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Dear Applicant 

Thank you for your interest in this exciting and challenging position at 

Cumbria Education Trust (CET).  Within this pack you will find lots of 

information about the Trust, the role, our family of schools, our vision and 

values. 

This is a fantastic opportunity for an ambitious individual to take this Trust 

on the next stage of its journey as it develops and grows. 

Cumbria Education Trust is a not-for-profit charitable organisation. It was 

formed in 2015 in a response to an invitation from the Department for 

Education. Cumbria Education Trust is one of the first school based MATs in 

North Cumbria - we currently have six schools within our family; four 

primary and two secondary schools.  

Our purpose is to deliver outstanding educational provision and ensure all 

pupils/students receive high quality teaching and learning opportunities. 

Our aim is for each CET academy to demonstrate consistent year-on-year 

improvement. We believe in the importance of working with others to share 

knowledge and best practice and we want all our pupils/students to develop 

a thirst for knowledge. We are passionate about putting young people first 

and equipping them for success in the future. 

By achieving our aim, we can enable every young person to reach their 

potential. 

If you believe you can make a positive contribution to the development of 

CET   and its schools, then we would be delighted to hear from you. 

Yours sincerely 

 

Lorrayne Hughes 

CEO - Cumbria Education Trust 

 

OUR VISION 

To enable every young person 

to reach their potential and 

achieve the success they 

deserve by providing an 

innovative and inspiring 

learning experience. 

 

OUR VALUES 

At the heart of our organisation 

are the principles of: 

• Respect 

• Responsibility 

• Resilience 

 

WELCOME TO OUR MULTI-ACADEMY TRUST 

YANWATH 
Primary School 
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Although each of our schools and academies has its 

own unique ethos, they all share a common vision 

and values.  These values are central to the life of the 

schools and underpin all the Trust’s activities. 

All our schools and academies share a commitment to 

the achievement, personal development and well‐

being of the children and young people within the 

Trust. 

We operate with a student-centred approach which 

values relationships and respect for others: 

 Inspiring learning – creating a happy, positive 

and vibrant learning environment for ALL 

pupils/students. 

 Achieving success – enabling every 

pupil/student to reach their potential by 

providing high quality teaching. 

 Creating opportunities – broadening children’s 

experiences and opportunities. 

 Empowering communities – working in 

partnership with the local community to bring 

education alive for all. 

CET strives to be recognised as an employer of choice.  

We believe that quality of life outside work 

significantly shapes the way in which staff perform 

whilst at work, so the need to achieve a healthy work 

life balance is a very important aspect of our 

commitment to staff. 

We therefore place great importance on developing 

caring and supportive relationships.  Our open door 

policy provides the opportunity for anyone who is 

concerned or anxious to ask for guidance of 

clarification without censure. 

With an aim which seeks year-on-year improvement, 

we also recognise the need to reward effort and good 

results.  One of the ways we do this is through our 

commitment to staff with individually tailored CPD 

programmes.  These are geared to maximising not 

merely job satisfaction, but the chance to significantly 

increase expertise, confidence and leadership skills. 

We exercise a ‘people first’ approach at all times so 

that staff feel part of a community; confident to both 

support and yet challenge one another and where 

everyone regardless of position or seniority, feels 

valued and able to make a contribution. 

SUPPORTING OUR STUDENTS AND STAFF 

We are committed to supporting all pupils/students, staff and academies 

within the Cumbria Education Trust to ‘be the best they can be’. 
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OUR STRATEGIC PRIORITIES FOR 2017/18 

1. Improving pupil/student outcomes in all Trust schools/academies.  

2. Ensure the central services offered by Cumbria Education Trust 

are highly effective and improving. 

3. Implement and effective growth and income generation strategy. 

4. Improving our year-end financial position. 

 



6 

 

 
  

POST TITLE: Human Resources Business Partner 

RESPONSIBLE TO: Chief Operating Officer (COO) 

SALARY RANGE: £40,000 to £45,000 depending on experience 

   

Accountabilities 

 To ensure that the management of HR across the 

Trust is robust, resilient and compliant with all legal 

and regulatory requirements.  

 To work closely with the Chief Operating Officer on 

compliance, associated due diligence and 

management of change. 

 To ensure all business is conducted in accordance 

with Trust policy and procedure. 

 To provide professional HR support to the senior 

leaders across the Trust.  

