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 Application and Recruitment Process
Explanatory Notes and Guidance

· Candidates should complete the application form in full.  A copy of your CV may also accompany the completed application form.

· Candidates should be aware that all posts in the School involve responsibility for the safeguarding of children, although the extent of that responsibility will vary according to the nature of the post. Please refer to the job description for the post. An offer of employment is conditional upon the School receiving an Enhanced Disclosure from the Disclosure and Barring Service (DBS) which the School considers to be satisfactory.  The School applies for an Enhanced Check for Regulated Activity from the DBS (which includes a check of the Children's Barred List) in respect of all positions at the School which amount to regulated activity.  It is unlawful for the School to employ anyone who is barred from working with children.  It is a criminal offence for any person who is barred from working with children to attempt to apply for a position at the School.  If you are successful in your application, you will be required to complete a DBS Disclosure Application Form at the enhanced level. Any information disclosed will be handled in accordance with any guidance and / or code of practice published by the DBS. The School is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions, reprimands and final warnings (including those which would normally be considered "spent" under the Act) must be declared.  You are not required to disclose a caution or conviction for an offence committed in the United Kingdom if it has been filtered in accordance with the DBS filtering rules (see Appendix 1 to this form).  If you have a criminal record this will not automatically debar you from employment.  Instead, each case will be assessed fairly by reference to the School’s Recruitment, Selection and Disclosure Policy and Procedure.
· If you are currently working with children, on either a paid or voluntary basis, your current employer will be asked about disciplinary offences, including disciplinary offences relating to children or young persons (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 also be asked about these issues.

· Where neither your current or previous employment has involved working with children, your current employer will still be asked about your suitability to work with children, although they may where appropriate answer ‘not applicable’ if your duties have not brought you into contact with children or young persons.

· You should be aware that provision of false information is an offence and could result in the application being rejected or summary dismissal if the applicant has been selected and possible referral to the police and/or DfE Children’s Safeguarding Operation Unit.

· It is the School’s policy to employ the most suitable person for each appointment and to provide equal opportunity for the advancement of employees including promotion and training and not to discriminate against any person because of their age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion and belief, sex and sexual orientation.  

· If your application is successful, the School will retain the information provided in this form (together with any attachments) on your personnel file. If your application is unsuccessful, all documentation relating to your application will normally be confidentially destroyed after six months.
Conditional Offer of Appointment - Any offer to a successful candidate will be conditional upon the following criteria
1. 

Receipt of at least two satisfactory references (if these have not already been received).

2. 

Verification of identity and qualifications.

3. 

A satisfactory DBS Disclosure at the enhanced level.

4. 

Where the successful candidate has worked or been resident overseas in the previous five years, such additional checks and 


confirmations as the School may require in accordance with statutory guidance. Checks will also be carried out for EEA teachers.

5. 
Completion of a satisfactory Pre-employment medical questionnaire (PEMQ) carried out by Washington House Occupational Health Ltd.

6.
Completion of a Staff Suitability Declaration (Disqualification by Association) – if applicable.

7.
Prohibition Order Check – if applicable.

8. 
Prohibition from Management Check – if applicable.
 [image: image2.jpg]


 

Beachborough School

application FORM – Head of Pre-Prep and Junior School
Please read the explanatory notes and guidance for completing the application for employment and the process which the School will undertake when validating your application.

To complete on screen click on the grey box and type in the required information; alternatively you can tab to the next box in the sequence.

	Title (Dr/Mr/Mrs/Miss/Ms)           
	Former Name (e.g. maiden or previous name(s) used)

     

	Surname           
	

	First Names      
	NI No.      

	Current Home Address

     

	Previous Home Address
(if resident at current address for less than five years)

     

	Email Address      
	

	Telephone No. (home)      
	Mobile No.      

	Preferred Daytime Contact No.      
	Telephone No. (work)       

	Have you worked or lived overseas in the past five years? 
	YES  FORMCHECKBOX 

NO  FORMCHECKBOX 


	Qualified Teacher Status YES  FORMCHECKBOX 

NO  FORMCHECKBOX 
                                        Teacher Reference No. (TRN)           /
If applicable
	

	Are you legally entitled to work in the UK?

