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Dear	Applicant,

Thank	you	for	your	interest	in	our	current	vacancy	for	a	full	time	Head	of	Modern	Foreign	Languages.

This	application	pack	is	designed	to	give	you	lots	of	information	about	the	role	and	the	School.		I	fear	that	it	
still	only	represents	a	glimpse	of	the	broader	picture.		We	are	an	ambitious	community	and	we	wish	to	attract	
ambitious	professionals.		At	King	Henry	VIII	School	our	aim	is	to	create	an	environment	in	which	every	single	
student	is	given	the	opportunity	and	support	to	achieve	a	level	of	performance	beyond	that	which	they	might	
otherwise	achieve	elsewhere.

King	Henry	VIII	School	is	an	exciting	place	to	work.		Our	staff	show	great	commitment	to	the	pupils,	both	in	the	
classroom	and	in	their	wider	education.		We	enjoy	celebrating	achievement,	curricular	and	extra-curricular.

The	School	was	 last	 inspected	 in	2016	and	received	a	glowing	 Inspection	Report.	 	A	copy	 is	available	on	the	
Independent	School’s	Inspection	website	at	www.isi.net	or	can	be	found	on	our	own	website	under	‘Publications’.		
The	School	was	awarded	the	top	rating	of	‘Excellent’	in	all	eight	aspects	of	school	operation	assessed	by	the	
Independent	Schools	Inspectorate.

I	hope	that	you	will	be	enthused	and	motivated	by	what	you	discover	about	King	Henry	VIII	School	and	will	wish	
to	be	part	of	this	vibrant	and	dynamic	community.		I	look	forward	to	receiving	your	application.

Yours	faithfully,

   

J.	Slack
Headmaster
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General Information about the School

History and Location

King	Henry	VIII	School	was	founded	in	1545	and	has	been	on	its	present	site	since	1885.		The	site,	which	is	shared	
with	King	Henry	VIII	Preparatory	School,	is	approximately	one	mile	from	the	city	centre.		The	School	is	easily	
reached	by	road	from	all	the	surrounding	towns	and	Coventry	Train	Station	is	directly	adjacent.	 	 In	addition,	
Coventry	School	Foundation	operates	an	extensive	coach	service.		We	therefore	draw	from	a	wide	catchment	
area	including	Leamington	Spa,	Nuneaton,	Rugby,	Hinckley,	Knowle	and	Kenilworth.

Coventry	has	recently	been	named	UK	City	of	Culture	for	2021	and	we	are	looking	forward	to	the	interest	and	
investment	this	will	bring	to	the	city	but	also	the	opportunities	in	which	the	school	is	already	planning	to	play	a	
full	part.

Pupils

The	main	entry	to	the	senior	school	 is	at	age	11	and	there	are	currently	700	pupils	of	whom	165	are	 in	the	
sixth	form.	Just	over	half	of	our	annual	 intake	at	age	eleven	comes	from	King	Henry	VIII	Preparatory	School,	
which	educates	children	from	the	age	of	three.		The	remainder	of	the	intake	comes	from	other	Independent	
Preparatory	Schools	in	the	area	as	well	as	primary	schools	in	the	maintained	sector.		All	prospective	external	
entrants	take	the	annual	entrance	examination.

The	availability	of	Bursaries	and	Scholarships	means	that	over	one	quarter	of	the	pupils	receive	some	level	of	
financial	assistance.

Examination Results

Examination	results	at	GCSE	and	A	level	are	very	good.		A	level	results	last	year	show	38%	of	students	gaining	
A*/A	grades.		GCSE	results	saw	58%	9-7	grades	last	year.		

Full	details	are	available	on	our	website,	www.khviii.com.

KING HENRY VIII SCHOOL
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Facilities

The	 School’s	 buildings	 are	 being	 constantly	 upgraded.	 	 Some	older	 science	 laboratories	 have	 been	 recently	
refurbished	and	a	new	six	lane,	25m	swimming	pool	with	classroom	and	fitness	suite	was	opened	in	2009.		This	
development	also	involved	the	construction	of	new	netball	courts	and	a	multi	use	games	area.	The	main	hall	
received	a	quarter	of	a	million	pound	upgrade	last	summer.	

