Deptford Park Primary School
ICT Technician

Evelyn Street
Deptford
London SE8 5RJ
0208 692 4351

Evelyn Street, SE8 5RJ
Tel: 020 8692 4351
Fax: 020 8694 0116
E-Mail: info@deptfordpark.lewisham.sch.uk
Web: www.deptfordpark.lewisham.sch.uk

Friday 1st November 2019.

ICT Technician
Scale 5 (£25,740 - £27,192) term time only Dependant on Experience and Qualifications
Please note: Salary will be Pro Rata for Term Time Only and Actual Hours Worked (20 per week)

Thank you for requesting details of the above vacancy. You are welcome to visit the school.
If you wish to visit please ring for an appointment.
Please note that applicants must submit a hard copy of:
1. An application form
2. Your interpretation of Lewisham's Equal Opportunities statement on a separate A4
sheet.
It is imperative that you post a hard copy to the school address. We will not open email
attachments.
The closing date for applications is Wednesday 27th November 2019 at 12 noon.
Interviews will be held on Wednesday 4th December 2019.
We regret that only shortlisted applicants will be contacted.
Sincerely,

Ken Johnson
headteacher@deptfordpark.lewisham.sch.uk
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Evelyn Street, SE8 5RJ
Tel: 020 8692 4351
Fax: 020 8694 0116
E-Mail: info@deptfordpark.lewisham.sch.uk
Web: www.deptfordpark.lewisham.sch.uk

July 2019.

Background information
Dear Candidate,
Thank you for your interest in our school. All visitors describe the school as a ‘special’
place and I have to agree with them that there is just something about the school
that sets it apart as an exciting place of learning.
Judged to be “Good” in our last two Ofsted inspections, our school aims for high
academic standards for all, but at the same time embodies the broadest possible
definition of education. It is open, welcoming and inclusive towards parents, children
and the community.
Deptford Park is a larger than average school in the Evelyn ward within Lewisham.
The school draws most of its pupils from the immediate area, which is one of high
socio-economic disadvantage. We believe in education as a force for social justice
and our context is not used as an excuse for under-attainment. Our children are
hungry to learn and parental expectation is high. Our commitment is to providing our
children with a good education and the basic skills so they can make genuine life
choices and escape from a cycle of poverty. At this school every child does matter
and we do all we can to make a difference.
The current roll is 539 infant and junior children. The Nursery has 50 part-time
places, 25 in each session. Our intake is up to 90 children and we currently have 3
forms of entry.
Our children love to show off our school, please come and meet us and see our
fantastic site and facilities. We have good arts facilities which include a sprung dance
hall, dedicated art classroom, and a professional performance space.
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The school’s focus is firmly fixed on learning; children’s, teachers’, support staff
and the school’s capacity for learning. We have found that this leads to
improvements in children’s motivation, behaviour, engagement in learning and
learning outcomes.
We have a strong CPD ethos, which is delivered through weekly staff meetings
and whole school Insets as well as through external providers and Peer Mentoring.
There are also opportunities to share your skills and strengths across a consortium
of local schools who share ideas and skills to promote excellence.
Our staff team are extremely committed and hard-working, together with our children
they are our greatest asset. Collegiality is a strong feature of the school and there is
a heart-felt belief that our success is collectively achieved. We have a very skilled
and experienced support staff team.
The children are vibrant, purposeful and enjoy coming to school. They expect their
learning to be fun. I do hope that you will want to join our community of learners and
play a role in shaping the school as it continues to grow. Much has been achieved,
but there is more to be done. We need dynamic and creative teachers, who see
themselves as learners, who are resourceful, resilient and not afraid to take risks.
Teachers who can bring learning to life as an active process that children want to be
part of.
Our bespoke curriculum has been designed by our staff and Governors to excite and
challenge our children and is constantly reviewed to ensure it is relevant to our
children.
If you enjoy working with children and have a passion for learning you could be part
of our team of learners here at Deptford Park.
We look forward to receiving your application.

Ken Johnson
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JOB DESCRIPTION
JOB TITLE:

ICT TECHNICAN

REPORTS TO:

ICT LEADER AND SLT

SCHOOL:

Deptford Park Primary School

GRADE:

SCALE 5

Main purpose of the job
The ICT Technician has responsibility for installing, maintaining and supporting computer
networks and information systems within the school, as well as providing support to all users,
to ensure the smooth running of the school’s IT facilities in order to deliver the ICT curriculum
effectively and ensure efficient administration.
Summary of Responsibilities and Duties
1.
2.
3.
4.
5.
6.
7.

