THE THE
HASTINGS ST LEONARDS
ACADEMY ACADEMY

VLE and Website Designer

Based between Hastings and St Leonards Academies (ref TSLA0Q09)

37 hours per week, 52 weeks per year, Single Status Grade 6 (points 14 —
16) £17,644 - £18,736pa

Closing date for receipt of applications  4pm
Thursday 6 October 2011

All applications to be returned to Peter O’Connor, Personnel
Officer, Darwell Close, St Leonards-on-Sea, East Sussex,
TN38 9JP or via email to p.oconnor@hasla.org.uk
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Job Summary

We require a confident and personable Virtual Learning Designer and administrator to help
create design and manage the FROG virtual learning environment.

Ideally you will have an awareness of Virtual Learning Environments and web design with
experience in providing technical support and be able to work under pressure alongside a
dedicated team. Any experience of PHP, Flash or Adobe Photoshop would be
advantageous, but is not essential. You will be required to design and administer our
FROG VLE, provide support to teachers and students alike, conduct internal training to
staff and ensure the platform is being used effectively across all departments.

An enhanced CRB disclosure will be required.

Closing date Thursday 6 October 2011 — 4pm

Completed application forms can be emailed to p.oconnor@hasla.org.uk .

Please send postal applications to:

Personnel Officer

The St Leonards Academy

Darwell Close, St Leonards-on-Sea, East Sussex, TN38 9JP

Any queries please contact Peter O’Connor, Personnel Officer on 01424 711925.
The Academies is committed to safeguarding and promoting the welfare of children and
young people and expects all staff and volunteers to share this commitment. Successful

applicants will need to undertake, or currently hold, a CRB enhanced clearance for this
authority.
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Department:
School:

Job Title:
Hours:

Grade:

Responsible to:

Main Purpose of the Job:

Main Functions

Hastings Academies Trust
Job Description

ICT
St Leonards Academy / Hastings Academy
VLE and Website Designer

Full time (37hours per week, 52 weeks per year)

Single Status Grade 6 (points 14-16)
actual salary depending on experience

Head of ICT

To help create, design and manage the FROG
virtual learning environment.

1. To develop the web sites and VLE to ensure that they are visually effective and easy to

access.

2. Liaise closely with the Leadership Team of Academies to effectively promote and develop
communication with all stakeholders
3. Develop and maintain the school’s intranet, Learning Platform ‘Frog’ and Website that will

provide an accurate and immediate source of information to all staff and students

4. Conduct presentations, internally and externally, to promote the Academies web site,
learning platform and intranet.
5. Testing the web sites and learning platform for functionality in different browsers and at

different resolutions.

6. Designing web pages and adapting teachers’ content for the learning platform and
distributing newsletters and other documents relating to the website and the learning

platform.

7. To travel across all sites within the Hastings Academies.
8. Undertake any other tasks commensurate with the grading of the post

This job description sets out the duties of the post at the time it was drawn up. The post holder

may be required from time to time to undertake other duties within the school as may be
reasonable expected, without changing the general character of the duties or the level of

responsibility entailed. This is a common occurrence and would not justify a reconsideration of the

grading of the post.
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Person Specification

Post Title: VLE and Website Designer
Location: St Leonards Academy and Hastings Academy

Grade: 6
Essential Criteria Desirable Criteria Method of
Assessment/
Source of
Information
Key Skills & » Ability to prioritise, plan and » Experience with web Application
Abilities organise work priorities database solutions form / Interview
< Ability to take responsibility » Knowledge of media
and work on own initiative software
with appropriate guidance * Knowledge of
e Ability to form good working Dreamweaver,
relationships with students, Photoshop, JavaScript
parents/carers and other and Flash
members of staff
e Ability to be discreet,
discerning and maintain
confidentiality; awareness of
data protection issues
« Good listening skills
» Good communication skills,
both oral and written
Education & » Good general education * An Art, Design or Application

