
Guidance for Applicants

Thank you for your interest in this post, this information sheet has been designed to guide you through completing your application form and to make you aware of any issues that will now be included in any interview you may be asked to attend with Sheffield City Council Children & Young People’s Directorate. 

As the post you have applied for involves working with children and/or vulnerable adults, the recruitment process will incorporate some additional checks or questions that would not be undertaken for other posts. These additional checks are specified in the DfES document “Safeguarding Children: Safer Recruitment and Selection in Education Settings” issued June 2005. 

Children will view every adult in school as a safe and trustworthy adult therefore the same safeguarding principles will be applied to everyone in schools regardless of their role and whether they are a paid employee or volunteer. We have summarised the main areas for you to be aware of when making an application 


HOW TO COMPLETE THE APPLICATION FORM 

Personal Details 
· Complete all sections in BLOCK CAPITALS
DFES (teaching applications only)

· Please complete all sections of this box.  If you are awaiting QTS please indicate this on the form.

Employment

· This box should include your most recent employment, we need to know the date you started working and end date (if appropriate).

· We need the full details of your last employer

· We need to know the main duties of your role

· Your reason for leaving – we reserve the right to contact your employer for further information about your employment even if you have not listed this employer as a referee. 

· PLEASE NOTE: we will not do this without your prior consent, however, if you do not consent we may be unable to proceed with your application.

Employment History

· You should complete your full employment history since leaving Secondary education in this section. 

· Do not leave any gaps, for example, if you have been unemployed let us know the dates of this period of unemployment. 

· You need to account for any period not spent in education or training since leaving school.

Education/ Qualifications – Higher Education 

· Please complete all sections of this box. 

· Please include all relevant dates

Secondary and Further Education with Examination Results 

· Please insert details of your results.

· Please include all relevant dates

Other Relevant Courses attended in the last 5 years

· Insert in this section any courses you have attended, if the list is extensive just select the ones which are relevant to support your application.

Suitability for the job

· This is a very important section of the application form. This is your opportunity to tell us about yourself, your experience, knowledge and attitudes.

· You do not have to confine your response to the space provided on the form, you may attach additional sheets. Obviously reams of information could make it difficult to shortlist, however a lack of information will not do your application justice. 
· Let us know about extra curricular activities you are or have been involved in e.g. sports, music and drama. What you should ensure is definitely included on your application, is how you meet all of the criteria listed on the person specification.

Additional Information

· You must declare if you have any convictions, cautions, warnings or reprimands.

· For posts which involve working with children or vulnerable adults, no conviction regardless of when it occurred will be considered spent.

· Provide details of any convictions in a sealed envelope as instructed on the form.

· You must disclose if you have ever been dismissed for gross misconduct or capability from any employment.

· Any offer of appointment will be conditional upon a satisfactory CRB check

· Your employment can be terminated based on information arising from a CRB check

References

· One employer must be your current or most recent employer
· Indicate if you do not wish your references to be contacted initially
· Both references will be contacted if you are successful in your application
· SIGN THE FORM!


OTHER IMPORTANT CONSIDERATIONS

· Your past employment history may be explored from the point you left school, you need to be able to account for any unexplained gaps or reasons for leaving past employment.

· Your past employers may be contacted (with your consent) to confirm any information which we need to check, even if you have not listed them as a referee.

· References will be sought for successful candidates prior to any offer of appointment being made.

· If your references contain insufficient detail, we may contact your referees for further information.

· You will be asked questions at interview which will explore your attitude and behaviour to children and vulnerable adults, this may be a new experience for many applicants as this type of questioning is not used for other roles within the authority. The member of the selection panel undertaking this questioning will have undergone a thorough training programme. All candidates for the post will be questioned in this way.

· You may be asked questions at interview based on any information arising from your application form or references.
