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Welcome from the Chair of the Board of Trustees 
 

We are delighted that you are interested in applying for a position at Northampton Primary Trust (NPAT). 

 
Northampton Primary Academy Trust (NPAT) is a growing Trust of fourteen great primary schools. With 

responsibility for over 4500 children across Northamptonshire and into Milton Keynes, NPAT is driven by a 

vision for educational excellence, high aspiration and achievement, and a commitment to a rich and rigorous 

curriculum which includes sport and the arts. 

NPAT schools share our common vision and are committed to agreed principles whilst retaining the agency 

to innovate and develop their own identity and character. 

 
Joining our Trust will mean that you will benefit from excellent opportunities to learn and further your 
career, through strong collaboration and good career progression opportunities across our school network, 

and you will have great fun along the way. 

 
We are on an amazing journey and we would be delighted to welcome you on board to be an integral part of 

it. 

 
Thank you 

 
 
 
 
 

Jeremy Stockdale 

Chair of the Board of Trustees 
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Dear Applicant 

‘Achieving Extraordinary Things’ 

Thank you for your interest in furthering your career at Northampton Primary Academy Trust. 

NPAT is committed to providing the most innovative, creative and inclusive education possible. We pride 

ourselves on high expectations and outcomes for our children through a curriculum which is aimed at 

nurturing the whole child academically and personally. At the heart of our work is the desire for every child, 

regardless of their background or educational need, to reach their potential so that they can move on to the 

next phase of their education successfully. 

We are committed to the personal and professional development of our staff offering innovative, 

collaborative and evidence-based approaches to training and development in priority areas to support our 

Trust vision and strategies. 

NPAT always aims to be at the forefront of the latest educational thinking and research, including our 

current work on curriculum development which will provide clarity to teachers about wider curriculum 

content so that their valuable time can be spent concentrating on delivery and personalising this to meet the 

needs of their learners. We aim to work with the very best educational researchers and give our staff every 

opportunity to hear the latest research evidence tied into our education strategy and priorities. 

We hope that you will join us on our journey. 

Yours faithfully, 

 
 
 

Julia Kedwards, OBE 

NPAT Chief Executive Officer 
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Northampton Primary Academy Trust (NPAT) 
NPAT was formed in 2012 by a group of five Northampton Schools who believed that by working together, they could 

achieve something truly special for children across Northamptonshire. NPAT is now a collaboration of the following 

fourteen schools: 

Abington Vale Primary School 

Blackthorn Primary School 

East Hunsbury Primary School 

Ecton Brook Primary School 

Headlands Primary School 

` 

Langland Community School 

Lings Primary School 

Park Junior School 

Rectory Farm Primary School 

Simon de Senlis Primary School 

Stanton Cross Primary School 

Thorplands Primary School 

Upton Meadows Primary School 

Weston Favell CEVA Primary School 
 

 

NPAT Values 
We have clear values and beliefs that guide us in how we act and in decisions that we make. We are driven 

by the determination to ensure that our schools sit at the heart of their local communities and are drivers for 

educational excellence for all. Our moral purpose is rooted in high aspiration and ambition for all children, 

including those who face the greatest disadvantage in our most deprived communities and children with 

Special Educational Needs and Disability. We are responsible for developing future citizens who have a voice 

that is heard, and who understand their place and responsibility in society. 

We ensure that we use evidence-based research to inform our educational priorities. We recognise the 

importance of both high academic achievement and the development of the whole child through a wide 
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range of opportunities with external partners, including the Royal Shakespeare Company and National 

Gallery. 

We know that there is greater potential for realising our vision through working together as a family of 

schools providing support, collaboration and challenge. We are ‘one school with many doors.’ Our collective 

strength is epitomised through a shared focus on ensuring great teaching and curriculum, focusing on the 

most efficient use of resources in order to provide maximum value for money. Although our schools retain 

their own individual, unique character our strength is built on synergy - the belief that we can achieve more 

collectively than alone. 

Our leaders are driven by the Nolan Principles of selflessness, integrity, objectivity, accountability, 

openness, honesty and leadership. 

