
 

APPLICATION AND RECRUITMENT PROCESS GUIDANCE NOTES 

Summer Fields is committed to safeguarding and promoting the welfare of every child at the school 

and expects all staff and volunteers to share this commitment. Applicants must be willing to undergo 

child protection screening, including checks with past employers and the Disclosure and Barring 

Service. 

 

Application 

 Applications will only be accepted from candidates completing the application form in full. CVs will 

not be accepted in substitution for completed application forms in the absence of a good reason.  

However, they may be sent in addition to the application form. 

 You are required to provide your complete employment history from leaving education to the 

present, ensuring that there are no gaps. Any gaps in your employment record will be verified 

during interview and employment dates will be verified with your referees. 

 Candidates should be aware that all posts in the school involve some degree of responsibility for 

safeguarding children, although the extent of that responsibility will vary according to the nature of 

the post. Please see the job description for the post.  If you are invited to attend a formal interview 

your suitability to work with children will be assessed. 

 Accordingly, this post is exempt from the Rehabilitation of Offenders Act 1974 and therefore any 

unprotected spent convictions, cautions, reprimands and final warnings, must be declared. 

 All successful applicants will be required to apply for an Enhanced Disclosure from the Disclosure 

and Barring Service. Applicants with periods of overseas residence and those with little or no 

previous UK residence will also be asked to apply for the equivalent of a disclosure, if one is 

available in the relevant jurisdiction.  

 The school will carry out a Barred List check to ensure that applicants are not unsuitable for 

working with children. The school is also required to check that anyone appointed to carry out 

teaching work is not subject to a Prohibition Order issued by the Secretary of State. 

 We will seek references on shortlisted candidates and may approach previous employers for 

information to verify particular experience or qualifications before interview. Please indicate on the 

Application Form if you would prefer us not to contact your current employer until later in the 

recruitment process. We do not accept open references, references from relatives or from 

someone known to you solely as a friend. 

 If you are currently working with children, on either a paid or voluntary basis, your current employer 

will be asked about disciplinary offences, including disciplinary offences relating to children or young 

persons (whether the disciplinary sanction is current or time expired), and whether you have been 

the subject of any child protection allegations or concerns and if so the outcome of any enquiry or 

disciplinary procedure. If you are not currently working with children but have done so in the past, 

that previous employer will be asked about those issues. Where neither your current nor previous 

employment has involved working with children, your current employer will still be asked about your 

suitability to work with children, although it may, where appropriate, answer not applicable if your 

duties have not brought you into contact with children or young persons.   

 The provision of false information is an offence and could result in the application being rejected or 

summary dismissal if the applicant has been selected and possible referral to the police and/or the 

Department for Education. 

 We collect information that is specifically provided by you as part of an application process. The 

personal information that you provide will be stored and used in a confidential manner to help with 

our recruitment process. More details as to how we will process your data is set out in our Staff 

Privacy Notice. 



 

Conditional Offer of Appointment 

Any offer to a successful candidate will be conditional upon the following criteria: 

 receipt of at least two satisfactory references (if these have not already been received), 

which have been personally verified; 

 verification of original identity documents and right to work in the UK; 

 verification of documents confirming any educational and professional qualifications that are 

necessary or relevant to the post (e.g. the original or certified copy of certificates, diplomas, 

etc.). Where originals or certified copies are not available, written confirmation of the relevant 

qualifications must be obtained from the awarding body; 

 a satisfactory DBS Enhanced Disclosure and a check of the Children’s Barred List: 

 for teaching positions, confirmation from the National College for Teaching and Leadership 

that the applicant is not subject to a prohibition order or any EEA restrictions and sanctions;  

 where the successful candidate has worked or been resident overseas, such checks and 

confirmations as the school may be required to undertake in accordance with statutory 

guidance; 

 verification of medical fitness for the role in accordance with DfE Circular 4/99 Physical and 

Mental Fitness to Teach: 

 where the role involves providing care for pupils under eight, confirmation is required that the 

successful applicant is not disqualified from providing childcare as set out in the statutory 

guidance “Disqualification under the Childcare Act 2006 (July 2018)”: 

 where the successful applicant will be taking part in the management of the school, a check 

will be carried out under section 128 of the Independent Educational Provision in England 

(Prohibition on Participation in Management) Regulations 2014. This applies to all 

Governors, Senior Management Team and teaching Heads of Department. 

 

Warning 

Where a candidate is: 

 found to be on DfE’s Barred List or Prohibition Order, or the DBS disclosure shows s/he has 

been disqualified from working with children by a court, or, 

 found to have provided false information in, or in support of, his/her application, or 

 the subject of serious expressions of concern as to his/her suitability to work with children, 

the facts will be reported to the police and/or the local Safeguarding Children Board. 