THE ROLE 

Context 

Currently, with approximately 350 employees working 

across six schools, this role requires an individual with 

an outstanding track record of HR experience in 

operational delivery as well as the drive and 

enthusiasm to help CET evolve as an organisation. You 

will understand what it takes to work in a fast paced 

and challenging environment.  CET strives to be 

recognised as an employer of choice and believes that 

quality of life outside work significantly shapes the 

way in which staff perform whilst at work, so the need 

to achieve a healthy environment for our staff is a 

very important aspect of the work of the HR Business 

Partner. 

 

Working pattern 

This is a full time post with a 37 hour working week. 

However, as a member of CET’s Leadership Team they 

will be expected to work beyond this, as and when 

necessary, to ensure the Trust‘s needs are met.   

 

Location 

Although the role will be based at CET’s offices in 

William Howard School, Brampton, the postholder will 

be required to work across the Trust. This will involve 

regular visits to all CET sites.  A driving license and 

access to a vehicle is necessary to fulfil the role. 

 

Annual Leave 

23 days annual leave per annum plus 8 bank holidays 

and 3 additional days. It is expected that the 

postholder will normally take their annual leave 

entitlement during the school holiday periods.  

 

This is a new position that has been created due to an 

exciting time of growth and expansion at Cumbria 

Education Trust (CET).  The HR Business Partner will have 

the opportunity to create and lead HR practices and 

objectives that provide an employee-oriented, high-

performance culture in our growing multi-academy trust.  

The role will include a variety of responsibilities which will 

include HR policy development, employee relations, 

recruitment & retention of employees, and day to day 

advice and support to the six schools based across 

Cumbria. 

You will develop and drive the HR strategy on all aspects 

of people management to meet the needs of the 

expanding multi academy trust. You will be passionate 

about recruiting and developing the right people in order 

to ensure the continued success of CET. 
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MAIN RESPONSIBILITIES 

Human Resources 

 To develop and implement the Trust’s HR Strategy 

and lead and direct all HR aspects of the Trust’s 

business plan, ensuring that the Boards receive a 

comprehensive and effective HR service, enabling the 

Trust to achieve its current and future objectives. 

 To maintain a watching brief over emerging HR issues 

and disseminate appropriately across the Trust. 

 To ensure that the Executive, Senior Managers and 

other key stakeholders receive the necessary 

coaching, mentoring and / or training to develop 

knowledge, understanding, skills and process they 

need to manage their employees, HR issues and 

change within their teams.  Where appropriate, this 

includes design and / or delivery of training and 

development interventions. 

 To contribute to the design, review, revision, 

implementation and maintenance of HR policies and 

procedures, ensuring the consistent application 

across the Trust. 

 To provide advice and support, on a broad range of 

HR issues, to senior leaders, including discipline, 

grievance, appraisal, pay and reward and absence 

management etc. Responsible for referring casework 

work to the HR providers, or seeking the appropriate 

legal advice. 

 To advise managers employees on the 

implementation of HR policies, procedures and 

systems. 

 Work closely with the senior leaders and teams, to 

develop, implement and monitor HR strategies that 

enable the service to meet its performance targets.  

 Instigate appropriate cost-effective reward strategies, 

including ensuring the consistent and effective 

implementation of the Trust’s Pay Policy. 

 To support the senior leaders in the design and 

development of business cases and service 

development plans by ensuring that all people related 

aspects are considered and included. 

 To produce and analyse meaningful and useful 

workforce data on all aspects of HR for the Trust 

Board, Local Advisory Boards and when necessary the 

Central Teams. Utilise such data in making strategic 

decisions. 

 Responsibility for Staff Wellbeing, actively seeking 

ways of supporting the workforce.  

 

 To lead change management programmes and 

projects and manage complex cross functional 

projects to ensure they are delivered in accordance 

with agreed requirements and are delivered on time, 

embedded and the benefits are realised.  

 Coach and support managers in developing the skills 

and knowledge needed to take ownership of people 

management issues and identify solutions in their 

areas, including the enhancement of leadership 

capability, to ensure that all staff are managed 

efficiently and effectively in accordance with best 

practice and organisational policy. 

 Act as HR lead on case management, working with 

senior leaders to analyse cases, gather necessary 

background information, identify and assess options, 

and support/guide decision making (including acting 

as HR lead at any investigations and hearings).  Thus 

ensuring consistent, appropriate and pro-active HR 

solutions are adopted, while associated risks are 

managed/minimised.  