There	are	on	site	playing	fields	for	rugby,	cricket	and	athletics.		Extensive	off	site	playing	fields	exist	just	5	minutes’	
drive	away	 from	the	main	school	 site	where	a	brand	new	set	of	changing	 rooms	was	opened	 in	September	
2012.		The	double,	all-weather	hockey	pitches	were	relaid	24	months	ago	and	these	are	situated,	with	their	own	
changing	facilities,	just	two	miles	from	the	school.		Construction	of	an	extension	to	the	library,	which	doubles	as	
an	archive	facility	was	completed	four	years	ago.

The	Governing	Body	has	now	given	its	approval	to	begin	planning	for	the	future	resources	that	will	be	needed	
to	further	develop	the	School’s	facilities.	Governors	have	also	recognised	the	need	to	develop	our	facilities	in	
performing	arts	and	it	is	envisaged	that	this	will	take	the	form	of	a	Performing	Arts	Centre	to	be	built	on	the	
main	school	site.

Beyond the Curriculum

Extra-curricular	activities	are	extensive	and	well	organized.		The	sporting	facilities	already	mentioned	are	well	
used	and	the	school	enjoys	an	enviable	reputation	for	producing	successful	school	teams.		Major	boys’	sports	
include	rugby,	hockey,	cross	country,	cricket	and	athletics.		Major	girls’	sports	include	netball,	hockey,	athletics,	
cross	country	and	rounders.		We	are	also	able	to	boast	many	individual	students	who	gain	success	at	the	highest	
level	both	at	school	and	after	they	leave	in	a	variety	of	different	sporting	disciplines.

Our	extra-curricular	music	provision	is	flourishing	with	one	in	three	students	taking	individual	music	tuition	and	
the	vast	majority	contributing	to	one	or	more	music	groups	that	regularly	perform	in	school	based	concerts	as	
well	as	diverse	external	venues	that	include	York	Minster	and	the	University	of	Warwick.

The	School	also	employs	2	full	time	outdoor	education	teachers	who	co-ordinate	an	extensive	programme	that	
includes	 the	Duke	of	Edinburgh’s	Award	 for	older	pupils.	 	 Three	quarters	of	our	 students	enter	 the	Duke	of	
Edinburgh	Scheme	and	we	regularly	achieve	 in	excess	of	40	Gold	awards	each	year	 involving	both	 local	and	
international	expeditions	(most	recently	South	Africa).

Staff

There	are	78	full	time	equivalent	teaching	staff	and	46	full	time	equivalent	support	staff.		All	are	well	qualified,	
motivated	and	enthusiastic.		All	play	a	part	in	the	pastoral	and	extra-curricular	activities.		
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What are we looking for?

Four	qualities	are	essential:

1.	 The	vision	and	ambition	to	lead	on	language	teaching	and	learning	within	the	context	of	a	committed	and	
able	group	of	language	teachers	that	forms	a	major	academic	department	within	the	School.

2.	 You	must	be	a	first	rate	teacher	who	has	a	real	enthusiasm	for	both	your	subject	and	how	it	is	most	effectively	
taught.

3.	 You	must	enjoy	the	pastoral	aspects	of	teaching	and	therefore	want	to	be	a	Form	Tutor.
4.	 You	must	want	to	contribute	to	the	extra-curricular	activities	of	the	School.

The	successful	applicant	will	be	required	to	teach	Spanish	throughout	the	school.	The	ability	to	offer	French	in	
addition	would	be	an	advantage.

Remuneration Package

Coventry	School	 Foundation	has	 its	own	salary	 scale	 that	 is	 above	 the	maintained	 sector.	 	Head	of	Modern	
Foreign	Languages	attracts	a	responsibility	allowance	reflective	of	the	importance	and	significance	of	the	role.			
All	 teaching	staff	are	able	to	access	the	Teachers’	Pension	Scheme.	 	Fee	remission	of	50%	is	awarded	to	the	
children	of	full	time	employees	who	attend	a	school	within	Coventry	School	Foundation.

Don’t just take our word for it...