 
 

NPAT Staff Pledge 
We aim to appoint and retain the highest caliber of staff at all levels. We work hard to ensure that our staff 

have every opportunity to develop as professionals throughout their career. 

We are committed to developing the best working practices for our staff and ensure that staff working 

conditions, workload and well-being are at the heart of our thinking. 

Our NPAT Staff Pledge shows our ongoing commitment to our workforce and we try to ensure that anyone 

working in an NPAT schools can expect: 

• A fair and reasonable workload. 

• High quality training and CPD opportunities that meet the needs of individual members. 

• A fair pay and reward package at least equal to the national agreement for teachers, and the Local 

Authority pay scale for support staff. 

• Support and incentive to ensure positive well-being. 

• Higher priority placement in the school that you work at for the admission of staff children. 

 

How to Apply 
To apply for this position, please complete the attached Trust Application Form and submit, together with a 

letter of application of no more than two sides of A4 supporting your application, including details of 

preferred working hours/arrangements. 

Please return by email to: recruitment@npatschools.org with a subject header of ‘Application for Trust 

Human Resources Manager position’. 

Closing date: Applications no later than Monday 5th June 2023 

Interviews: Thursday 8th June / Friday 9th June 2023 

mailto:recruitment@npatschools.org
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TRUST HUMAN RESOURCES MANAGER 
37 Hours per week * – 40 weeks per year (term-time plus two weeks) 

Pay Scale: £33,820 - £42,503 (J/K -27-36) FTE - depending upon experience 

*Part-time hours considered 
 

Job Description 
To lead the human resources function for the Trust and take responsibility for the operational delivery of HR 

(Human Resources) activities; providing clear and consistent guidance, professional support, and advice. 

 
To strategically support the wellbeing of the workforce, focusing on the lifecycle of the employee and to 

strengthen the Trust to be an employer of choice. 

 
To work collaboratively as part of the Central Team to help drive organisational improvement, and to support 
human resource and workforce planning activity across the Trust. 

 
Main / Core Duties: 

• Monitor and assess all human resource activities undertaken and completed at school level, ensuring 

consistency, understanding, and training need issues are identified. 

• To provide professional human resource/workforce management advice and work with executive 

and senior leaders to move forward ‘people issues’ within the Trust and at schools. 

• Manage and advise on complex employee relations cases (with support from our external HR 

provider), up to and including dismissal (e.g., disciplinary, grievance, absence, capability). To provide 

practical support to the CEO and COO on all employee cases progressing to Employment Tribunal. 

• Ensure effective recruitment and selection strategies and procedures are implemented across the 

Trust. Provide enhanced support for key appointments throughout the Trust. 

• Support and advise on restructures including TUPE (in/out). 

• To assist in the conversion process of new schools joining the Trust. 

• Develop relevant processes to on-board and embed new schools joining the Trust to ensure a 

seamless transition (including due diligence and TUPE consultation). 

• Work as part of the Central Team, taking the lead on relevant human resource and workforce 

planning activities, e.g., ‘project’ work, policy development, developing and delivering training and 

supporting appeals and/or investigations. 

• Proactively identify reoccurring issues and/or trends and work with CEO/COO and other senior 

leaders to address them e.g., staff absence, sickness, and turnover. 

• Provide regular data and reports for CEO, COO and Trustees, against agreed KPIs. 
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Central Trust Team 

• Be responsible for all HR matters relating to all Trust Central Team staff, including payroll, annual leave 
monitoring etc. Maintain confidential staff records. 

• Be responsible for all aspects of the recruitment process for the Trust Central Team staff including 
advertising, recruitment, selection and interviewing, following Safer Recruitment guidelines. 

• Support with the HR casework, including staff absence, across the Trust group of schools, as directed 
by the COO. 

• Ensure that the Single Central record for the Trust Central Team is compliant and available for internal 
or external inspection at any time. 

