Recruitment Process Guidelines
Red Kite Learning Trust is committed to safeguarding and promoting the welfare of children and young
people and expects all staff and volunteers to share this commitment.
APPLICATION FORM (Online process)
Your application form plays an important part in your selection - it is the only basis for considering your
initial suitability for the post. Please read the instructions on the online application form carefully before
completing it. You must complete all parts of the form.
Look carefully at the post specification. This outlines the duties of the post and the minimum knowledge,
skills and experience we require. You should show clearly in your application how your knowledge, skills
and experience are relevant to the requirements of the post.
Rather than simply repeating your career history, look at the skills and experience required for the job
and provide evidence that you possess them, preferably by giving specific examples.
Relevant skills may have been gained other than through paid employment, so consider also any private,
social, leisure, voluntary and domestic responsibilities you have where relevant skills have been
developed.
Please check the closing date and allow time to submit your application through the school website. If
you are called for interview, you will be asked to sign a paper copy of your application to ensure the
declaration requirements are complete.
DISABLED APPLICANTS
If you are a disabled person and may not be able to meet some of the job requirements because of your
disability, please specify this in your application. If you meet all other criteria, you will be shortlisted, and
we will discuss with you if there are ways in which the post can be modified to meet your needs.
EQUAL OPPORTUNITY EMPLOYER
Red Kite Learning Trust is an equal opportunity employer committed to the elimination of discrimination
throughout its employment practices. Selection criteria procedures will be reviewed frequently to ensure
that individuals are selected and treated based on their merits and abilities. All information is treated in
confidence and personal information submitted as part of the Equal Opportunities questions will not form
part of your application; the shortlisting panel do not have access to this information.
REHABILITATION OF OFFENDERS
The post you are applying for requires you to have a Disclosure & Barring Service check and you will be
required to disclose full details of your criminal history prior to your interview. Having a criminal record is
not necessarily a bar to obtaining a post. 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 DBS 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
Trust. Any information given will be completely confidential and will be considered only in relation to this
application.

We have a written policy on the recruitment of ex-offenders, which is made available to all Disclosure
applicants at the outset of the recruitment process.
CANVASSING
You must not try to influence any current employee or member of the school governing body or Trust, to
act in your favour as this will disqualify you. If you are related to a current employee, governor or Trust
member, you must indicate this in the relevant section of the application form.
REQUIREMENTS FOR REFERENCES
At least one of the references should be your current employer. If you are not currently working with
children, but have previously done so, then you must include a referee from the last post where you
worked with children. If you have not been in recent paid employment, referees should be appropriately
qualified to provide confirmation of your suitability for employment. Referees will normally be contacted
before interview where possible. You should be aware that your referees will be asked if, in relation to
you, they are aware of any Child Protection allegations or issues of a similar nature.
SHORTLISTING & INTERVIEWS
Applicants who meet the requirements will normally be shortlisted for interview, however, places for
interview will need to be limited to a manageable number. In addition, the school may conduct tests
and/or written exercises in appropriate circumstances and you may be asked to undertake such exercises
as part of the selection process.
At the interview, the panel will ask questions which are intended to allow you to expand on your
application and to demonstrate how you meet the requirements of the post. This is also your
opportunity to ask questions relating to the job. You will also be asked for your views on the importance
of safeguarding children and provide evidence of your suitability to work with young people through your
responses to interview questions.
SALARY SCALES & INCREMENTS
Administrative, Professional, Technical & Clerical (APT & C) Grades relating to Operational Staff –
Progression on the salary scale is by annual increment until the maximum within the grade is reached,
subject to at least 6 months service in the grade and a satisfactory performance review and levels of
attendance by that date.
Teachers – The terms of the relevant year’s Pay and Conditions Document will apply.
PRE-APPOINTMENT CHECKS
Permission to Work in the UK
Please note that we can only consider applications from EU citizens and those holding valid UK visas.
At Interview - Under the Asylum and Immigration Act 1996 the School must ensure that you have
permission to work in the United Kingdom. No offer of employment can be made without verification of
proof of identity. You will need to submit one of the original documents included in List 1 below, or two
original documents specified in List 2 below:
List 1
- A passport showing that the holder is a British citizen, or has a right of abode in the United Kingdom
- A document showing that the holder is a national of a European Economic Area country or
Switzerland. This must be a national passport or identity card.
- A resident permit issued by the Home Office to a national from a European Economic Area country or
Switzerland.
- A passport or other travel document endorsed to show that the holder can stay indefinitely in the
United Kingdom or has no time limit on their stay.
- A passport or other travel document endorsed to show that the holder can stay in the United
Kingdom; and that this endorsement allows the holder to do the type of work you are offering if they
do not have a work permit.

-

An Application Registration Card issued by the Home Office to an asylum seeker stating that the
holder is permitted to take employment.