If applicable, work permit number and date of expiry
	YES  FORMCHECKBOX 

NO  FORMCHECKBOX 


	Are you affected by any disabilities which may affect your interview?(eg wheelchair usage) 
If YES, please describe any special requirements:

	YES  FORMCHECKBOX 

NO  FORMCHECKBOX 


	Do you have a clean current driving licence? (If NO state any restrictions/endorsements)
	YES  FORMCHECKBOX 

NO  FORMCHECKBOX 


	Do you have Child Protection Training?

If yes, what date is date of certificate: 
	YES  FORMCHECKBOX 

NO  FORMCHECKBOX 


	

	Where did you see this vacancy advertised or how did you hear about it?      

	On what date would you be able to commence work for us?
	     

	Do you have a portable DBS registered with the Update Service?
	

	Do you know any current employees or Governors at Beachborough School and, if so, how do you know them?      



EDUCATION AND TRAINING

	Schools
	From
	To
	Examinations and Results

	     
	Month/Year

     
	Month/Year

     
	     

	Colleges/Universities
	From
	To
	Courses and Results

	     
	Month/Year

     
	Month/Year

     
	     

	Other Education/Formal Training
	From
	To
	Courses and Results

	     
	Month/Year

     
	Month/Year

     
	     

	Professional Memberships, Qualifications and Courses Attended:
     

	Hobbies and Interests:



EMPLOYMENT HISTORY

List below present and past employment, beginning with your most recent. If there are any gaps in your employment history, e.g. looking after children, sabbatical year, please give details and dates:

	Name and address of employer:

     
Telephone:      

Type of business:      
Current salary:      
Details of full package:      

	Job title:      
From Month/Year:                        To Month/Year:      
Describe the work you do:      


Key Achievements in this role:      
Reason for wanting to leave:      


	Name and address of previous employer:

     
Telephone:      

Type of business:      
Details of full package:      

	Job title:      
From Month/Year:                        To Month/Year:      
Describe the work you did:      


Key Achievements in this role:      
Reason for leaving:      


	Name and address of previous employer:

     
Telephone:      


Type of business:      
Details of full package:      

	Job title:      
From Month/Year:                        To Month/Year:      
Describe the work you did:      


Key Achievements in this role:      
Reason for leaving:      


	Name and address of previous employer:

     
Telephone:      


Type of business:      
Details of full package:      

	Job title:      
From Month/Year:                        To Month/Year:      
Describe the work you did:      


Key Achievements in this role:      
Reason for leaving:      



EMPLOYMENT HISTORY

List below present and past employment, beginning with your most recent. If there are any gaps in your employment history, e.g. looking after children, sabbatical year, please give details and dates:

	Name and address of previous employer:

     
Telephone:      


Type of business:      
Details of full package:      

	Job title:      
From Month/Year:                        To Month/Year:      
Describe the work you did:      


Key Achievements in this role:      
Reason for leaving:      


	Name and address of previous employer:

     
Telephone:      


Type of business:      
Details of full package:      

	Job title:      
From Month/Year:                        To Month/Year:      
Describe the work you did:      


Key Achievements in this role:      
Reason for leaving:      


	Name and address of previous employer:

     
Telephone:      


Type of business:      
Details of full package:      

	Job title:      
From Month/Year:                        To Month/Year:      
Describe the work you did:      


Key Achievements in this role:      
Reason for leaving:      


	Name and address of previous employer:

     
Telephone:      


Type of business:      
Details of full package:      

	Job title:      
From Month/Year:                        To Month/Year:      
Describe the work you did:      


Key Achievements in this role:      
Reason for leaving:      



	PERSONAL SPECIFICATION:

Please give below your reasons for applying for this job and tell us in your own words how your experience, skills and knowledge relate to the job description and job specification.  You should also give us any other information which you feel would assist us in considering your application.  Continue on a separate sheet, if necessary. 
     


REFEREES

Please give details of TWO professional referees, one of whom should be your current or most recent employer. If you are not currently working with children but have done so in the past, an additional reference must be provided from the employer for whom you worked most recently with children.
	1. Name:      

	Job Title:      

	Address & Postcode:      

	

	
	Email:      

	
	Telephone:      

	
	If you do not wish us to contact prior to interview highlight box  (

	2. Name:      

	Job Title:      


	Address & Postcode:      
	

	
	Email:      

	
	Telephone:      

	
	If you do not wish us to contact prior to interview highlight box  (


	If offered this position do you intend to continue working in any other capacity?                                                                   YES  FORMCHECKBOX 

NO  FORMCHECKBOX 


	· It is a condition of your application that you answer the questions below.  Before doing so please read Appendix 1.
Have you been cautioned, subject to a court order, bound over, received a reprimand or warning or been found guilty of committing any criminal offence whether in the United Kingdom or in another country?  You are not required to disclose a caution or conviction for an offence committed in the United Kingdom which is subject to the Disclosure and Barring Service filtering rules (see Appendix 1). 

 Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	Is there any relevant court action pending against you? 


Yes  FORMCHECKBOX 


No  FORMCHECKBOX 


	If answering "YES" to any of the above, please provide the following information on a separate sheet and send this in a sealed envelope marked "confidential" with your application form.


· I confirm that the information I have given on this application form is true and correct to the best of my knowledge.

· I confirm that I am not on the Children's Barred List, disqualified from working with children or subject to sanctions imposed by a regulatory body.

· I confirm that I am not subject to a direction under section 142 of the Education Act 2002 or section 128 of the Education and Skills Act 2008 which prohibits, disqualifies or restricts me from teaching or being involved in the management of the School.
· I understand that providing false information is an offence which could result in my application being rejected or (if the false information comes to light after my appointment) summary dismissal and may amount to a criminal offence.

· I consent to the School processing the information given on this form, including any 'sensitive' information, as may be necessary during the recruitment and selection process.

· I consent to the School making direct contact with the people specified as my referees to verify the reference.

· I confirm that, to the best of my knowledge, I am not disqualified from working in early years provision or later years provision with children under the age of eight.

· By submitting this application, I give consent to the School processing my application in accordance with safer recruitment procedures.
· I either have no convictions, cautions or bind-over or I have attached details of any convictions, cautions or bind-overs in a sealed envelope marked confidential.
Date      
Signed      
Where this form is submitted electronically and without signature, electronic receipt of this form by the School will be deemed equivalent to submission of a signed version.
Please feel free to add an extra page with any further information you think might be helpful.

Please email this application form to Laura Wrench hr@beachborough.com
APPENDIX 1 Spent convictions and the DBS filtering rules
	Sentence
	Rehabilitation period (in all cases the period commences from the date of the conviction)

	
	Aged over 18 at the time of the conviction
	Aged under 18 at the time of the conviction

	Prison sentence of more than 4 years
	Never
	Never

	Prison sentence of more than 30 months but less than or equal to 4 years
	Length of sentence + 7 years
	Length of sentence + 3.5 years

	Prison sentence, or sentence of detention, of more than 6 months but less than or equal to 30 months
	Length of sentence + 4 years
	Length of sentence + 2 years 

	Prison sentence, or sentence of detention, of less than or equal to 6 months
	Length of sentence + 2 years
	Length of sentence + 18 months

	Removal from HM Service
	1 year
	6 months

	Service detention
	1 year
	6 months

	Community order
	1 year
	6 months

	Fine
	1 year
	6 months

	Youth rehabilitation order
	N/A
	6 months

	Compensation order
	Once paid in full
	Once paid in full

	Hospital order
	At the end of the order
	At the end of the order

	Conditional discharge, binding over, care order, supervision order, reception order
	At the end of the order
	At the end of the order

	Absolute discharge
	Spent immediately
	Spent immediately

	Disqualification
	End of the disqualification
	End of the disqualification

	Relevant order
	End of the order
	End of the order

	Conditional cautions
	Once conditions end
	Once conditions end

	Caution, warning, reprimand
	No period
	No period


Filtering rules

You are not required to disclose information about spent criminal convictions for offences committed in the United Kingdom if you were over 18 years of age at the time of the offence and:

· 11 years have elapsed since the date of conviction;

· it is your only offence;

· it did not result in a custodial sentence; and

· it does not appear on the list of "specified offences".


You are not required to disclose information about a spent caution in relation to an offence committed in the United Kingdom if you were over 18 years of age at the time of the offence and six years has elapsed since the date it was issued, and provided it does not appear on the list of "specified offences".

You are not required to disclose information about a spent criminal conviction if you were under 18 years of age at the time of the offence and:

· five and a half years have elapsed since the date of conviction; 

· it is your only offence; 

· it did not result in a custodial sentence; and

· it does not appear on the list of "specified offences".


You are not required to disclose information about a spent caution if you were under 18 years of age at the time of the offence and two years has elapsed since the date it was issued, and provided it does not appear on the list of "specified offences".

The list of "specified offences" that will always be disclosed can be found at: 

https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check. 
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