Quialifications

including literacy and
numeracy skills

* Relevant qualifications in
core subjects

Media based further
education
gualification desirable

form / Interview

Knowledge » Knowledge of Adobe Flash « Good knowledge and | Application
or Coding languages such understanding of form / Interview
as PHP/ASP/ JQuery working practices in a
* Knowledge of current web- school or similar
design trends and environment
techniques » Good working
* A strong online portfolio knowledge of ICT
displaying user-centred and its application in
design a classroom setting
* Knowledge of Photoshop
Experience * Experience of creating a . Application
Virtual Learning form / Interview
Environment
« Designing web pages
Personal * Self motivated with drive, . Application
Attributes initiative and a high degree form / Interview

of pro-activity

¢ Commitment to working as
a positive and constructive
team member

«  Commitment to equal
opportunities
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A sense of humour with a
resilient and equable
temperament

Ability to demonstrate good
judgement , decision
making , integrity and a
confident manner

Other

* interest in education and
developing the life
chances of young
people would also be
highly desirable

Date (drawn up): 22 September 2011
Reference of Officer(s) drawing up person specifica

tions : PO
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Job application form Hastings Academies Trust

The Hastings Academies Trust is committed to tiegserding and promotion of the welfare of all
children, young people and vulnerable adults.

Please complete all this form in type or black amkl use only the same size paper (A4) as
continuation sheets. Guidance notes are includdoeagnd of this form.

Job details

Job title

Department

Location The Hastings Academy / The St Leonardsdansy

Closing date for application

Reference number

Work arrangements

(select as appropriate) Full ime[_] / part time_] / job sharg_]

If the post is full-time, would you be preparedctmsider working on a
job-share basis? (select as appropriate) Yes[ ] /Nol]

If job-share, please state preferred working areamgnts:

Personal details
Surname

First names
Title (select as appropriate) Nir] / Mrs[_]/ Miss[_]/ Ms[_]/ Other[ ]
Maiden name or previous names
Address

Email address

Correspondence Address (if different from above):

National Insurance number

Daytime telephone number
Mobile

Page 6 of 25



Home

Present employment

Job title

Name and address of employer (including County)

Date started current post

Date commenced with employer

Salary / wage / benefits

Notice required

Briefly describe your present job; its main purpasé your responsibilities:

Previous employment

Please list most recent first. Include permanedttamporary work, service with HM Forces,
voluntary work, work experience and previous se&witth Hastings Academies Trust.

Name & Address
(including County and nature of
business)

From/To
(exact dates)

Position and
Salary

Reason for
leaving
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Education and qualifications

From age 11 onwards, and please state whethdFjubir part (P) time

Name of School, College, University
etc

From/ To F/P

Subjects studied
(with grades and year taken)

Training

This includes government training schemes, apprestiips, short courses, projects and
secondments. Please also include trade/profesdrair@hg and give date of completion.

Course Title

Organisation

From/To

Membership of professional institutes

Please indicate whether membership is by examimatio

Institute

Level of membership

Year of Award

Page 8 of 25




Other Experience

Please describe all time spent since leaving ifméteducation. Full details should be given for any
period not accounted for by full-time employmerdueation and training. This would include e.g.
unemployment or voluntary work. Please state tificrmation in chronological order.

Experience From/To

Driving Licence
Only answer if a full driving licence is an essendil requirement of the job.

Do you hold a current Driving Licence?
(select as applicable) Yes[ ] / No[ ]

If YES, please state the type of licence you hold

Do you have any current endorsements?
(select as applicable) Yes[ ] / No[]

If YES, please specify:
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Why are you applying for this job? Refer to 'Guidance Notes' for job applicants

Please mention any specific skills or experiene theet the requirements of the job description
and person specification. These skills may have lgagned in relation to your current or previous
employment, education, training, domestic actigitieoluntary work or leisure interests. (Please
continue on a separate sheet if necessary).
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Declaration by Applicant

The Working Time Regulations 1998

Regulations on Working Time

The Working Time Regulations were introduced onCQstiober 1998 and working hours in the UK
are now governed by statute. Department workingtjmes and procedures are therefore organised
to comply with the following legal requirements.Mg&age hours are normally calculated over a 17
week period.)

* Average weekly working hours are limited to 48 hours

* Average daily night working hours are limited to 8 hours

* Minimum daily, weekly and in-work rest breaks requirements
e Minimum requirements for annual leave.