 

 
Service Provision 

• Liaising between Trust and schools to provide and harmonize human resource and workforce 

management issues and provide or source appropriate training, advice and guidance on specific issues 

and topics. 

• To contribute to the development of a harmonized pay structure across the Trust. 

• Ensure all human resource and workforce policies and procedure are in place, reviewed and updated 

on a cyclical basis or as and when organisational/legislative changes dictate a redraft. 

• Oversee the accurate maintenance of the Single Central Records at each school, to ensure that the 

documents are accurate, well always presented and ‘inspection ready.’ Responsible for ensuring 

quality assurance audits of school based Single Central Records are carried out regularly. 

• Recording and reporting of all equal opportunity, gender pay and equality information. 

• Ensure all human resource data is accurately and consistently maintained and held in compliance with 

the Data Protection Act and GDPR (General Data Protection Regulations) guidance and in accordance 

with Document Retention Policy 

• Systematic tracking and monitoring of staff absence and special leave requests in close liaison with 

CEO/COO and senior leaders. 

• Ensuring annual leave for full year support staff and additional working weeks for term time only staff 

is monitored. 

• Oversee staff attendance review meetings, providing supporting and guidance to executive and senior 

leaders. 

• To accurately track all DBS (Disclosure and Barring Service) and professional accreditation renewals 

and to implement renewal process where necessary. 

• Proactively liaise with all schools to support the refinement and development of Trust policies and 

procedures. 

 

Payroll 

• To proactively manage the Trust’s relationship with third party payroll related services provider. 
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• To support an effective and efficient payroll and pensions service, covering all aspects of operational 

delivery ensuring staff are paid on time, in accordance with their contract of employment and in full 

compliance with statutory requirements and financial regulations. 

• To work with the COO to ensure appropriate liaison with the pension providers e.g., LGPS (Local 

Government Pension Scheme), Teachers Pensions. 

• To adhere to payroll policies and procedures, ensuring compliance with the relevant legislative 

requirement. 

 

Staffing Development: 

• To oversee the implementation of a high quality and value adding performance management process. 

• To implement an effective appraisal and performance management process for support staff. 

• To ensure VFM in the deployment of the Apprenticeship Levy. 

 
Recruitment / Deployment of Staff: 

• Responsibility for the ongoing development of an appropriate application pack for posts in 

collaboration with executive and senior leaders. 

• Developing a detailed induction and new starter package, in collaboration with executive and senior 

leaders. 

• Ensuring that new starters are fully inducted at Trust and school level. Where new staff join the Central 

Team, to ensure that all new starter process have been fully completed prior to commencement date 

e.g., email set up, passwords, IT (Information Technology) equipment. 

• To work with school leaders to ensure appropriate monitoring of probationary periods and ensure 

that reviews are undertaken, documentation is completed and returned. 

• To develop an affordable benefits package that will strengthen the Trust to be an employer of 

choice. 

 

Quality Assurance: 

• To keep knowledge up to date and current in relation to human resource management, recruitment, 

and compliance practices, ensuring that any new legislation is filtered to executive and senior leaders 

and implemented within schools. 

• To identify and highlight any breach of human resource policies and procedures. 

 
Management Information and Administration: 

• To lead the roll out and ongoing use of the Trust HR automated system both centrally and within the 

schools. 

• To maintain the confidentiality of all personal and financial information relating to the activities of the 

Trust and related parties. 
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Person Specification 
The role of Trust Human Resources Manager calls for an all-round professional with the necessary experience, 

skills and personal qualities to be able to operate as part of a small, close-knit central team. There is an 

excellent opportunity to play an important and active part in the direction of this forward-looking, successful 

and thriving Trust. 
 
 

KEY CRITERIA ESSENTIAL DESIRABLE 

Qualifications • CIPD Qualified Level 5 

• Full UK driving license and possess a vehicle to 

travel between academies. 

