Hertfordshire County Council 
Guidance Notes for Headteachers and Governors on 
Job Applications
INTRODUCTION

The documents included in this pack are designed to ensure that:
· Schools meet the expectations of the “Safer Recruitment” programme that has been developed by the National College for School Leadership as part of the government’s response to the Bichard enquiry in to the Soham tragedy of August 2002.
· Schools are able to make judgements about prospective candidates without unlawful discrimination.

THE JOB APPLICATION FORM

It is essential that all applicants complete this form. CVs are inevitably selective in the information that is presented and should not be considered. Applicants must be required to provide the information that is required by the school in order to ensure that children are safeguarded. 
There is a potential conflict between the need for the school to check carefully the applicant’s personal and employment history in order to safeguard children; and the legal requirements to avoid unlawful discrimination, which now includes age discrimination. 

Ideally (and this might not always be possible), the school will identify someone who is not on the shortlisting panel to scrutinise the job application form. He/she will check for gaps in employment history, follow up references and report any concerns about suitability for work with children to the headteacher or chair of the interview panel before interviews take place.
THE PERSON SPECIFICATION FORM

This needs to be used by the shortlisting/interview panel to select candidates for interview.

Schools can ensure that applicants present themselves in a logical sequence of information; letters of application are always more difficult to assess. 

The Person Specification form requires applicants to set out their suitability in the following categories:

· skills and abilities

· experience

· knowledge

and there is  a warning that shortlisted candidates will be asked about the boundaries between adults and children. Note that there are no right or wrong answers to these questions. Applicants might have perfectly reasonable (and verifiable) explanations for answers. 

Where possible, schools should add to the person specification form those requirements that are identified for the job under consideration. For example, if your person specification for an Office Manager post has specific requirements under Skills and Abilities, then the person specification form should list these, thus

SKILLS AND ABILITIES

a) The ability to manage a team of administrative staff

b) The ability to prioritise work and work to deadlines etc.

WORK PERMITS

If the appointed person requires a work permit this will need to be applied for BEFORE the person starts work. 
Work Permits are only issued for work requiring people in a shortage profession, such as teaching. Work Permits will not be issued for manual, administration or secretarial jobs. 

A work permit is required for any person other than an EEA national or a Commonwealth citizen given leave to enter the UK on the basis that a grandparent was born here. 

The following people do not need work permits:

· European Economic Area (EEA) nationals (member countries are: Austria, Belgium, Cyprus, Czech Republic*, Denmark, Estonia*, Finland, France, Germany, Greece, Hungary*, Iceland, Rep of Ireland, Italy, Latvia*, Liechtenstein, Lithuania*, Luxembourg, the Netherlands, Norway, Malta, Poland*, Portugal, Slovakia*, Slovenia*, Spain, Sweden, UK). However those marked with a * do need to register with the Home Office’s Workers Registration Scheme. 
· Citizens of Switzerland.

· British Overseas Territories Citizens except those from Sovereign Base Areas in Cyprus (Those included are Anguila, Bermuda, British Antarctic Territory, British Virgin Islands, British Indian Ocean Islands, Cayman Islands, Falkland Islands dependencies, Gibraltar, Montserrat, Pitcairn Islands, St. Helena and Dependencies and Turks and Caicos Islands).

· Commonwealth citizens who were allowed to enter or to remain in the UK on the basis that a grandparent was born here. 

· Spouses, unmarried partners and dependant children under 18, of people who hold work permits, or who qualify under any of the above categories or those listed below as long as the endorsement in their passport places no restrictions on their employment here. 

· Those who do not have any conditions attached to their stay in the UK.

The spouse of a work permit holder is entitled to take up lawful employment, for the length of their spouse’s work permit. 

Offers of Appointment should only be made ‘Subject to Work Permit’ and under no circumstances should the person start work prior to the Work Permit being received. 

It is a criminal offence to employ someone unless they have the right to work legally in the UK. If the candidate cannot produce the correct documentation, DO NOT employ them.

More information is available from:

· www.ind.homeoffice.gov.uk
· www.workingintheuk.gov.uk
· www.ukvisas.gov.uk
· Employer’s helpline 0845 010 6677

CHECK-LIST

Attached is a check-list for use by the Headteacher or Appointing Manager.
	APPOINTING STAFF IN SCHOOLS

	CHECK-LIST FOR HEADTEACHER OR APPOINTING MANAGER


This check-list should be included in the recruitment file then transferred to the candidate’s personal file if he/she is appointed.  Supporting evidence for each category of check must be included in the personal file.

	A.
	CRIMINAL RECORDS BUREAU (CRB)

· CRB check required

· Date the Disclosure Application form sent to County Hall

· Date that List 99 clearance confirmed by County Hall

· Date that CRB clearance confirmed by County Hall or date that confirmation of CRB trace notified by County Hall

· Certificate of Good Conduct seen (required only by someone who has lived or worked abroad).
	
	YES/NO

……/……/………..

……/……/……......

……/……/………..

YES/NO


	B.
	QUALIFICATIONS

· English (GCSE A to C or equivalent)
· Maths (GCSE A to C or equivalent)
· Other Qualifications
	
	……/……/………..
……/……/………..

……/……/………..

	C.
	EXPERIENCE

· Gaps in employment satisfactorily explained

· Any other queries satisfactorily explained (specify)

1.

2.
	
	YES/NO
YES/NO

YES/NO



	D.
	REFERENCES

· Specify  referee and tick if satisfactory

1.

2.(Minimum)

3.

4.

5.
	
	WRITTEN/ORAL

WRITTEN/ORAL

WRITTEN/ORAL

WRITTEN/ORAL

WRITTEN/ORAL

	E.
	HEALTH

· Date the Health form sent to County Hall

· Date that Health clearance confirmed by County Hall 


	
	……/……/………

……/……/………

	F.
	WORK PERMIT (if needed)
· Work Permit required

· Date the Work Permit form sent to Home Office
· Date that Work Permit was confirmed by Home Office
· Date that Work Permit expires

	
	YES/NO

……/……/…  ……
……/……/………..

……/……/………..
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