Department Policy and Procedures

The legislation was introduced as a health andysaieasure. Employers who do not comply with
the limits to working time will be committing a aminal offence. Working practices in the
department are therefore monitored to ensure #rarglly, working hours remain well within legal
limits.

Employers are required to take ‘all responsiblesteo ensure that the limits to working time are
not exceeded. This includes inquiring whether a@eis working elsewhere. All applicants are
therefore asked to declare all other employment.

This declaration will not prejudice your applicatio n
Please note:

» If you do have other job(s), your application will still be assessed on your suitability to
do the job you are applying for. At this stage, any other jobs you declare will be
ignored.

» If you are selected for interview the implications will be carefully discussed with you.
The department may consider it necessary to discuss the situation with your other
employer(s) but only with your permission.

» Depending on the overall situation and the outcome of discussions with you, the
department would have the following options:

* not to offer you the appointment

» offer the appointment on reduced hours

» offer the appointment providing the other work is relinquished (or the hours
reduced)

» offer the appointment and enter into an agreement with you to opt out of the weekly
working time limit.
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Employment which you intend to continue if successfully appointed to the post applied
for.

Please complete and sigither Section lor Section 2 below.
Your application cannot be processed if you do naeturn this form.

Please declarany other job, whether they are with the Hastings Acaigs Trust, local authorities,
public bodies or with private companies/employers.

Section 1 — No other employment

| confirm that | do not have any other employment.

Signature

Print Name
Date

If form has been completed electronically ]
please place an ‘X’ in this box in place of yogrsture>

Section 2 — Other Employment

All other employment that | have is detailed below:

Weekly hours must specify total regularly worketc{uding overtime)

Please use 24-hour clock

Job Title Weekly Hours | Start Time End Time
Signature

Print Name

Date

If form has been completed electronically ]
please place an ‘X’ in this box in place of yogrsiture>
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References

Please provide two references. One must be yosepter last employer (where applicable) and
the other, a second employer. If you have not bemployed previously, please provide an
academic and character reference.

A job offer will not be made without 2 references.
If you do not wish us to contact your referees ipiaointerview, please indicate as shown.

Note: We reserve the right to seek referencesyapaimt in the recruitment process and from any
previous employers listed in the ‘Previous Emplogthsection of this form.

Present/last employer

Name
Address
Tel No:
Occupation

Email Address

May we contact this referee prior to interviewAdseas applicable) Yds] / No[]

Second referee or course tutor (if applicable)

Name
Address
Tel No:

Occupation

Email Address

May we contact this referee prior to interviewAdseas applicable) Yds]/No[ ]

Warnings and Disciplinary Issues

Have you ever been dismissed or have you evenresiin the face of &
dismissal or warning? (select as applicable)

1S4

Yes[ |/ No[ ]

Have you ever been the subject of any allegatiomslation to the
safety and welfare of children, young people andinerable adults, Yes[ ]/ No[ ]
either substantiated or unsubstantiated?

If you have answered yes to the above questionnyast supply details on a separate sheet of
paper, place it in a sealed envelope marked cantfaleand attach it to your application form.

| have attached details requested Yes[ ]/ No[ ]

Please list any disciplinary offences or warningsou have received at any time, or state if not
applicable.

Reason for warning Date Name/address of employer
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Rehabilitation of Offenders Act 1974

You are required to declare any criminal convicsigimcluding bind over and cautions) which are
not “spent” in accordance with the RehabilitatidnQdfenders Act 1974. Some of our posts carry
exempt status under the provisions of the Act fbiclv you are required to declare any convictions
regardless of whether or not the time limit hapstal.

Please read the guidance notes before completingdfsection.

For posts that are exempt under the Rehabilitatiorof Offenders Act 1974

Have you ever been convicted of a criminal offence?
(select as applicable) Yes[ ]/ No[]

Are there any alleged offences outstanding aggms? Yeq |/No[ ]

For all other posts:

Do you have any criminal convictions which are yet “spent”? Yes |/ No[ ]

If YES to any of the above, please give detail®Wwebr, if you prefer, attach details in a sealed
envelope marked 'strictly confidential'. Failuredisclose, in accordance with the guidance, any
information relating to criminal convictions maysdualify your application or result in dismissal
without notice.