Install server software, configure and maintain, Active Directory Domain Services, etc.
Add new users to the network and establish rights and privileges
Create and deploy images to new workstations and peripherals
Ensure all IT software complies with licensing requirements
Investigate, troubleshoot and repair faulty equipment
Maintain a record of all computer hardware, peripherals and software
Maintain security software, virus protection, and manage firewall and internet filtering
policies on all networks
8. Manage and administer e-mail services as sole Nominated Contact
9. Support and consult the ICT leader about maintaining MLE and monitoring data push
from MIS for MLE user accounts
10. Manage file and print services
11. Manage the school website
12. Manage user accounts, permissions and passwords for all ICT services and systems
13. Monitor network to ensure network availability to all system users and perform
necessary maintenance to support network availability
14. Install and manage wireless network
15. Perform routine backups and archival of files stored on the network to assist with
business continuity
16. Repair and replace network cabling and switches, manage tender to external
contractors and oversee work when required
17. Plan and implement future IT developments and undertake project work (in conjunction
with ICT leader)
18. Provide training and technical support to all school staff and users as required
19. Routine safety testing of equipment and network connections
20. Suggest and provide IT solutions to business and management problems alongside ICT
team
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21. Support classroom learning activities as required
22. Undertake other duties commensurate with the grade as may reasonably be required
23. Manage and monitor budgets and advise ICT Leader and SLT on purchase of
appropriate equipment ensuring school requirements are met and best use of resources
24. Procure all hardware, unpack, check, assemble, install, configure, support and maintain
new ICT equipment, server hardware and software infrastructure, and complete all
relevant paperwork and maintain records of purchase, commitments and expenditure
25. Set up data reporting systems for assessment purposes
26. Be responsible for repairing and replacing AV equipment, such as whiteboards and
projectors
27. Develop relationships with key suppliers, customers and peers within the information
services industry.
General
1. To attend for work reliably and punctually.
2. To remain vigilant and do everything possible to protect pupils and others from abuse
of a physical, emotional, sexual, neglectful, financial or institutional nature. This
includes an absolute requirement to report any incident of this nature you witness,
hear about or suspect.
3. To continuously develop your own practice, taking responsibility for identifying and
addressing own training and development needs.
4. In carrying out the tasks in this job description you have a duty (under Health & Safety
legislation) to take reasonable care for the health and safety of yourself and that of
others.
5. This implies taking positive steps to monitor and maintain a safe and secure working
environment. It is expected that whilst maintaining an effective and efficient working
environment you comply with safety rules and procedures and to ensure that nothing
you do, or fail to do, puts yourself or others at risk. This includes contributing to a safe
and secure environment for pupils.
6. To carry out, as and when required, any additional tasks and responsibilities as are
reasonably compatible with this job description and its objectives.
Equalities
Ensure implementation and promotion in employment and service delivery of the Council's
equal opportunities policies and statutory responsibilities.

This job description will be reviewed annually as part of the Professional Development
meeting.
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PERSON SPECIFICATION
JOB TITLE:

ICT Technician

SCHOOL:

Deptford Park Primary School

GRADE:

Scale 5

(essential requirements in italics)
Knowledge of:





Computers, network infrastructure and peripherals
MS operating systems
Digital Media Technology
Writing batch files

Aptitude






Ability to think analytically and approach issues imaginatively
Ability to demonstrate software skills to others
Ability to assimilate new skills
Ability to work as part of a team
Ability to work calmly under pressure

Skills






Technical skills to trouble shoot software and hardware problems
Network administration skills – user profiles, managing users etc
Good time management skills – ability to organise and prioritize own work
Effective written and oral communication skills
Good customer care skills

Experience






Managing a computer network System
Desktop management
Technical experience of resolving ICT networking, hardware and software issues
Software training
LGFL systems
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Personal Qualities





Confident user of ICT
Motivation to pursue own professional development
Enthusiasm to keep up to date with technological advances
Initiative to progress own work without close supervision

Qualifications/Training


NVQ 3 or equivalent qualification or experience in relevant discipline.
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School Support Staff
Application Form

Please complete in black ink or type
(This document is available in additional formats, e.g. large print on request)
Completed Application Forms are to be returned directly to the School. Please note that any incomplete
forms will not be considered at shortlisting panels.
NAME OF SCHOOL: Deptford Park Primary School
Post for which you are applying:
Job Title:

Pay Scale:

ICT Technician

Scale 5

Ref No:

Where did you see the post advertised?
(i.e. name of website, newspaper etc)
1 PERSONAL DETAILS
Title (Mr/Ms/Mrs/Miss/Dr etc):

First Name:

Surname:

Any Former Name(s):

Home Address:

Work Tel no:
Home Tel no:
Mobile Phone no:
Can we telephone you at work?
Yes
No

Post Code:

Email address:
National Insurance No:

2 CURRENT OR MOST RECENT EMPLOYMENT
Name of Employer:
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Employer Address:

Dates of Appointment:

Present annual salary:

Reason for leaving (if applicable)

Post held and responsibilities:

Notice period required (if applicable)

3 PREVIOUS EMPLOYMENT (start with most recent - please explain any gaps in employment under Section
4 below)
Employer Name and address
1.

2.

3.

4.

5.

6.

7.
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Dates of
Employment

Annual
Salary

Post Held and
Responsibilities

Reason for
leaving

4 BREAKS IN EMPLOYMENT/GAPS ON FORM
Please account for any break in employment that creates a gap on the application form (e.g. maternity leave, VSO,
travelling, research, career break etc)

5 EDUCATION AND ACADEMIC QUALIFICATIONS
Schools/colleges/universities or
Institute of Further Education attended
(including part time)
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Date From

Date To

Qualifications gained including subjects,
grades or results expected, details of
awarding body & date of award.

6 ANY OTHER RELEVANT QUALIFICATIONS OR RECORDS OF ACHIEVEMENT (E.G. COURSES
ATTENDED), INCLUDING MEMBERSHIP AND STATUS OF ANY RELEVANT PROFESSIONAL OR TECHNICAL
ASSOCIATIONS
Course title
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Provider

Dates & duration of
course

Award (if any)

7 DETAILS OF OTHER ACTIVITIES, SKILLS AND INTERESTS PAID OR UNPAID THAT YOU FEEL ARE
RELEVANT TO THIS POST
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8 EQUAL OPPORTUNITIES
We expect all our employees to have an understanding of and commitment to the School/London Borough of
Lewisham Equal Opportunities Policies.
Please explain what you understand this to mean and how you would relate this policy to the post for which you are
applying.
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9 GENERAL EXPERIENCE AND FURTHER INFORMATION
Please use this section to show us how your experience, skills and training gained both inside and outside paid work
or through study, meet the selection criteria for this post as given in the Person Specification.
The information that you give here will play a crucial part in the decision to shortlist you or not, so please ensure that
you demonstrate your ability to meet the selection criteria described in the job specification for this post.
Please insert additional pages as necessary, ensuring that you name, date and number each page.
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10 PROFESSIONAL REFERENCES
External Applicants: When considering which referees to include, please make sure that at least 3 years of your
most recent experience is covered. Please ensure that one of your referees is your current Line
Manager/Headteacher or your most recent Line Manager/Headteacher if you are not in paid employment at the
moment. If you are a School, College or University leaver one of your referees should be your Headteacher or
Tutor.
Please note that we reserve the right to approach any of your previous employers for a reference.
N.B It is our policy to send reference requests via email where possible.
Internal Applicants: Please give the name and contact details of your current line manager/Headteacher
Dates covered:
Name:

Title: (Mr/Mrs/Ms/Miss/Dr)

Position held:

Organisation Name:
Full Address:

Telephone No:

Ext:

Email Address:
What is your relationship to this referee?

Dates covered:
Name:

Title: (Mr/Mrs/Ms/Miss/Dr)

Position held:

Organisation Name:
Full Address:

Telephone No:
Email Address:
What is your relationship to this referee?
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Ext:

Dates covered:
Name:

Title: (Mr/Mrs/Ms/Miss/Dr)

Position held:

Organisation Name:
Full Address:

Telephone No:

Ext:

Email Address:
What is your relationship to this referee?

Dates covered:
Name:

Title: (Mr/Mrs/Ms/Miss/Dr)

Position held:

Organisation Name:
Full Address:

Telephone No:

Ext:

Email Address:
What is your relationship to this referee?
Dates covered:
Name:

Title: (Mr/Mrs/Ms/Miss/Dr)

Position held:

Organisation Name:
Full Address:

Telephone No:
Email Address:
What is your relationship to this referee?
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Ext:

Dates covered:
Name:

Title: (Mr/Mrs/Ms/Miss/Dr)

Position held:

Organisation Name:
Full Address:

Telephone No:

Ext:

Email Address:
What is your relationship to this referee?
11 ADDITIONAL INFORMATION
Are you currently under any Visa restrictions?