 To promote the Trust’s public duty to the single 

equality act, ensuring polices are assessed for impact 

and that recruitment processes are not biased.   

 Source, interpret and analyse management 

information to assist in workforce planning, engaging 

and implement associated action plans. 

 Working in partnership with senior leaders, manage 

employee relations issues, including the on-going 

relations with the trade unions. Build management 

responsibility and capability for managing employee 

relations issues and improve the effectiveness of 

consultation. 

 To work with the Trust academies on recruitment 

strategies to ensure that the right calibre of people 

are being selected to join the Trust, in a timely 

manner, and that all statutory obligations in terms of 

employee appointments are met. 

 To work in conjunction with the Finance Team to 

ensure that HR decisions are fully costed and 

reflected in CET’s budgets. 

 Advise on the full range of HR issues, seeking external 

advice as appropriate from external HR advisers or 

legal advice where appropriate.   

 Provide the leaders within the Trust, advice, based on 

employment legislation and best practice that 

identifies key risk areas and possible costly legislation. 
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  MAIN RESPONSIBILITIES 

Liaison with those responsible for HR across academies:  

 Contribute to the Performance Management of 

academy staff providing HR support. To provide 

guidance and coaching as required to ensure that HR 

school based activities are carried out effectively. 

Ensure the effective and efficient management of all 

people management processes and procedures, 

including: 

 Recruitment and selection processes ensuring safer 

recruitment issues are addressed  

 UK Visa and Immigration, DBS, Keeping Children Safe 

in Education and other pre-employment checks  

 TUPE transfers, encompassing consultation and due 

diligence processes.  Via the Trust’s HR and Payroll 

provider ensure a smooth transfer of payroll and HR 

data. 

 Via the Trust’s HR provider, ensure effective 

processes are in place to provide accurate and timely 

contractual documentation and other associated 

paperwork to employees relating to all aspects of 

their employment within the Trust. 

 Monitor Trust-wide compliance with DBS regulations 

and safeguarding, ensuring the single central records 

and other non-curriculum safeguarding practices are 

current and fit for purpose.  

 Responsible for the Trust’s HR management 

information and manual personal files, ensuring that 

accurate employee records are always up to date and 

accurate.  

Whilst every effort has been made to explain the main 

duties and responsibilities of the post, each individual 

task undertaken may not be identified and the post 

holder may reasonably be expected to undertake other 

duties commensurate with the level of responsibility that 

may be allocated. 

 

 

 

 

Leadership 

 To contribute to the development of the Trust’s 

vision and values, attending Trust Board, Local 

Advisory Board, Central Team and other meetings as 

required.  

 To develop a Management Improvement Plan that 

compliments the Trust’s Strategic Priorities. 

 Working alongside the COO, assist in guiding the 

strategic development of the Trust’s HR policies and 

practice. 

 To work with senior leaders across the Trust to 

develop and where necessary create high quality HR 

systems and processes. 

 To lead on short‐term projects as directed by the 

COO. 

 Contribute to system leadership through purposeful 

collaboration with Trust colleagues, educational 

partners and other organisations.  

 

General 

 Attendance at meetings and training may be 

required, some of which may be out with working 

hours. 

 Awareness of and compliance with all CET policies 

and procedures especially those relating to Child 

Protection, Health and Safety, security and 

confidentiality. 

 

 Personal characteristics required: 

 To believe in and promote CET’s vision and 
values in everything you do. 

 Friendly and helpful with a “can-do” attitude. 

 Believes in the potential of all stakeholders 
across the Trust community 

 The ability to remain calm under pressure. 

 The ability to use your own initiative. 

 Strong organisational and time management 
skills. 

 Excellent communicator, with effective 
persuasion and influencing skills. 

 Problem solver and lateral thinker. 

 Approachable with an open door policy. 

 Relationship Management 



9 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PERSON SPECIFICATION 

Moral Purpose  Pupils/students first – a belief that all pupils/students 

can achieve and ‘Be The Best They Can Be’ 

 Championing the vulnerable 

 Commitment to equality of opportunity 

An Effective Team Player  Dynamic and supportive 

 Committed and passionate 

 Innovative and high performing 

 Emotionally intelligent 

 Proactive contribution 

Dynamic and Creative Leadership  Leading through others 

 Altruistic collaboration 

A Significant Contributor to an Agreed Strategy  Inspire and drive 

 Delivery of strategy and policy 

 

 
 

WHO AND WHAT WE ARE LOOKING FOR 
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KEY LEADERSHIP SKILLS  

AND/OR KNOWLEDGE 
EXPERIENCES REQUIRED 

Qualifications  MCIPD (or equivalent professional HR qualification). 