Declaration of Interests

You are required to declare any relationships B8ehior Officers or members or directors of the
Hastings Academies Trust as canvassing, whethectdr indirect, will invalidate your
application. (Please note Senior Officers are @efias CEO, Principal or Director of Resources.)

Are you a relative, partner or friend of anyone veliorently works for or is
a director of Hastings Academies Trust? Yes[]/No[ ]

If 'YES’, please give details (stating departmend gob title if quoting an employee):

Do you undertake any activities and/or responsiediin connection with
. S Yes[ ]/ No[ ]
management committees of voluntary organisations?

If YES, please give details:
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Declaration

| declare that the information given both on tipplecation form and the attached eq
opportunities monitoring form is true and corréainderstand that any false or misleac
information, or omissions afformation concerning canvassing or criminal catiens, may
disqualify my application or may render my ContrecEmployment, if | am appointed, liable
termination.

Signed:

Date

Print name

If form has been completed electronically ]
please place an ‘X’ in this box to indicate younsen ->

)
B Data Protection Act 1998

Hastings Academies Trusill only process the information you have providadhis form for the
purpose of recruitment and selection and, if yausarccessful in securing this position, for purg
relating to your employment.

Your details will be kept both electronicallnd in hard copy. We will not disclose this infornoat
about you to outside organisations or third panieless there is a legal requirement to do sogic
the prevention and detection of fra

How to return your form

Please send your completagplication fornto the postal or email address shown in you
application pack. If you are returning your application by post, [gle@&nsure you use the corr
postage for the size, weight and thickness of yowelope in line with the revised postinstem
introduced in August 2006.

In the interests of economy an acknowledgementbeilsent only if you supply a stamg
addressed envelope. We look forward to receiving wapplication forn
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CONFIDENTIAL: Equal Opportunities in Employment - Monitoring Form
This section will be removed for monitoring purpose before the selection process begins and
will not affect the consideration of your applicaton.

Everyone is unique owing to differences in age dgenethnic origin, religion, sexual orientation,
ability etc. The Hastings Academies Trust aimBdat these differences positively, recognising
that diversity creates a strong, flexible and c¢veatvorkforce.

The Hastings Academies Trust requires that allieppls are to be treated fairly, and selection for
appointment is to be based solely on a personlgyatai do the job.

The Hastings Academies Trust has a statutory @utpllect the information you provide on this
form and it will assist us in ensuring fairnessreatment in appointment decisions, as statistical
monitoring will show whether minority groups arargetreated equitably.

This information will not affect the consideratiohyour application.

Job applied for

Job No. or Ref (if applicable)

Location
How did you learn of this vacancy? Worthwhile wadmpaign
Other
Surname and initials
Age Date of Birth
Gender M ]/F[]
Ethnic Origin

This is the origin of your family rather than yauationality. For example, you could be British and
your ethnic (family) origins could be any of theesrlisted opposite, or a combination of them, or
something more specific.

Please identify your ethnic origin either by puften ‘x’ in ONE of the boxes below or by giving
your own description in the space provided.

a. White Traveller of Irish []
British [] Heritage

Irish [] Any other White []
Gypsy/Roma [ ] background
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b. Mixed

White and Black
Caribbean

Any other Black []

background

White and Black
African

d. Asian or Asian British

Indian

White and Asian

Any other mixed
background

I N

Pakistani

Bangladeshi

c. Black or Black British

If other, please
specify:

Any other Asian
background

EEEN

e. Other ethnic groups

Caribbean

Chinese

African

Any other ethnic
group

L]
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Disability Guidance

Where an applicant has a disability and they nfeeessential criteria of the post they are
automatically shortlisted for interview. This pidge action helps ensure people with disabilities g
their fair share of jobs.

The Equality Act 2010 says that a person is dishiblhey have a mental or physical impairment
or long term health condition which has a subsshatilverse effect on their ability to carry out
normal day-to-day activities.

If you consider yourself to be disabled pleaseiseknow. We would appreciate advice on any
assistance you may require or reasonable adjussmeniight arrange to enable you to attend or
participate in the interview, in compliance witletBquality Act 2010.