Yes

No

If yes, please detail your visa information here, i.e. type of visa, end date etc

If relevant to the post applied for, do you have a clean full driving licence?

Yes

No

Have you previously been employed by London Borough of Lewisham?

Yes

No

Have you ever received a redundancy payment or enhanced retirement benefit from any organisation?
Yes
If yes, please state from which organisation (s) and date (s) of payment:
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No

12 DECLARATIONS
1. I hereby declare that to the best of my knowledge, I am not a spouse, partner, child or relative of an existing
member or employee of the School/London Borough of Lewisham, nor do I have a close personal or business or
potential business relationship with any such person.

SIGNED:

DATE:

If you are unable to make the above declaration, you should strike it out and state in the space below any relationship
of the nature referred to.

2. I hereby declare that all the information given by me on this form is correct to the best of my knowledge, that all
the questions relating to me have been accurately and fully answered and that I possess all the qualifications which
I claim to hold. I understand that I will be required to provide original documents for scrutiny upon appointment. I also
understand that falsification of qualification or information may lead to withdrawal of an offer or dismissal without
notice.
I agree that the information provided should form part of the basis of my engagement and I authorise the
School/London Borough of Lewisham to check the information that I have supplied. I accept that by signing this
form I am giving the School/London Borough of Lewisham permission to approach any of my former employers for
a reference for the purposes of checking my work history.
Our stringent pre employment checks reflect the School/London Borough of Lewisham’s commitment to protecting
our children and young people; these will include references, health, right to work in the UK, record check via the
Disclosure and Barring Service (DBS) and, where applicable, a declaration that neither you nor anyone that lives in
the same household as you is a disqualified person under the Childcare (Disqualification) Regulations 2009 – for
further details go to

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/414345/disqual_statguidance_Feb_15__3_.pdf
Under the Data Protection Act 1998, I understand that the personal information supplied by me on this application
form and in any accompanying documents will be used by the School/London Borough of Lewisham and any other
appointed agent, for the purpose of appointment to the post applied for and to allow monitoring of the fairness of the
recruitment and selection process. Furthermore, that the information may be used to consider a complaint regarding
the selection process and/or defend the School/London Borough of Lewisham against any legal action undertaken
associated with the fairness of the selection process by any interested parties. I have also noted that certain
information supplied by me will be used for verification purposes and that the School/London Borough of Lewisham
may need to contact third parties to confirm facts contained within the application.
Canvassing of employees or other members of the Council or any Committee of the Council directly or indirectly for
any appointment under the Council shall disqualify the candidate concerned for that appointment.
I have read and understood the above statements and consent to the personal data submitted with this application
form being used for the purposes described. I understand that the School/London Borough of Lewisham is under
duty to protect the public funds it administers, and to this end may use the information I have provided on this form
within the School/London Borough of Lewisham for the prevention and detection of fraud. It may also share this
information with other bodies administering public funds solely for this purpose.

SIGNED:

DATE:

Where you have been successfully appointed this information will be retained for the period you are employed and
a subsequent 7 years in standard cases, 25 subsequent years where you have been employed to work with children
and vulnerable persons and 40 years if you will come into contact with Asbestos as part of your duties. However, if
you are unsuccessful your information will be retained for 12 months after the appointment to post.
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Medical History
If you are successful in your application you will be required to complete a medical questionnaire.
New Staff may be required to undergo a medical examination.