List 2
- First Combination of two documents
 A document giving the person’s permanent National Insurance Number and name. This could
be a P45, P60, National Insurance card, or a letter from a Government agency.
Plus, one of the following documents:
 A full birth certificate issued in the United Kingdom, which includes the names of the holder’s
parents; OR
 A birth certificate issued in the Channel Islands, the Isle of Man or Ireland; OR
 A certificate of registration or naturalisation stating that the holder is a British citizen; OR
 A letter issued by the Home Office to the holder which indicates that the person named in it
can stay indefinitely in the United Kingdom, or has no time limit on their stay; OR
 An Immigration Status Document issued by the Home Office to the holder with an
endorsement indicating that the person named in it can stay indefinitely in the United
Kingdom, or has no time limit on their stay; OR
 A letter issued by the Home Office to the holder which indicates that the person named in it
can stay in the United Kingdom, and this allows them to do the type of work that you are
offering; OR
 An Immigration Status Document issued by the Home Office to the holder with an
endorsement indicating that the person named in it can stay in the United Kingdom, and this
allows them to do the type of work that you are offering.
- Second Combination of two documents
 A work permit or other approval to take employment that has been issued by Work Permits
UK.
Plus, one of the following documents
 A passport or other travel document endorsed to show that the holder is able to stay in the
United Kingdom and can take the work permit employment in question; OR
 A letter issued by the Home Office confirming that the person named in it is able to stay in
the United Kingdom and can take the work permit employment in question.
Qualifications
At Interview - Evidence of qualifications relevant to the post and proof of Qualified Teacher Status (if
applicable) will also be required. We can only accept original certificates. If you cannot produce original
documents or certified copies, written confirmation of your relevant qualifications must be obtained from
the awarding body.
Proof of Identity
At Interview - In accordance with Keeping Children Safe in Education, we must see proof of your identity
and evidence your name, date of birth, address and see some form of photographic identity.
At Appointment - In accordance with Safer Recruitment guidelines designed to protect young people, we
will check your suitability to work with children. You will need to undertake an Enhanced Disclosure via
the Disclosing and Barring Service (DBS), involving completing an electronic application for this purpose
and provide original supporting documents. A copy of the DBS Code of Practice can be made available on
request.
Medical Clearance
At Appointment - Verification of your medical fitness is required and again you will be asked to complete
a form. You will not be able to start work, for insurance purposes, until medical clearance has been
received.
It is not our practice to inform applicants that they have been unsuccessful in being called for interview.
If you do not receive an invitation to interview, we thank you for your interest in the post.

Policy Statement on the Recruitment of Ex-Offenders
Red Kite Learning Trust is committed to safeguarding and promoting the welfare of children and young
people and expects all staff and volunteers to share this commitment.


















As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for
positions of trust, Red Kite Learning Trust complies fully with the DBS Code of Practice and undertakes
to treat all applicants for positions fairly. They undertake not to discriminate unfairly against any
subject of a Disclosure on the basis of conviction or other information revealed.
Red Kite Learning Trust is committed to the fair treatment of their staff, potential staff or users of their
services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age,
physical/mental disability or offending background.
We have a written policy on the recruitment of ex-offenders, which is made available to all Disclosure
applicants at the outset of the recruitment process.
We actively promote equality of opportunity for all with the right mix of talent, skills and potential and
welcome applications from a wide range of candidates including those with criminal records. We select
all candidates for interview based on their skills, qualifications and experience.
A Disclosure is only requested after a thorough risk assessment has indicated that one is both
proportionate and relevant to the position concerned. For those positions where a Disclosure is
required, all application forms, job adverts and recruitment briefs will contain a statement that a
Disclosure will be requested in the event of the individual being offered the position.
Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for
interview to provide details of their criminal record at an early stage in the application process. We
request that this information is provided through our E-Application Form, which is viewed by a
designated person within the Red Kite Learning Trust; we guarantee that this information is only seen
by those who need to see it as part of the recruitment process.
Unless the nature of the position allows Red Kite Learning Trust to ask questions about your entire
criminal record we only ask about the “unspent” convictions as defined in the Rehabilitation of
Offenders Act 1974.
We ensure that all those in Red Kite Learning Trust who are involved in the recruitment process have
been suitably trained to identify and assess the relevance and circumstances of offences. We also
ensure that they have received appropriate guidance and training in the relevant legislation relating to
the employment of ex-offenders, eg the Rehabilitation of Offenders Act 1974.
At interview, or in a separate discussion, we ensure that an open and measured discussion takes place
on the subject of any offences or other matter that might be relevant to the position. Failure to reveal
information that is directly relevant to the position sought could lead to the withdrawal of an offer of
employment.
We make every subject of a Disclosure aware of the existence of the DBS Code of Practice and make a
copy available on request.
We undertake to discuss any matter revealed in a Disclosure with the person seeking the position
before withdrawing a conditional offer of employment.
Having a criminal record will not necessarily bar you from working with us; this will depend on the
nature of the position, the circumstances and background of your offence/s.

(Source www.disclosures.gov.uk)