. . H 2
Do you con5|dger yourself to be disabled as setrotite Equality Act~ Yes[]/No[]
(select as applicable)

If YES, please describe your disability.

If you need any assistance to attend or particippetiee interview, please give details.

Religion
Please identify your religion by putting an ‘x’ @NE of the boxes below.

Christian [] Sikh []
Buddhist [] Other religion []
Hindu [] No religion []
Jewish [] Prefer not to say [ ]
Muslim []

Sexual Orientation
Please identify your sexual orientation by putt@mgx’ in ONE of the boxes below.

Bisexual [ ] straight

Gay man [] Other []
Gay woman / lesbian [ ] Prefer not to say [ ]
Heterosexual / [ ]

Military Status
Please identify your military status by putting‘anin the relevant box below, if required.

Territorial Army

Army Reservist
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a Data Protection Act 1998
Hastings Academies Trustill only process the information you have providadhis form for the

purpose of recruitment and selection and, if yoe smccessful in securing this position,
purposes relating to your employme

Your details will be kept both electronicallnd in hard copy. We will not disclose this informoat
about you to outside organisations or third pantieess there is a legal requirement to do sogrc
the prevention and detection of fra
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Guidance on your application

Your application form is an important part of oacruitment process — it is how we get to
know you and assess your ability to do the jobnHlbles us to decide whether or not to
shortlist you for interview and therefore playsi@hrole in the recruitment process.

We do not take into account any previous applicatior prior knowledge of you. We also do
not accept Curriculum Vitaes (CV’s) and ask alllaggmts to complete our application form.
This is in line with our Equal Opportunities Poliagd ensures that information about
candidates is presented in a standard format. X¢epéon to this is candidates with a
disability where a CV might be the most convenmethod of application. Applications

from disabled candidates will also be acceptedaillb, on cassette or on the Trust’s large
type application form.

How we shortlist

When we shortlist, we look at your experience,|skiknowledge, attainment and other
informationin line with the job description and person specitation. You will find copies
of these in your job pack.

The job description outlines the main responsibditand duties of the post, and a person
specification outlines the skills, abilities, exigeice and qualifications that you require to
fulfil these duties.

Please ensure you read the job description and pens specification before you begin to
complete the formso you have in mind the skills and knowledge veelaoking for.
Applicants who are disabled under the provisionthefEquality Act 2010 will be
automatically shortlisted provided they meet theeasial qualifications and experience
required by the post.

How to complete your application form

General hints

* Read the job description and person specification before you start

» Use black ink so we can clearly photocopy forms for shortlisting and interviewing

» Complete all sections of the form as fully as possible

* Clearly label and number any continuation sheets with your name and the post
you are applying for and list the number of attachments on the main application
form. This allows us to check we have all the information you want us to have
before we shortlist.

» Keep a copy of the application form for your own records.

‘Why are you applying for this job?’

* This is the most important part of the form and is your opportunity to show us
how you meet the person specification and job description i.e. how your skills,
knowledge and experience match those we require and how they will enable you
to successfully do the job.
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» Use the criteria in the person specification as headings and give examples of
your experience and skills under each heading.

* You can use skills you have gained from community and voluntary work, leisure
interests and your home life, as well as those from your past and present
employment.

* Use clearly labelled continuation pages if required.

* Check you have demonstrated how you meet all the essential requirements on
the person specification. The shortlisting panel cannot guess or make
assumptions about your work experience.

 Remember that we use the job description and person specification to shortlist —
if you do not therefore clearly demonstrate how you meet the essential criteria in
the person specification — it is unlikely that you will be shortlisted to interview.

References (Page 7)

We will contact your references prior to interviemess you have ticked the boxes on the
application form indicating not to. References wibt be used as part of the interview
process, but will be taken into account if you @ffered the post. We must receive two
satisfactory references about you before we candtly offer you the post.

Rehabilitation of Offenders

The Trust requires all applicants to disclose criminal convictions. Some posts
require information relating to both "spent” and "unspent” convictions whereas other
posts require "unspent” information only. Applicants who have been shortlisted for
posts involving regular contact with children or vulnerable adults will be required to
apply for either a standard or enhanced disclosure from the Criminal Records
Bureau. See the enclosed "Rehabilitation of Offenders Act 1974 Guidance Notes"
(below).