This	is	a	great	place	to	work	and	we	have	ambitious	aims.	We	work	hard	and	do	a	great	job	but	you	might	want	
confirmation.	The	School	was	inspected	in	March	2016.	The	School	was	awarded	the	top	rating	of	‘Excellent’	in	
all	eight	aspects	of	school	operation	assessed	by	the	Independent	Schools	Inspectorate.		A	copy	of	this	latest	
inspection	report	is	available	on	the	Independent	Schools	Inspection	website	at	www.isi.net	as	well	as	our	own	
website	(under	‘Practical	Information’).
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How to apply

Candidates	must	 complete	and	 return	an	Application	Form	which	accompanies	 this	pack	and	 is	available	 to	
download	at	www.khviii.com,	under	‘Practical	Information’,	‘Vacancies’.

Please	include	a	covering	letter	that	indicates	your	suitability	for	this	post	and	for	the	School.

Candidates	must	 complete	and	 return	 the	enclosed	Application	Form	by 12 noon on Tuesday 4th February 
2020, 12 noon.

Applications	to	be	addressed	to:

Mr. J. Slack, Headmaster
King Henry VIII School
Warwick Road
Coventry 
CV3 6AQ

Referees	will	be	contacted	without	further	notification,	unless	you	indicate	to	the	contrary.			

King	Henry	VIII	School	is	committed	to	safeguarding	and	promoting	the	welfare	of	pupils	and	expects	all	staff	
and	volunteers	to	share	this	commitment.		The	appointment	is	therefore	subject	to	both	a	Medical	Check	and	
appropriate	Child	Protection	Screening,	including	checks	with	past	employers	and	the	Disclosure	and	Barring	
Service.		

The	post	holder’s	responsibility	for	promoting	and	safeguarding	the	welfare	of	children	and	young	persons	for	
whom	s/he	is	responsible	or	with	whom	s/he	comes	into	contact	will	be	to	adhere	to	and	ensure	compliance	
with	the	school’s	Child	Protection	Policy	at	all	times.		If	in	the	course	of	carrying	out	the	duties	of	the	post	the	
post	holder	becomes	aware	of	any	actual	or	potential	risks	to	the	safety	or	welfare	of	children	in	the	school,	s/
he	must	report	any	concerns	to	the	school’s	child	protection	officer	(Dr	Michele	Cuthbert,	Deputy	Head).

If	you	require	any	further	information,	please	contact	me	at	School.

Jason	Slack
Headmaster
January	2020
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Modern Foreign Languages Department 

The Department
The	Department	 is	 lead	by	a	Head	of	Modern	Foreign	Languages	who	would	also	usually	 take	responsibility	
as	Head	of	one	of	French,	German	or	Spanish.	Additionally	2	members	of	the	Department	also	have	specific	
responsibility	for	the	other	2	languages.	

The	languages	Department	is	situated	in	the	southern	wing	of	the	school.	There	are	6	teaching	rooms	and	2	
assistants’	rooms,	allowing	for	nearly	all	members	of	staff	their	own	permanent	teaching	base.	Each	classroom	
is	equipped	with	a	data	projector,	white	board,	dvd/cd	player	and	wall-mounted	speakers.		The	department	also	
has	its	own	multi-media	language	laboratory	

Curriculum 
All	students	learn	a	foreign	language	to	GCSE.	We	start	the	teaching	of	French	and	German	in	Year	7	on	three	
periods	a	week,	each	language	being	taught	for	half	of	the	year.	In	Year	8	Spanish	is	introduced	on	2	periods	a	
week	and	students	will	have	made	a	choice	of	two	languages	from	French,	German	and	Spanish	by	the	end	of	
Year	7.	At	the	end	of	Year	8	students	are	asked	to	choose	two	subjects	from	French,	German,	Spanish	and	Latin.	
We	do	run	a	twilight	course	in	Years	8	and	9	that	allows	the	more	able	linguists	to	continue	with	all	three	modern	
language	options	through	to	GCSE	and	indeed	A	level.	
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There	is	no	setting	in	Years	7	and	8	for	languages.	In	years	9-11	there	may	be	some	setting	possible	in	each	of	
the	three	languages,	depending	upon	option	choices.	The	Examining	Board	used	for	all	3	languages	at	GCSE	is	
Edexcel.	Year	10	and	11	classes	are	normally	taught	by	the	same	specialist	teacher,	in	addition	to	which	there	are	
additional	classes	with	the	Foreign	Language	Assistants	(for	French,	German	and	Spanish).	French,	German	and	
Spanish	are	offered	to	A	level.	There	is	normally	1	class	of	French,	1	of	German	and	1	of	Spanish	per	year	and	
classes	are	taught	by	2	specialist	teachers,	as	well	as	additional	classes	with	the	Foreign	Language	Assistants.	At	
A	Level,	we	use	the	AQA	Examining	Body.

