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Guidance on completing an application

Before applying for a post you should be fully aware of the following points.

Equality of opportunity

We are an equal opportunity employer, dedicated to a policy of non-discrimination in employment on any basis
including age, gender, race, colour, nationality, ethnic origin, disability, gender, religion, marital status, sexual
orientation and/or medical condition.

Safeguarding

We are committed to the safeguarding and promotion of welfare of all children and young people. There is an explicit
expectation that all employees share this commitment and adhere to all safeguarding policies and procedures.
Applicants should be aware that the recruitment process will include an assessment of your suitability to work with
children.

Dress code

We expect all staff to dress professionally and appropriately for the roles undertaken. All employees are asked to dress
modestly. Female employees must wear a headscarf and a jilbab during working hours. We expect high standards of
dress of both our pupils and staff; these standards are led by our staff who we expect to set an example.

Policies

We have a range of policies and handbooks that help to make clear our expectations and ways of working. These are
always shared openly with staff and are accessible to everyone. There are several policies that prospective employees
should be aware of when making an application. All members of staff will be asked to sign a declaration as part of the
induction process to acknowledge that they have read and understand some of the key policies, e.g. Child Protection,
Health and Safety, Acceptable use of IT.

Making an application

To apply for this post you need to:

1. Read this application pack and decide whether you have the skills and experience to meet the requirements of the
role.

Decide whether to visit the school or contact the school for a conversation.

Complete the application form in full.

Complete the knowledge and skills profile — no longer than 2 sides of A4.

Complete the self-disclosure form (to be returned in a sealed envelope marked self-disclosure)

Return your (i) application form, (ii) knowledge and skills profile, and (iii) self-disclosure form by the closing
date and time.
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Completion of application

The information requested on the application form is important in assessing your application. Please complete the
form in full. Please write/type in black ink. CVs are not accepted as part of the application process. If you have a
disability that prevents you from completing the application form, please contact us to discuss further.

Shortlisting
The decision to shortlist you for an interview will be based solely on the information you provide in your application.
We will not make any assumptions about your experience, knowledge, skills and ability to do the job.

Validation of qualifications and identity

All shortlisted candidates will be asked to bring original certificates or relevant qualifications and identity documents
to interview. These will be photocopied and kept on file and, if appropriate, may be confirmed as genuine with the
relevant awarding bodies. The copies of the successful candidate will be retained on their personnel file. The copies of
unsuccessful candidates will be treated as confidential waste and disposed of accordingly.
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Employment section

Include any relevant work experience, including part time work or work undertaken on a voluntary basis in this
section, starting with your most recent experience. Ensure you put in full details of dates, names and addresses and
your job title. You must explain any gaps in your employment.

Disability

To comply with the Equality Act 2010, we are legally required to consider making reasonable adjustments to ensure
that disabled people are not disadvantaged in the recruitment and selection process. We are therefore committed to
meeting, wherever possible, any needs you specify on the application form. Please contact us if you need to discuss
this in any detail. We will consider any reasonable adjustment under the terms of the Act to enable an applicant with a
disability (as defined under the Act) to meet the requirements of the post.

Disclosure of a criminal record

Employment in this role is subject to an enhanced disclosure with the Disclosure and Barring Service (DBS). Checks
will also be made against the lists showing people barred from working with children. All checks must be satisfactory
before any offer of employment can be confirmed and before commencement of work can take place.

Right to work in the UK

Under the Asylum and Immigration Act 1996, it is a criminal offence to employ anyone who is not entitled to live or
work in the United Kingdom. Applicants can expect us to ask for proof of this at interview stage, where you will be
asked to provide some original documentation to confirm that you are eligible to work within the UK. Photographic
proof of identity will also be required.

References

If you are shortlisted, we will take up references before the interview date. One of your referees must be your current
or most recent employer. Two satisfactory professional references must be received before we can confirm any offer
of an appointment. The information we request will relate to salary, length of service, skills and abilities, suitability
for the job, disciplinary record and suitability to work with children. Copies of references or open references will not
be accepted. On receipt of references, your referees may be contacted to verify any discrepancies, anomalies or
relevant issues as part of the recruitment verification process.

Declaration — relatives and other interests
If this applies to you, please give the name of the employee, the department they work in and the relationship e.g.
partner, daughter.

Self-disclosure form

All job applicants are expected to complete this form to assist us in complying with statutory requirements for safer
recruitment. Please note that this form is not seen by any members of the recruitment panel until after the shortlisting
process. The form of the successful candidate will be retained on their personnel file. The forms of unsuccessful
candidates will be treated as confidential waste and disposed of accordingly.

Knowledge and skills profile

This is an important part of your application and is your opportunity to explain how you meet the person specification
for the post. You should demonstrate your skills, knowledge and experience and give short examples. Describe how
you match the requirement of the job; include experience gained from previous jobs, community or voluntary work.
Ensure that the information you give is well organised, relevant and brief. You may find it helpful to use sub-
headings in order to keep your statement well focused. If you do not submit this profile you will not be considered for
short listing.

Person specification

The person specification describes the essential knowledge, experience and professional qualifications which you will
need in order to do the job as described in the job description. You need to demonstrate that you have these skills and
that you understand and are committed to equality and diversity.

Thank you for taking the time to read this information pack. We look forward to receiving your completed application,
in shaa ‘Allah.



