relation to faith and belief 
in the workplace, where necessary. 



 

 

Women's operational workers’ group 
The group's primary focus is the consideration of women’s  equality issues relative to 
every aspect of employment and service delivery.  As with the other groups, there will 
be representation at the Equality Directorate Implementation Group which then feeds 
into the Corporate Equality and Diversity Strategy Group meetings. The advice and 
guidance which this forum is anticipated to contribute will be a valuable asset to the 
Equality and Diversity agenda of Knowsley Council, particularly as women make up 
63.9% of the total workforce. 

Equality and diversity information is available to view on 
http://www.knowsley.gov.uk/your-council/policies,-plans-and-
strategies/people/equality--diversity.aspx  
 

 

http://www.knowsley.gov.uk/your-council/policies,-plans-and-strategies/people/equality--diversity.aspx
http://www.knowsley.gov.uk/your-council/policies,-plans-and-strategies/people/equality--diversity.aspx

