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Important Information for Applicants

Thank you for your interest in the advertised post.  The job description (inclusive of person specification) is available for you to download to enable you to apply for the post.

The person specification is a recruitment tool which shows the essential skills, knowledge and experience we are looking for.  Each criterion for the post has been identified and will be assessed by either application form and/or, interview/references.  Only those candidates who meet the essential criteria identified from the application form will be shortlisted for interview.

I must also draw to your attention that the Trust is committed to safeguarding and promoting the welfare of children and therefore, in the event of you being shortlisted, your suitability to work with children will be assessed at interview.  Shortlisted candidates will be asked to complete a self-declaration, within the My New Term platform, of their criminal record or information that would make them unsuitable to work with children.  This will give you the opportunity to share any relevant information and allow this to be discussed and considered at your interview. 

Furthermore, the Trust will carry out an online search of all shortlisted candidates to help identify any issues that are publicly available online.  In applying for a post within the Trust, you understand that this will be undertaken.

Any relevant issues arising from your references will be taken up at interview, unless we are not able to do so, as the reference from your employer has been given on the basis that it is confidential. 

Additionally, any offer of employment to this post will be subject to an enhanced clearance from the Disclosure and Barring Service and a Children’s Barred List check. Please note: It is an offence to apply for any position within the Trust, if you are barred from engaging in regulated activity relevant to children.

The Trust has comprehensive policies and procedures in place in relation to safeguarding and child protection. Please refer to the Trust and individual school website for further details specifically:

· Code of Conduct (Trust website)
· Employment of Ex-Offenders Policy (Trust website)
· Child Protection Policy (School website)
· Safeguarding Policy (School website)

Appointment Process

· Advertising - Any vacancy within the Trust will be advertised on the Trust’s website as well as individual schools and if appropriate, externally.  This will include all details relating to the post, including the job description/person specification and interview arrangements.

· Shortlisting – We are committed to safer recruitment within the Trust therefore, the Chair of the interview panel will be safer recruitment trained.  Applicants will be shortlisted if they meet the essential criteria for the post as per the person specification and in the event of too many applicants, the desirable criterion may be used.  It is therefore important that applicants clearly demonstrate how they meet the essential criteria from the person specification.

· Interview – Successful applicants will be contacted for interview via an email through My New Term platform – this will include details of the interview process.  As part of this stage, references will also be applied for. The purpose of the interview is to assess your suitability for the above post and give both the panel and yourself an opportunity to gain further information before making a successful appointment.  It is also an opportunity to seek clarification on information which you have provided on the application form and accompanying information.  The interview will also assess your suitability to work with children and will include questions relating to safeguarding and promoting the welfare of children.  At this stage, shortlisted candidates will also be asked to complete a self-declaration (via the My New Term platform) of their criminal record or information that would make them unsuitable to work with children.  This will give you the opportunity to share any relevant information and allow this to be discussed and considered at your interview.

· References – Please give details of two referees.  One must be your current employer or, if currently unemployed, your most recent employer, and should not be a family member unless they are either your current or previous employer.  If you do not currently work with children or (vulnerable) adults but have done so in the past, you must provide a reference from your most recent employer who employed you to work with children or (vulnerable) adults.  If you have never been employed, please give details of two people who know you well, but are not family members, such as community or voluntary group members/leaders.  On your application form you must explain why a referee cannot be contacted.

· The day of the interview – The normal protocol is to report to reception where you will be met.  You will be required to bring with you your original documents confirming your qualifications gained and under the Asylum and Immigration Act 2006, confirmation that you have current and valid permission to live and work in the UK.
  
· Appointment – The successful candidate will be contacted via email through the My New Term platform and will be required to confirm their acceptance of the post, via email. A provisional offer letter will then be sent to the applicant with a contract of employment.  This offer letter will include all the mandatory employment checks that are needed to work in the Trust, including a satisfactory enhanced DBS check and Children’s Barred List check.

· Unsuccessful applicants – Unsuccessful applicants will be contacted via email through the My New Term platform.  If an unsuccessful candidate would like additional feedback, they can contact the school directly.

Safeguarding Statement

Horizon Academy Trust is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. We particularly welcome applications from underrepresented groups including ethnicity, gender, transgender, age, disability, sexual orientation and religion.

Any offer of employment to this post will be subject to receipt of a satisfactory enhanced disclosure from the Disclosure Barring Service (DBS), a Children's Barred List Check, a Section 128 and Prohibition check where applicable, satisfactory online check, identity check, medical clearance, proof of qualifications, satisfactory references and eligibility to work in the UK check. 
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