Plans	are	currently	being	made	for	Senior	School	language	teachers	to	provide	some	language	teaching	to	the	
Year	6	pupils	at	King	Henry	VIII	Preparatory	School.	

Exchanges and trips
As	a	department,	we	are	very	keen	to	take	our	pupils	abroad	so	that	they	can	experience	the	 language	and	
culture	at	first	hand	and	we	have	in	place	an	extensive	programme	of	trips	and	exchanges.	The	French	Château	
Intensive	Study	Week	for	A	level	students	takes	place	at	Easter	for	1	week,	along	with	a	Year	8	trip,	also	in	Le	
Château	de	la	Baudonnière,	Normandie.	A	German	trip	for	pupils	in	years	9-12	takes	place	at	Christmas.	In	the	
October	half-term	Year	11	students	participated	in	a	trip	to	Cadiz,	and	the	intention	is	to	run	this	on	an	annual	
basis.

Results
Our	results	over	the	last	fifteen	years	have	been	outstanding	with	nearly	85%	of	all	our	A	level	students	achieving	
a	grade	A*/B.
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Job Description
 1.	RELATIONSHIPS

(i)	Each	Head	of	Department	is	supported	by	a	link	member	of	SMT	with	whom	they	will	work	closely	on	
specific	matters	relating	to	their	department.		The	same	member	of	SMT	will	also	be	responsible	for	the	
Professional	Development	of	the	Head	of	Department.			All	Heads	of	Department	report	to	the	same	Deputy	
Head	on	matters	relating	to	more	general	administrative	issues	such	as	curriculum	and	departmental	
documentation.		

(ii)	A	Head	of	Department	leads	his	or	her	team	of	teachers	and	is	ultimately	responsible	to	the	Headmaster	
for	the	work	of	these	teachers	within	the	department.

(iii)	A	Head	of	Department	will	also	be	responsible	for	supervising	the	work	of	any	non-teaching	members	of	
staff	within	their	department.		

2.	PURPOSE	OF	THE	JOB

(i)	To	provide	professional	leadership	and	management	in	a	subject	area	in	order	to	secure	high	quality	
teaching	and	learning,	effective	use	of	resources,	and	high	standards	of	achievement	for	all	pupils.

(ii)	A	Head	of	Department	contributes	to	the	wellbeing	and	development	of	the	school	by	supervising,	
guiding	and	caring	for	pupils	inside	and	outside	the	classroom.		An	overriding	concern	must	be	to	remain	
professionally	alert	to	developments	of	their	subject	and	within	the	larger	educational	climate	to	inform	the	
work	of	the	department.

3.	KEY	TASKS

(a)	Leadership

(i)	Supervision	of	the	work	of	all	staff	in	the	department.

(ii)	Professional	development	of	department	staff.		This	will	include,	where	appropriate,	acting	as	a	Reviewer	
for	members	of	the	department	in	line	with	the	School’s	Professional	Development	Scheme.		This	will	also	
include	arranging	with	the	Deputy	Head	for	appropriate	in-service	departmental	training.	

(iii)	Supervision	of	student	teachers	and	induction	and	guidance	of	new	teachers.

(iv)	Advising	the	Headmaster	in	the	recruitment	of	the	department’s	staff.

(v)	Supervising	any	non-teaching	staff	in	the	department,	looking	after	their	professional	development	
(including	appraisal)	and	advising	the	Headmaster	on	recruitment.

(vi)	Representing	the	department’s	views	to	the	SMT	at	head	of	department	meetings	and	other	committees	
where	appropriate.

(vii)	Holding	minuted	departmental	meetings	(at	least	twice	per	term)	and	ensuring	that	minutes	are	
distributed	to	designated	staff.

(viii)	To	be	responsible	for	the	formulation	and	annual	review	of	a	Departmental	Development	Plan,	in	line	
with	the	whole	school	procedure.

