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APPLICATION AND RECRUITMENT PROCESS
EXPLANATORY NOTE

1. GENERAL



(whether the disciplinary sanction is current or time expired), and whether you have been the subject of
any child protection allegations or concerns and if so the outcome of any enquiry or disciplinary procedure.

If you are not currently working with children but have done so in the past, that previous employer will be
asked about those issues. Where neither your current nor previous employment has involved working
with children, your current employer will still be asked about your suitability to work with children. Where
you have no previous employment history, we may request character references which may include
references from your school or university.

You should be aware that provision of false information is an offence and could result in the application
being rejected or summary dismissal if you have been appointed, and a possible referral to the police
and/or DBS.

3. INVITATION TO INTERVIEW

Applicants will be shortlisted according to the relevance and applicability of their professional attributes
and personal qualities to the role. Shortlisted applicants will then be invited to attend a formal interview
at which his/her relevant skills and experience will be discussed in more detail.

Shortlisted candidates will be asked to complete a self-declaration form in relation to their criminal record
or information that would make them unsuitable to work with children. Applicants will be asked to sign a
declaration confirming that the information they have provided is true. Where there is an electronic
signature, the shortlisted candidate should physically sign a hard copy of the application at the point of
interview.

All formal interviews will have a panel of at least two people chaired by the Headmaster or another
designated senior member of staff. The Chair of Governors should chair the panel for the Head’s
appointment. The interviewers involved will be required to state any prior personal relationship or
knowledge of any of the candidates and a judgement will be made by the Chair as to whether or not an
interviewer should therefore withdraw from the panel. Should the Chair have a conflict of interest, the
Vice Chair shall decide whether the Chair should withdraw from the panel.

The interview will be conducted in person and the areas which it will explore will include suitability to work
with children (including discussion of any details provided on the candidate’s self-declaration form).

All candidates invited to interview must bring documents confirming any educational and professional
gualifications that are necessary or relevant for the post (e.g. the original or certified copy of certificates,
diplomas etc.). Where originals or certified copies are not available for the successful candidate, written
confirmation of the relevant qualifications must be obtained by you from the awarding body.

All candidates invited to interview must also bring with them:

f  two of these three documents: a current driving licence including a photograph (and paper
counterpart where relevant), a passport and a full birth certificate

f a utility bill or financial statement issued within the last three months showing the candidate’s
current name and address

I where appropriate any documentation evidencing a change of name

where applicable, proof of entitlement to work and reside in the UK.

Please note that originals of the above are necessary. Photocopies or certified copies are not sufficient.
Candidates with a disability who are invited to interview should inform the School of any necessary
reasonable adjustments or arrangements to assist them in attending the interview.

4. CONDITIONAL OFFER OF APPOINTMENT: PRE-APPOINTMENT CHECKS

Any offer to a successful candidate will be conditional upon:



receipt of at least two satisfactory references (if these have not already been received), including
for internal appointments. All references should be provided by a senior person with appropriate
authority, subject to the satisfaction of the School

verification of identity and qualifications including, where appropriate, evidence of the right to
work in the UK

a satisfactory enhanced DBS check and if appropriate, a check of the Barred List maintained by
the DBS

f





https://www.gov.uk/government/publications/dbs-code-of-practice

