APPLYING FOR A JOB AT TADCASTER GRAMMAR SCHOOL

Tadcaster

IMPORTANT ADVICE ON COMPLETING YOUR APPLICATION

Your application form plays an important part in your selection. Your completed form
is the only basis for considering your initial suitability for the post. Please ensure you
address all the essential requirements listed in the specifications. The following
advice should help you to complete the application form as effectively as possible.

SOME POINTS TO BEAR IN MIND BEFORE YOU START

e Look carefully at the job description and application form. Ask yourself why you are
interested in the job.

e Don’t copy the same application for a series of jobs.

e If there is anything on the form that you do not understand or you need help to complete
the form, please ring us.

e Please use the application form provided, continuing on a separate sheet if necessary.
Applications will not be considered unless the application form has been completed.

e Please do not send standard details of your own i.e. in the form of a curriculum vitae.

¢ We welcome applications from individuals interested in flexible working e.g. job share,
term-time only, part-time etc.

e Health Screening. Any offer of employment with Tadcaster Grammar School is subject to
the satisfactory completion of pre-employment health screening

Please note that we can only consider applications from E. U. citizens and those holding
valid UK visas.

Equal Opportunity Monitoring

Tadcaster Grammar School is an equal opportunity employer committed to the

elimination of discrimination throughout its employment practices. In order to ensure the
assessment of applicants is based only on qualifications, experience, skills, abilities,
knowledge and relevant personal factors, we have split the application form into Part 1 and
Part 2. Information that could lead to bias or discrimination is included in Part 1 of the
application form and Part 1 will be removed during the shortlisting and interview stages of
recruitment. Shortlisting will be based on Part 2 of the form only.

Equal Opportunity Monitoring Form

Tadcaster Grammar School is committed to a policy of Equal Opportunities in order to
ensure that all applicants for employment are treated fairly. All information is treated in
confidence and only used for statistical monitoring. Selection criteria procedures will be
reviewed frequently to ensure that individuals are selected and treated on the basis of their
merits and abilities. Please return this form in an envelope marked private and confidential.



Disability

We welcome our responsibility to remove barriers from our selection process. We have tried
to do this, but if you have a disability and identify any barriers in the selection process — job
description, person specification, interview — please tell us of this in your application. We are
committed to making reasonable adjustments for you to do the job wherever possible and
need to know your needs in order to do so.

Disabled applicants that can demonstrate they meet the Essential criteria on the person
specification will be offered an interview.

Rehabilitation of Offenders

The post you are applying for requires you to have a Criminal Records Bureau check and you
will be required to disclose full details of your criminal history prior to your interview. This
information may be discussed with you at your interview in order to assess job related risks,
but we emphasise that your application will be considered on merit and ability and you will
not be discriminated against unfairly. Failure to disclose this information will result in any
offer of employment being withdrawn.

A CRB check will be carried out for successful applicants. This check for disclosure of criminal
history will include spent convictions, pending prosecutions / current court proceeding and police
enquiries. In the event of employment, any failure to disclose such convictions will normally
result in dismissal by the authority. Any information given will be completely confidential and

will be considered only in relation to this application.

Information in Support of your Application

Every post advertised is supported by a full person specification. The specification lists all
the essential skills, experience and qualifications which are necessary for the job and the
criteria against which you will be assessed. Applicants should demonstrate they meet all the
essential criteria in their application form and at the interview.

Rather than simply repeat your career history, look at the skills and experience required by
the job and provide evidence that you possess them, preferably by giving specific examples.

Canvassing

You must not try to influence a member of the school governing body, to act in your favour, as
this will disqualify you. If you are related to a Councillor, a Council employee or a governor
you must indicate this in the relevant section of the application form.