Disability
We are working to improve the employment opportunities we offer to people with disabilities. Where a person with a
disability applies for this post consideration will be given to restructuring the duties, including reasonable adjustment
to the workplace, to meet their needs.
If you are shortlisted for interview we are able to make provision for people with special needs. Such adjustments
may include arranging a signer or changing location of the interview if access to an upper floor office is not possible.
Is there any special help which you may require for interview or throughout the application process?
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Equal Opportunities Policy Statement
Lewisham Council is committed to equal opportunities both in the provision of services and as
an employer. The seriousness of this commitment is reflected in the Council adopting equal
opportunities as one of its core values.
EQUALITY of opportunity for all sections of our community and workforce is an
essential value for this Council. This means recognising the inequalities that people
suffer and take action to reduce them. Everyone has a role to play in ensuring fairness
towards colleagues and the community.
This commitment is integral to the provision of any service and the employment conditions of
each and every member of staff. We expect all our staff to promote equality in the workplace
and in the services we deliver. In this way, the Council can redress inequality.
Equal opportunities means access to jobs, services, information and participation for everyone.
We recognise that because some groups of people experience prejudice and discrimination
that to make opportunities really available we have to make an extra effort. We mention some
groups in particular because they are the people who have commonly been disadvantaged.
The Council’s commitment to a fair deal for women, black people, lesbians and gay men,
pensioners and disabled people is a recognition of the difficulties and inequalities that these
groups continue to face. The Council is committed to tackling class disadvantage and has a
long history of providing services that improve the quality of life and life chances of working
class people.
Lewisham Council exists to represent and provide services for all people of the Borough.
Our equal opportunities policy requires that the Council recognises and respects cultural and
religious diversity and serves all sections of our local communities. Everyone should know
what is available from the Council. Access to services will be based on need or entitlement.
The Council will be open in its approach and make sure that we find out and take account of
the views and experiences of our diverse community. The varied needs, expectations and
culture of local people will be reflected in the range, sensitivity and relevance of our services.
In the context of pressures on resources and change, achieving equality assumes an even
greater importance and requires even greater commitment. The Council is proud of progress
made so far, is committed to protecting gains made and to developing new and innovative
ways of promoting and achieving equality of opportunity and outcomes.
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What does our policy cover?
COUNCIL’S FACILITIES AND SERVICES

Friendly, responsive and accessible services
Services need to be welcoming to all and able to understand and respond to a variety of
needs and requirements. This means being prepared to adapt and change what we provide.
For example, by providing multi-cultural meals for pensioners and in our schools; a multiracial Under Fives service, catering for children with disabilities and special needs; a refuse
collection that in general offers a kerb side collection but that provides doorstep service for
disabled people or pensioners requiring it; leisure facilities for working-class teenagers.
Service based on need
To make sure we have got it right, we need to know what the needs or requirements of the
different groups are. This means knowing about population trends and the numbers of the
relevant groups for our services. It also means knowing the composition of the different age
group by gender, race and disability and knowing the numbers of lesbians and gay men in
our communities. It is vital to know the make up of the relevant target population so we can
assess whether services are reaching all sections. This includes knowing about income
levels in the Borough so that those most in need are receiving vital services and benefits.
Services for all
Our equal opportunities policies in employment are designed to lead to better services that
are sensitive to the variety of needs and requirements in our local communities. We aim to
give fair access to our services to everyone and this may mean making some special or
separate provision. For example, we offer women-only leisure activities with some activities
for black women in particular and leisure sessions for disabled people; we fund leisure
groups and events for gay men and provide a day centre for black and ethnic minority
pensioners; we provide ‘second chance’ education opportunities for working-class students.
We also encourage all sections of the community to use the Council’s facilities and services.
Consulting local people
We need to make sure that we know people’s views and experiences of our services. This
requires us to check that the groups we talk to regularly, such as tenants associations, are
representative of a cross-section of local people. It also means making special or separate
arrangements to consult various groups, perhaps using a range of methods, not just our
traditional meeting format. This is in recognition of the fact that some of the established
groups do not represent the different sections of the community. It is also a recognition that
public meetings may provide access for the articulate middle class and disadvantage
working-class people.

