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GUIDANCE NOTES FOR JOB APPLICANTS
Discovery School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. Please read all the guidance notes before completing the Application Form and Applicant Monitoring Form. 
Applicant Monitoring Form 
Discovery School is committed to equality of opportunity with the aim of recruiting the most suited individual to the post. By completing the ‘Applicant Monitoring Form’ you are assisting us in monitoring the effectiveness of our policy. 

Working in the UK 

You must state whether you are eligible to work within the UK. As part of our safeguarding processes all successful applicants are required to provide original identification documents as stated by the Home Office.
Disability
We follow the general principles of the Two Tick scheme.  Reasonable adjustments will be made to the recruitment process to assist applicants with a disability. 
Criminal Convictions and Cautions 

The amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are 'protected' and are not subject to disclosure to employers, and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the Disclosure and Barring Service website.
The Discovery School has a Policy on the Recruitment of Ex-Offenders attached to these Guidance notes.
Health

If you are successful at interview you will receive a conditional job offer. You will be required to complete a confidential Occupational Health assessment questionnaire. You may be asked to discuss any relevant health issues with a suitably qualified medical practitioner to establish whether these need to be taken into account when determining your suitability for the job.
Application form

General Information
All job applicants are considered on a fair, unbiased and lawful basis, irrespective of age, gender, ethnicity, disability, sexual orientation, religion or belief. Your personal details are not given to the selection panel and your application is given a unique identification number to preserve your anonymity.

Education and Qualifications
Please give details of formal qualifications obtained and education from secondary school onwards. Include all relevant training.
Employment Details – Present

Include details of your present or most recent work, whether paid or undertaken on a voluntary basis. If you are applying for a teaching position it is essential we know all the details of any previous part time/hourly teaching/lecturing work undertaken. If you are appointed you will be asked to provide written evidence of this work for salary assessment purposes.
Employment Details – Previous

Start with the most recent first and work backwards and include any relevant paid or unpaid work experience. Please specify the reasons for leaving and any gaps between employments or work experience. Details of your continuous employment/work experience will help us to meet our safeguarding responsibilities.
Personal Statement

This is the most important section. It is your opportunity to convince us that you have the skills for the job.

You should use this section to describe your experience and how it matches the requirements on the person specification. Remember you may have gained this from your previous jobs or voluntary experience or from interests in your social life.

Ensure you know what sort of person we are looking for by reading the job description, person specification, additional information and the advertisement. Make sure this section is clear and give examples of what you have done. These should address the essential criteria for the job. Please limit this to no more than the equivalent of two A4 sides.
Referees

Unless you indicate otherwise, referees are normally contacted before the interview takes place. The referees should be people who know you and are able to comment upon your suitability for the job. 

One referee must be your present or most recent employer. If you have not been employed before please provide the name, address and email of your last tutor or teacher. If you wish you may include a referee from voluntary work where you have gained relevant experience.









 
POLICY STATEMENT ON THE RECRUITMENT OF EX-OFFENDERS
1. As an organisation using the Disclosure and Barring Service (DBS) service to assess applicants’ suitability for positions of trust, the Discovery School complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a DBS check on the basis of a conviction or other information revealed. 

2. The Discovery School is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.
3. We have a written policy on the recruitment of ex-offenders, which is made available to all DBS applicants at the outset of the recruitment process. 

4. 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. 

5. A DBS check 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 DBS check is required, all application forms, job adverts and recruitment briefs will contain a statement that a DBS check will be requested in the event of the individual being offered the position. 

6. Where a DBS check is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is sent under separate, confidential cover, to a designated person within the Discovery School and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process. 

7. Unless the nature of the position allows the Discovery School to ask questions about your entire criminal record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974. 
8. We ensure that all those in the Discovery School who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974. 

9. At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment. 

10. We make every subject of a DBS check aware of the existence of the DBS Code of Practice and make a copy available on request. 

11. We undertake to discuss any matter revealed in a DBS check with the person seeking the position before withdrawing a conditional offer of employment. 
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