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GUIDANCE NOTES

Plume, Maldon’s Community Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff, trustees and volunteers to share this commitment.  In recognition of this, the following notes provide an explanation of the academy’s recruitment and selection procedures.

How to make an application

· Please complete the application form in black ink or typescript.  This application form and process has been designed to provide the range of information necessary for a fair and consistent approach to recruitment.  You are not required to submit a CV since all applications must be made on the enclosed application form, however if you do have a CV which you would like to send in addition to the application form, we would be pleased to receive a copy.

· You must demonstrate in your application form how you are able to fulfil the requirements of the job description for the post, as this will form the basis on which decisions are made on selection for interview.

Equal Opportunities

· The academy are equal opportunities employers.  Your application will be considered strictly on the basis of experience, skills, aptitudes, knowledge, attainments and any other criteria necessary to undertake the duties of the post.

Qualifications

· Please include details of all professional qualifications (e.g. qualified teacher status, including teacher number, NNEB, AAT, City and Guilds, BTEC etc).

· You will be asked to produce evidence of any qualification(s) specifically required for the post.  In addition you may also be required to produce evidence of any other qualifications you declare.
Medical Clearance

· The successful candidate will be asked to complete a confidential health self-declaration.  Please remember that non-disclosure can have extremely serious consequences.
Disclosure of Criminal Convictions

· Shortlisted applicants are required to disclose details of cautions, pending prosecutions and all spent / unspent criminal convictions when invited for interview.  As the role involves contact with children and young people no conviction is ever deemed ‘spent’.  Therefore, please ensure that all past convictions are declared.  The disclosure of cautions, pending prosecutions and spent / unspent criminal convictions will not necessarily prevent employment.  Applicants who are appointed will also be required to complete an enhanced Disclosure & Barring Services check declaring spent convictions.  Failure to disclose any such details may result in an offer of employment being withdrawn.
Right to Work in the United Kingdom
· Candidates will be required to provide evidence of their right to work in the UK.
Identity

· Candidates will be required to produce verification of their identity (e.g. a valid passport or photocard drivers licence).

References

· Referees will be contacted before interview unless otherwise indicated on the application form.  Two satisfactory references are required before an offer of appointment is confirmed.

Return of application form

· Whilst your application is welcome, in the interests of economy, it is not our usual practice to acknowledge the receipt of applications or notify unsuccessful applicants.  If you wish for acknowledgement of receipt/notification of the result, please enclose a stamped addressed envelope.

· Please ensure that your application is returned by the closing date.