Declaration of Interests

Direct or indirect canvassing of members, directors or Senior Officers by, or on
behalf of yourself is forbidden. If you are related to a member, director or Senior
Officer record the details in a sealed envelope and mark it "Confidential - For the
attention of the Personnel Officer".

Equal Opportunities in Employment Monitoring Form

The Trust aims to ensure that unfair discrimination does not occur in recruitment and
in order to help the Trust monitor the effectiveness of this Policy (and for no other
reason) an Equal Opportunities in Employment Monitoring Form is attached to the
Application Form. Completion of this will help us to ensure that we provide the
highest standard of service to job applicants.

Disability Guidance

The Equality Act 2010 states that “a person has a disability for the purposes of this
Act if he has a physical or mental impairment which has a substantial and long-term
adverse effect on his ability to carry out normal day-to-day activities”.

What do I do now?
Once your application form is completed and youhengpy that you have provided all the
information we require to shortlist, please sendryapplication to the address shown on the
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application form. Please enclose a stamped, sdifeaded envelope or postcard if you would
like receipt of your application form to be acknedtjed.

Other important information...

Data Protection Statement

Under the Data Protection Act 1998, the informatron provide in your job application
form will be treated confidentially at all timesdawill only be disclosed to personnel
involved in the recruitment process. Recruitmermigiens will be made by a staff panel and
not solely on the basis of automated decision ntakfryou accept a post with the Hastings
Academies Trust, your personal information willlesd for purposes relating to your
Contract of Employment.

Security safeguards apply to both manual and coenigetd information, and only relevant
personnel and managerial staff can access younuaton. If your application is
unsuccessful, your application form and any othtarmation we hold about you will usually
be destroyed after six months. Personal informétomll applicants may be retained for
monitoring and future recruitment purposes.

Evidence of Qualifications

If invited to interview, you will be required to@vide evidence to prove that you hold the
qualifications, which are relevant to the appoimtiméf the post requires you to travel on
official business you will be required to produaaiydrivers licence and certificate of
insurance to your manager for inspection upon aypant.

Health Statement

Where an appointment is offered, you may be reduwecomplete a health questionnaire
which must be cleared by East Sussex County Cosii@icupational Health Adviser prior
to taking up your post. You may also be requiredaee a medical examination or give
permission for the Occupational Health Adviseraatact your GP for a report. Staff moving
internally will be required to complete a healtregtionnaire if the new post is significantly
different.

Asylum and Immigration Act 1996

It is a criminal offence to employ persons whosenigration status prevents them from
working in this country. The Act does not affectizegns of the UK, Ireland, European
Economic Area and the Commonwealth, provided thasetthe right to abode in the UK.

You will be required, if appointed, to provide esitte that you are entitled to work in this
country. Official confirmation of your national msance number on a P45, P60, plastic NI
number card, former payslip or a letter from thiarid Revenue or other Government
Department can be provided; alternatively, a lisiezeptable documents is available on
request.

Applications to Job Share

If you are applying on a job share basis, pleageate this on the application form, and as
far as possible, the working sessions that you @vptéfer. This enables us to match you with
other job share applicants who have indicated cemehtary working sessions. Please

Page 22 of 25



remember that the more you restrict the workingises available to you, the more difficult
it will be for us to find you a partner. Therefotg; and be as flexible as possible.

Interview Expenses

The Hastings Academies Trust does not normallyip@yview expenses. We do, however,
recognise that there may be occasions when caedidaquire assistance. Please contact the
Personnel Section if you require such assistareferdincurring any expense.

The Rehabilitation of Offenders Act (1974): Guidance Notes
Please read these guidance notes carefully befor@wapleting the section on the
Rehabilitation of Offenders Act 1974 on the Applicaon Form.

Disclosure of Criminal Convictions

Under this Act you are required to disclose det@ilgrevious convictions, until a certain
length of time passes and the convictions becompents.

Under the above Act you do not need to provideildegi@dout either minor motoring offences
or previous convictions once they become “speiitiis includes the date you sign the
application form.

