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How to use your new look Application Form 

This guidance is designed to help you get the most benefit from using your new application form and help you meet statutory obligations around Equal Opportunities. This will help to protect the school/council from legal challenge. 

In order to reduce the chances of unfair discrimination, meet the standards of the Equality Act 2010 and help to make your recruitment process defensible from challenge, it is imperative that this guidance is followed. 

The application form comes in 3 parts: 

1. Part A - Records candidate details and their equal opportunities monitoring information. 

2. Part B - Records candidate educational achievements, present job information, previous employment, professional development, references, how they meet the essential requirements of the post, reasonable adjustments, declaration of relationship and declaration. 

3. Part C - CRB form. 

Candidates must also be provided with the accompanying document “Information to Candidates” which explains to candidates how to complete the application form correctly and gives information on the recruitment process. 

Upon receipt, each applicant is given a unique reference number. This number must be recorded on each part of the application form in the box at the top of every page. You can issue a reference number to each candidate with the application pack if you prefer. You must ensure that you have all three parts of the application form as an application can not be considered if any part is missing. 

Once the closing date has passed it is advisable to create a schedule of applications to ensure none are overlooked as part of the short-listing process. The short-listing panel should ONLY be given Part B. This panel does not see personal information about candidates. This is crucial to reducing the chances of unfair discrimination. Each member of the short-listing panel then compares the information on this part of the application form with the criteria on the Person Specification. 

The Equal Opportunities Monitoring information is collected from Part A, it must not be given to the short-listing panel, but should be given to the interview panel for the candidates who are short-listed. 

Part C is used to check for convictions and must not be given to the short-listing panel, but should be given to the interview panel for the candidates who are short-listed. 

The interview panel should be given all parts of the application form. They must have the opportunity to review all information so that they can ask any supplementary questions at interview.

