Head of Rishworth School
Rishworth School, West Yorkshire 
APPLICATION NOTES FOR CANDIDATES
1. General
Rishworth School is committed to safeguarding and promoting the welfare of children and young people. All staff must share this commitment.
The recruitment process aims to ensure equality of opportunity and compliance with relevant legislation. Any queries should be directed to the Chair of Governors via the Clerk to the Governors.

2. Application Form
Applications will only be considered when submitted on the official Rishworth School application form. CVs cannot replace the application form.
The post involves significant responsibility for safeguarding children. Applicants must provide full and accurate information including criminal record disclosures where required. Guidance on spent and protected convictions can be found on the Disclosure and Barring Service website.
The successful candidate will be required to undergo child protection screening, including an enhanced DBS check and checks with previous employers.

3. Invitation to Interview
Shortlisted candidates will be invited to interview with the Governing Body or its representatives. Interviews may take place in person or online.
The Chair of Governors will oversee the process. The interviewers involved will be required to 
state any prior personal relationship or knowledge of any of the candidates and a judgement 
will be made as to whether or not an interviewer should withdraw from the panel.
Candidates will be asked to bring original documentation confirming identity, qualifications, proof of address and right to work in the United Kingdom. Photocopies are not acceptable.
Candidates with disabilities should inform the school of any required reasonable adjustments.

4. Conditional Offer of Appointment: Pre Appointment Checks
Any offer of employment will be conditional upon:
1. At least two satisfactory references.
2. Verification of identity.
3. Verification of qualifications.
4. An enhanced DBS check, with barred list checks where applicable.
5. Confirmation that the candidate is not subject to a prohibition order.
6. Verification of professional qualifications.
7. Overseas checks where appropriate.
8. Satisfactory medical fitness. 

It is the School's practice that a successful candidate must complete a pre-employment health 
questionnaire. The information contained in the questionnaire will then be held by the School 
in strictest confidence. This information will be reviewed against the Job Description and the 
Person Specification for the particular role, together with details of any other physical or mental 
requirements of the role ie proposed workload, extra-curricular activities, layout of the School. 
The School is aware of its duties under the Equality Act 2010. No job offer will be withdrawn 
without first consulting with the applicant, considering medical evidence and considering 
reasonable adjustments.
5. References
References will be sought for shortlisted candidates and may be taken prior to interview unless the applicant requests otherwise. Referees will be asked specifically about suitability to work with children and about any safeguarding concerns. 

6. Criminal Records Policy
Rishworth School will follow the Department for Education guidance in Keeping Children Safe in Education and comply with the DBS Code of Practice. A copy of the Code is available from the government website. 

7. Retention and Security of Records
The school will comply with data protection legislation when storing recruitment information. DBS certificates will not be kept for longer than six months. 