Please note the following when considering whetheonviction is spent:-

I. “spent” periods are halved if the conviction tod&age when you were aged 17 or less;

il. a sentence of longer than 2% years in prison willen become “spent”;

ii. a sentence of preventive detention and a sentdrimtention during Her Majesty’s
pleasure is never “spent”; or

Iv. it is immaterial for the process of calculatingspént” conviction whether the
sentence is suspended or not.

The information you provide will be treated stiyctionfidentially. Having a conviction will
not necessarily bar you from employment. This d@pend on the circumstances and
background to the offence(s) which will be taketo iaccount when considering how suitable
you are for the type of work involved, should yayplication be successful.

Failure to disclose any “unspent” convictions magult in the offer of employment being
withdrawn. If already appointed, you could be d&sead without notice.

Please see the list below which details the rehatdin periods for criminal convictions.

Criminal Convictions and Time Periods before Becoming “Spent”
Sentence Become spent after

For a sentence of imprisonment or youth custodgedting six months 10 years
but not exceeding two and a half years.

For a sentence of imprisonment or youth custodyeroeeding six 7 years
months.
For a sentence of Borstal training. 7 years
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For a fine or other sentence under this Act, nleétise covered in this5 years

table.

For an absolute discharge. 6 months

For a probation order, conditional discharge odbirer, fit person 1 year or until the order
orders, supervision order or care order under thkl@n and Young  expires (whichever is
Persons’ Acts (and equivalent in Scotland). the longer)

For cashiering, discharge with Ignominy or dismiisgiéh disgrace 10 years

from Her Majesty’s Service.

For dismissal from Her Majesty’s Service. 7 years

Any sentence of detention in respect of a conuicimoservice 5 years

disciplinary proceedings.
For detention by direction of Home Secretary:

for a period exceeding six months but not exceeding two and 5 years
a half years.

for a period not exceeding six months. 3 years

for a detention centre order. 3 years

for a remand home order, an approved school order or The period of the order

attendance centre order. plus a further year after
the order expires

for a hospital order under the Mental Health Acts. The period of the order

plus a further 2 years
after the order expires.
(With a minimum of 5
years from the date of
conviction.)

Exemptions under the Rehabilitation of Offenders Act

There are specific job categories and classes pfayment which are exempt under the
provisions of the Act. This means tlanvictions never become “spent” for work in
these categories.Therefore, if you are applying for a position atnfalls within one of the
work categories listed below you will need to deglany convictions you have had
regardless of whether or not the time limit hapséal. The areas of employment which
carry exempt status are as follows:-

Work involving matters of National Security.

Judicial appointments.

Employment in the office of the Director of Public Prosecutions.

Employment in the office of Procurator Fiscal or District Court Prosecutor or in
the Crown Office.

Justices’ Clerks and Justices’ Clerks’ Assistants.

Constables, Police Cadets, Military Naval and Airforce Police and certain posts
involving police work or assisting the police.

Employment in the Prison Service including appointment to the Board of Visitors.
Traffic Wardens.

Probation Officers.

Certain professions with legal protection such as barristers, solicitors,
accountants or nurses.

Any office or employment concerned with the provision of persons aged under 18
years to accommodation, care, leisure and recreational facilities, schooling,
social services, supervision or training, being an office or employment of such a
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kind as to enable the holder to have access, in the course of their normal duties
which are carried out wholly, or partly, on the premises where such provision
takes place.

Employment connected with the provision of Social Services which involves the
young, those over 65 years, the mentally or physically handicapped, chronically
sick, disabled, or people who are addicted to drugs or alcohol.

Employment connected with the provision of services to vulnerable adults i.e.
accommodation and nursing or personal care in a care home or within a
vulnerable adult’'s home or services provided in an establishment catering for a
person with learning disabilities.

Employment concerned with the provision of health services, within the National
Health Service or otherwise, which involve access to patients.

Any occupation that concerns the management of an abortion clinic or of a
private hospital or nursing home.

Any occupation concerned with the management of an establishment for which
registration is required by Section 37 of the National Assistance Act 1948.

Any occupation for which a Certificate of Fitness to keep explosives is required.
Firearms dealer.

Any occupation requiring a licence, certificate, or registration from the Gaming
Board of Great Britain.

Director, controller, or manager of an insurance company.
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