 Degree or equivalent. 

 Evidence of on-going professional development. 

Skills, Knowledge & Experience  Significant contribution to organisational change.  

 Substantial experience of delivering a first class, efficient & 

effective HR service, including resolution of complex HR casework.  

 Significant experience of developing and implementing HR 

Policies.  

 Successful track record of organisational and systems 

development. 

 Successful experience of consultation and negotiations with 

trades unions.  

 Evidence of working with and developing HR IT systems.  

 Ability to produce and analyse a range of reports and statistical 

information. 

 A working knowledge of pensions and payroll administration. 

 Understanding and application of employment law to policy 

development. 

 Ability to influence senior management, establish and maintain 

collaborative partnerships. 

 The ability to manage multiple and highly complex people 

problems. 

 Experience of working in HR in an education sector is desirable 

but not essential. 

Personal Attributes  Shows commitment to own and others professional and self-

development. 

 Has high expectations and personal integrity with the ability to 

promote the values of the Trust. 

 Ability to work and influence at all levels in the organization.  

 Ability to form successful relationships.  

 Empathy with educational values.  

 Excellent written and verbal communication skills.  

 Ability to work flexibly and under own initiative to achieve 

objectives. 

 

 
 
 

WHO AND WHAT WE ARE LOOKING FOR 
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WORKING AND LIVING IN CUMBRIA 

As a place to live, Cumbria takes some beating, from the stunning beauty 

of the coast, to the challenge of the Lake District, and the history of 

Hadrian’s Wall, Cumbria offers something for everyone. 

A predominantly rural county, Cumbria is home to some of England’s 

highest mountains and some of England’s biggest lakes.  Cumbria is a big 

county with big opportunities for those who chose to live and work here. 

The county is famous worldwide for its stunning scenery. Perhaps less 

well known are its bustling market towns filled with shops and brimming 

with life. 

Venturing further afield it has great links to the rest of the country by the 

M6, to Scotland via the M74 and to Newcastle upon Tyne by the A69, 

connectivity to Cumbria is excellent. 

There are also excellent rail links to Newcastle, Leeds, Glasgow, 

Edinburgh, Manchester and London. If you’re travelling by air, 

Manchester, Edinburgh, Glasgow, Newcastle and Blackpool Airports are 

all within two hours drive. 

This is the place to be – to live and work – and to have an excellent 

quality of life to spend with your family and friends and to stretch 

yourself professionally. 
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To find out more about Cumbria 

Education Trust please visit our website: 

www.cumbriaeducationtrust.org 

 

         APPLICATION & INTERVIEW PROCESS 

Thank you for taking the time to read through this pack. 

We hope that it has given you enough of a flavour of CET 

and the post. 

To apply please complete an application form and in 

addition please outline, in approximately 1000 words, the 

following: 

 Your reasons for applying 

 Your evidence of leadership success and business 

development that would qualify you for the role. 

Please send your completed application to Maria Graham, 

PA to CEO - mgraham@cumbriaeducationtrust.org. 

 

If you would like the opportunity to have a conversation 

prior to completing an application, please contact Maria 

Graham, PA to CEO on 016977 45367 or email 

mgraham@cumbriaeducationtrust.org. 

 

Cumbria Education Trust is committed to safeguarding 

and promoting the welfare of children and we will 

check the suitability of staff to work with children.  

Applicants must be willing to undergo an enhanced 

Disclosure and Barring Service check and overseas 

police checks (where applicable).  Please see CET’s 

Safeguarding and Recruitment Policies for further 

details.  

mailto:mgraham@cumbriaeducationtrust.org
mailto:mgraham@cumbriaeducationtrust.org
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a: Longtown Road, Brampton, Cumbria, CA8 1AR    t: 016977 45300    

e: office@cumbriaeducationtrust.org     w: www.cumbriaeducationtrust.org 

 

mailto:office@cumbriaeducationtrust.org
http://www.cumbriaeducationtrust.org/

