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Recruitment Authorisation Form


	Post:
	ADT Technician 
	School:
	Orchard School Bristol

	Recruitment Manager:
	Melanie Sweet



	☒ Member of staff being replaced:
	Elizabeth Jordan

	☐ New Post – Fixed Term Contract


	Contractual hours:
	☐ Teachers
__________________ FTE
☒ Support
37 hours is full time for support contracts 
_________________ hours
	Contract basis / Factor:
	☐ Year-Round (52.143)
☐ Term Time Only (44.6)
☒ TT plus Insets (45.6)
☐ TT plus inset days + ________________ additional weeks

	Working pattern: - must be completed for part-time teachers and all support staff

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	8am-4pm
	8am-4pm

	8am-4pm

	8am-4pm

	8am-3:30




	Contract Type
	☒ Permanent  ☐ Casual 
☐ Fixed Term 
           End Date of contract: 

Reason for fixed term - linked with: (delete as appropriate) 

☐  Linked to [named pupil]’s provision/funding. ______________________

☐ Linked to [defined income stream with end date] for the academic year. ______________________
☐  



	Teacher Salary
	Support Staff Salary

	☐ Leadership Range    _______________
☐ Main Scale/UPS
☐ TLR ____________________
☐ Suitable for ECT?
☐ Suitable for Unqualified Teacher?
	☒ BG Scale 6
☒ BG N Scale Range 6-7
☐ First aid allowance ______________




	Application deadline date and time:
☐ Tick for a rolling advert (shortlist and invite to interview – only for multiple roles) 
	26th August 2026, 9.00am

	Interview date and time
	TBC

	Shortlisting staff – please provide full names not initials
	1) Mel Sweet
2) Sam Older

	Format of the day required? 
	

	Interview panel (please indicate who is safer recruitment trained)
Please provide full names, not initials.
	1) Mel Sweet (safer recruitment trained)
2) Daniel Woods
3) Sam Older


	Start date (pending vetting checks):
	ASAP


Shortlisting Criteria
Please list the 6 most essential criteria (copy from the Employee Spec) that will be used to shortlist
	1. Standard equivalent to at least a GCSE Grade 4 in English and Maths 
2. Literacy and numeracy 
3. Ability to understand and apply the Health and Safety regulations which apply to the work of a technician
4. Experience of working within standard policies and procedures – including purchasing, health and safety, equalities and safeguarding
5. Hold a current driving licence 
6. Belief in and commitment to Orchard School Bristol values and vision. Commitment to the wellbeing, self-esteem and progress of everyone at the school. 



Documents to be included at submission of Recruitment Authorisation Form;
☒ Advert and Application pack attached   
☒ Job Description attached   
☒ Employee Specification attached  

	
We are looking for: 
A creative technician to join our diverse ADT team, who is collegiate, friendly, and able to manage their time well, prioritising curriculum needs with efficiency. 






	
Where to Advertise

☒ My New Term / school and Trust website / DfE website  ☐ LinkedIn (external leadership professional roles)

☐ Internal Advert (school only) or ☐ Internal Advert (Trust wide)






Agreement by School Business Manager:  SOLDER 31/07/2026


Agreement by Headteacher:   _ _Mel Sweet 31/07/2026____________________
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