APPLICATION PROCEDURE

(NON-TEACHING POST)
1.
Application Forms

If you would like to apply for this post, please complete an Application Form in full and return it together with a CV and a letter supporting your application for the post.  This letter should outline your suitability for the position and identify the personal qualities and experience that you believe are relevant to the criteria listed in the job description.  
The application form and your covering letter should be returned to Abigail Thornton, the HR Officer by Monday 5 December 2016 by email hr@giggleswick.org.uk or post to Giggleswick School Settle, North Yorkshire, BD24 0DE
2.
References

If you currently work with children your current employer will be asked about disciplinary offences relating to children, including any in which the penalty is ‘time expired’ (i.e. where a warning could no longer be taken into account in any new disciplinary hearing for example), whether you have been the subject of any child protection concerns and if so, the outcome of any enquiry or disciplinary procedure.

The school will approach previous employers for information to verify particular experience or qualifications and will contact previous employers where you have worked with children in the past if you are not currently doing so.

3.
Interviews
Short-listed candidates will be invited to visit the school for interview.  You may be given a guided tour and will be interviewed by the Head of Department or other members of staff as applicable.  You may also have the opportunity to meet other staff informally.

These interviews will be used to assess your suitability for the post, as well as exploring issues relating to safeguarding/promoting the welfare of children.  

Please note that you must also bring with you appropriate original documentation to verify identity (e.g. passport or driving licence with photograph), proof of right to work in the UK and qualifications where relevant.

4.
Disclosure from the Disclosure & Barring Service
The successful applicant will be required to apply for an enhanced disclosure from the Disclosure & Barring Service (DBS).

5.
Appointment
All appointments are provisional subject to the receipt of:

· Two satisfactory references

· Verification of medical fitness 

· Verification of qualifications & professional status

· A satisfactory enhanced disclosure from the DBS, which includes verification of identification
· Proof of right to work in the UK
A new employee cannot commence work until these criteria have been met.

Giggleswick School is committed to safeguarding & promoting the welfare of children and young people and expects all staff and volunteers to share this commitment by complying with the school’s Child Protection Policy at all times. 