Head Teacher: Ken Johnson
Deputy Head: Leona Baffour

Knowing who is using our services
Our policy framework also includes monitoring take up of services so we can check that
target groups have access and that use of Council services is in line with what we know
about needs among different groups. Monitoring is not an end in itself but a means of
checking how effective we are being and of then changing, adapting or targeting services.
Targeting resources
In a climate of declining resources, there will be difficult decisions to be made about resource
allocation. Equal opportunities require us to make choices that reflect current needs rather
than traditional ways of apportioning services. This means reviewing use to see that it is in
line with needs and not simply continuing to deliver a service to the same group of people in
the same way.
Information for everyone
Information about services is a crucial element of an equal opportunities framework. If it is not
made available in an understandable form to all sections, then access to service is in practice
restricted to those people “in the know”. Information should be widely circulated, available in
different forms and languages and encourage all groups to used the service. It also needs to
make clear to everyone what determines access to services. Clear information about
entitlement and about service standards is also important.
Representation
The Council is not just a provider of services, it is also a local government designed to give
people a say in how their local area is run. All sections of our local community need to be able
to identify with the Council and feel that they will be listened to. They also need to feel that
they are represented in the decision-making process and have some influence on the policy
makers. Our approach to co-options is a way of giving disadvantaged groups additional
representation at committee level. Our approach to consultation is also part of giving local
people greater influence.
EMPLOYMENT
In a service organisation like ours, the workforce is at the heart of our commitment to service
quality and equality of opportunity. The people who manage and provide the Council’s
services should reflect the diversity of our local communities. This will help us to respond
sensitively and effectively to a variety of needs and preferences.
To achieve high quality services, we will do all we can to develop a committed and highly
motivated workforce. This will involve excellent communications throughout our organisation;
training and development for staff at all levels; and management leadership that sets clear
goals and encourages participation. In recognition of the high standards we demand from our
employees, the Council is committed to good employment practices including responsiveness,
innovative and flexible working arrangements.
Every manager of a service has a responsibility to ensure that their service area reflects and
develops the Council’s equal opportunities policies. All targets and quality standards will take
into account this policy statement.
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Fair recruitment
We need to show our commitment to equal opportunities in practice. This means fair selection
that recruits people according to their ability to do the job and leads to a workforce that has a
good cross section of people and reflects the makeup of our local communities.
Positive action to equalise chances
We know that everyone in our society does not have an equal chance, and equal opportunities
means taking steps to make up for this inequality. This can take the form of positive action,
such as training, to give disadvantaged groups the knowledge and skills needed to be able to
take up job opportunities. It also means removing unnecessary educational requirements that
disadvantage many people. This is particularly important to make sure that all jobs are open
to all at every level and in every type of work in the Council.
A welcoming and comfortable workplace
Making all employees feel welcome and creating a safe environment is also part of equal
opportunities. This is why we have a policy and procedure to deal with harassment, whether
based on race, gender, sexuality or disability. We want all employees to know that everyone
has the right to respect and that we will not tolerate behaviour that threatens groups or
individuals.
Flexible work
We recognise that flexible work and career breaks and childcare support are important for
equal opportunities. This is why we have maternity and nominated support leave, adoption
and dependants’ leave. It is why we have job share and want to develop new policies for
flexible work patterns and child care initiatives such as our workplace crèche and childcare
allowances. We recognise that women are more likely to bear the caring responsibilities and
that equal opportunities will only be a reality if there is this kind of support. It is also a way of
encouraging men to share responsibility for family care.
Valuing ALL employees
Showing that we value all staff, providing everyone with what they need to do a good job,
creating opportunities to develop new skills and progress within the Council, are all important
ways of demonstrating equal opportunities in practice. Our policies are designed to set a
framework for managers to do this.
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Council policy on the recruitment of ex-offenders
1. Background
Lewisham Council is committed to the fair treatment of its staff, potential staff or users of its
services, regardless of race, gender, religion, sexual orientation, age, disability or offending
background.
We actively promote equality of opportunity for all with the right mix of talent, skills and
potential and welcome applications from a wide range of candidates, including those with
criminal records. We select all candidates for interview based on their skills, qualifications
and experience against the job requirements
As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess
applicants' suitability for positions of trust, the London Borough of Lewisham complies fully
with the CRB Code of Practice and undertakes to treat all applicants for positions fairly. It
undertakes not to discriminate unfairly against any person who is the subject of a Disclosure
on the basis of conviction or other information revealed.
Process
A Disclosure is only requested after a thorough risk assessment has indicated that one is
both proportionate and relevant to the position concerned. For those positions where a
Disclosure is required, all recruitment packs will contain a statement that a Disclosure will be
requested in the event of the individual being offered the position
Where a Disclosure is to form part of the recruitment process, successful applicants will be
required to complete a CRB form and provide evidence of identity to the satisfaction of the
Council.
Access to disclosure of criminal convictions will be restricted to those officers nominated for
this purpose. Having a criminal record will not necessarily bar you from working with us.
This will depend on the nature of the position and the circumstances and background of any
offences. In reaching decisions about suitability for appointment, the following will be taken
into consideration:






Whether the conviction or other matter revealed is relevant to the position in question
The seriousness of any offence or other matter revealed
The length of time since the offence or other matter occurred
Whether the application has a pattern of offending behaviour or other relevant matters
Whether the applicant's circumstances have changed since the offending behaviour or
the other relevant matters, and
 The circumstances surrounding the offence and the explanation(s) offered by the
convicted person
We undertake to discuss any matter revealed in a Disclosure with the person seeking the
position before withdrawing a conditional offer of employment.
Information contained in Disclosures will not be shared with any other person(s) or bodies
other than those provided for under the CRB Code of Practice.
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