• HR Degree or related 
Discipline 

Experience • Relevant experience of working within an 
educational setting 

 
• An understanding of Teachers’ and Support Staff 

terms and conditions 
 
• Significant and on-going line management 

experience 

• Experience of 
working within the 
Schools sector 

• Demonstratable 
organisational 
change and 
restructure 
experience 

• Active and on- 
going involvement 
in payroll process 
and procedures 

Knowledge and 

Understanding 

• Full range of complex employee relations case 
work (grievance, disciplinary, health & absence 
management, performance management) 

 
• Advising managers on a breadth of people issues 

up to and including dismissal hearings 
 
• Handling significant change, including restructure, 

redundancy, and TUPE 
 

• High level of knowledge and understanding of 
policy, procedure, employment law and good 
practice in relation to education / schools HR 

• Working with 
Trade Unions 

 
• Knowledge and 

experience of job 
evaluation, grading 
and equal pay 
issues would be an 
advantage 
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• Ability to assess implications and articulate risk 

 

Skills, Abilities & 
Competencies 

• Proactive, able to see what needs to be done and 
to prioritise work accordingly 

 

• Strong analytical skills 
 
• High degree of IT literacy 
 

• Ability to build strong working relationships with 
HR and Non-HR colleague 

 
• Self-starter who can work with minimal 

supervision 
 
• Meticulous attention to detail 

 

Personal Qualities • Leadership and teamworking 
 

• Enthusiasm and personal drive 
 
• Initiative 
 
• Flexible and motivated 
 
• Management and organisational skills 
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Statement of Equality 

Northampton Primary Academy Trust is committed to promoting equality of opportunity for all staff and job 
applicants. We aim to create a supportive and inclusive working environment in which all individuals are able 
to make best use of their skills. Applications are invited from all members of the community. We do not 
discriminate against staff on the basis of age; race; sex; disability; sexual orientation; gender reassignment; 
marriage and civil partnership; pregnancy and maternity; religion, faith or belief (Equality Act 2010 protected 
characteristics). The principles of non-discrimination and equality of opportunity also apply to the way in which 
staff and governors treat visitors, volunteers, contractors and former staff members. 

 

Safeguarding 

Nothing is more important than keeping all our children safe, especially the most vulnerable. NPAT is fully 

committed to ensuring that children with SEND, those eligible for Pupil Premium funding and other vulnerable 

groups are able to achieve as highly as possible. Schools within the partnership will have the most rigorous 

and updated procedures and policies which help keep children in our care safe. We will ensure that all 

vulnerable groups of children achieve highly (when compared to their peers nationally) and will externally 

assure our safeguarding process and practice through bi-annual external safeguarding audits. 
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Recruitment Privacy Notice 
Policy Statement 

We are Northampton Primary Academy Trust. As part of your application to join us we will gather and use 

information relating to you. Information that we hold in relation to individuals is known as their “personal 

data”. This will include data that we obtain from you directly and data about you that we obtain from other 

people and organisations. We might also need to continue to hold an individual’s personal data for a period 

of time after the recruitment process, even if you are unsuccessful. Anything that we do with an individual’s 

personal data is known as “processing”. 

This document sets out what personal data we will gather and hold about individuals who apply for a 

position with us, why we process that data, who we share this information with, and your rights in relation 

to your personal data processed by us. 

What information do we process during your application process? 

We may collect, hold, share and otherwise use the following information about you during your application 

process. 

Up to and including shortlisting stage: 
 

• your name and contact details (i.e. address, home and mobile phone numbers, email address); 

 
• details of your qualifications, training, experience, duties, employment history (including job titles, 

salary, relevant dates and working hours), details of driving license (if relevant for role), 

membership of professional bodies and interests; 

 
• your racial or ethnic origin, sex and sexual orientation, religious or similar beliefs; 

 
• information regarding your criminal record; 

 
• details of your referees; 

 
• whether you are related to any member of our workforce; and 

 
• details of any support or assistance you may need to assist you at the interview because of a 

disability. 
 

Following shortlisting stage, and prior to making a final decision 
 

• information about your previous academic and/or employment history, including details of any 
conduct, grievance or performance issues, appraisals, time and attendance, from references 
obtained about you from previous employers and/or education providers; * 
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• confirmation of your academic and professional qualifications (including seeing a copy of 

certificates); * 

 
• information via the DBS process, regarding your criminal record, in criminal records certificates 

(CRCs) and enhanced criminal records certificates (ECRCs), whether you are barred from working 
in regulated activity; * 

 
• your nationality and immigration status and information from related documents, such as your 

passport or other identification and immigration information; * 

 
• medical check to indicate fitness to work; * 

 
• a copy of your driving license (or other appropriate documentation as listed on the Home Office 

list); * 

 
• if you are a teacher, we will check the National College of Teaching and Leadership (“NCTL”) or 

replacement organisation, Teachers Services about your teacher status, whether you are subject 
to a prohibition from teaching order and any other relevant checks (for example Section 128 
direction for management posts and EEA teacher sanctions); * and 

 
• equal opportunities’ monitoring data. 

 

You are required (by law or in order to enter into your contract of employment) to provide the categories of 

information marked (*) above to us to enable us to verify your right to work and suitability for the position. 

Without providing us with this information, or if the information is not satisfactory, then we will not be able 

to proceed with any offer of employment. 

If you are employed by us, the information we collect may be included on our Single Central Record. In this 

scenario, a further privacy notice in relation to data we collect, process, hold and share about you during 

your time with us, will be issued to you. 

Where do we get information from about during your application process? 

Depending on the position that you have applied for, we may collect this information from you, your 

referees (details of whom you will have provided), your education provider, any relevant professional body, 

the Disclosure and Barring Service (DBS), NCTL and the Home Office, during the recruitment process. 

Why do we use this information? 

We will process your personal data during your application process for the purpose of complying with legal 

obligations, carrying out tasks which are in the public interest, and taking steps with a view to entering into 

an employment contract with you. This includes: 

• to assess your suitability for the role you are applying for; 
 

• to take steps to enter into a contract with you; 
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• to check that you are eligible to work in the United Kingdom or that you are not prohibited from 

teaching; and 

 

• so that we are able to monitor applications for posts in the [Trust/Trust/School] to ensure that we 

are fulfilling our obligations under the public sector equality duty under the Equality Act 2010. 
 

How long will we hold information in relation to your application? 

We will hold information relating to your application only for as long as necessary. If you are successful, then 

how long we need to hold on to any information will depend on type of information. For further detail 

please see our Records Management Policy. 

If you are unsuccessful we will hold your personal data only for six months, after which time it is securely 

deleted. 

Who will we share information with about your application? 

We will not share information gathered during your application process with third parties, other than 

professional advisors such as legal as HR advisors. 

Rights in relation to your personal data 

All individuals have the right to request access to personal data that we hold about them. To make a request 

for access to their personal data, individuals should contact: 

NPAT Data Protection Officer – email: dpo@npatschools.org 
 

Please also refer to our Data Protection Policy for further details on making requests for access to personal 

data. 

Individuals also have the right, in certain circumstances, to: 
 

• Object to the processing of their personal data 
 

• Have inaccurate or incomplete personal data about them rectified 
 

• Restrict processing of their personal data 
 

• Object to the making of decisions about them taken by automated means 
 

• Have your data transferred to another organisation 
 

• Claim compensation for damage caused by a breach of their data protection rights 
 

If an individual wants to exercise any of these rights, then they should contact our Data Protection Officer. 

The law does not oblige the school to comply with all requests. If the school does not intend to comply with 

the request, then the individual will be notified of the reasons why in writing. 

mailto:dpo@npatschools.org
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Concerns 

If an individual has any concerns about how we are using their personal data, then we ask that they contact 

our Data Protection Officer in the first instance. However, an individual can contact the Information 

Commissioner’s Office should they consider this to be necessary, at https://ico.org.uk/concerns/. 

Contact 

If you would like to discuss anything in this privacy notice, please contact: Data Protection Officer – email: 

dpo@npatschools.org 

https://ico.org.uk/concerns/
https://ico.org.uk/concerns/
mailto:dpo@npatschools.org


 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 