(ix)	To	have	overview	of	classroom	discipline	within	the	department	and	support	members	of	the	department	
in	matters	of	classroom	management.
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(b)	The	Curriculum

	(i)	Managing	the	teaching	methods	used	by	the	department	by	developing	and	selecting	suitable	materials	
and	building	on	good	practice	within	the	department.

(ii)	Formulation	and	maintenance	of	schemes	of	work	(to	be	submitted	each	September	to	the	Deputy	Head).		
Other	colleagues	within	the	department	should	be	involved	in	this	task.

(iii)	Monitoring	consistency	of	approach	and	progress	of	pupils	and	teaching	groups	within	the	department,	for	
example	by	facilitating	sharing	of	best	practice	and	mutual	work	scrutiny.

(iv)	To	ensure	that	adequate	assessment	and	marking	is	undertaken	of	pupil	work	within	the	department	to	an	
agreed	marking	policy.

(v)	Preparing	an	annual	analysis	of	the	department’s	public	examination	results,	with	comments	on	relative	
performance	of	different	teaching	groups.		This	analysis	should	make	use	of	value	added	material.

(vi)	Responsibility	for	departmental	internal	examinations.

(vii)	Advising	SMT	on	the	most	appropriate	external	examination	specifications	through	an	up	to	date	
knowledge	of	specification	development	and	availability.		

(viii)	Advising	on	the	suitability	of	university	entrance	for	pupils	considering	a	course	related	to	the	
departmental	curriculum	area.

(c)	Organisation	and	Administration

(i)	To	provide	information	to	parents	and	colleagues	about	the	work	of	the	department	in	whole	school	
publications	such	as	options	booklets.

(ii)	To	prepare	and	subsequently	agree	a	departmental	budget	allocation.		Followed	by	the	management	of	the	
department’s	expenditure	and	stock	control	in	accordance	with	the	agreed	budget.

(iii)	To	be	responsible	for	the	rooms,	textbooks	and	equipment	allocated	to	the	department,	for	advising	the	
School	Administrator	and	maintenance	staff	on	the	maintenance	of	furniture	and	equipment	and	for	the	
security	of	equipment.

(iv)	To	co-ordinate	the	presentation	of	the	departmental	area	with	appropriate	displays	and	presentations	that	
create	a	positive	working	environment.

(v)	To	help	with	the	public	profile	of	the	department	by	co-ordinating	the	departmental	submission,	when	
appropriate,	of	articles	for	the	website,	Arrow,	Coventrian,	twitter	account,	etc.

(vi)	Advising	the	timetabling	team	on	the	department’s	needs	for	preparation	of	the	timetable.		Ensuring	the	
efficient	and	effective	deployment	of	departmental	staff.

(vii)	To	ensure	that	appropriate	risk	assessments	are	in	place	for	all	departmental	premises,	activities	and	visits	
and	to	discuss	them	with	the	Health	and	Safety	Officer	as	necessary.

(viii)	To	ensure	that	proper	accounting	is	undertaken	for	any	departmental	visits.

(ix)	The	preparation	and	annual	review	of	a	department	handbook,	in	line	with	whole	school	guidelines,	that	
collates	all	relevant	information	for	staff	working	within	the	department.

(x)	Co-ordinate	the	cover	work	set	for	lessons	where	a	member	of	the	department	is	absent.
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Application and Recruitment Process
Explanatory Note
1. General 

King	Henry	VIII	School	is	committed	to	ensuring	the	best	possible	environment	for	the	children	and	young	people	
in	its	care.	Safeguarding	and	promoting	the	welfare	of	children	and	young	people	is	our	highest	priority.	

The	School	aims	to	recruit	staff	that	share	and	understand	our	commitment	and	to	ensure	that	no	job	applicant	
is	treated	unfairly	by	reason	of	a	protected	characteristic	as	defined	within	the	Equality	Act	2010.	

All	queries	on	the	School’s	Application	Form	and	recruitment	process	must	be	directed	to	King	Henry	VIII	School.

2. Application Form 

Applications	will	only	be	accepted	from	candidates	completing	the	relevant	Application	Form	in	full.		CVs	will	not	
be	accepted	in	substitution	for	completed	Application	Forms.	
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.		Applicants	will	
receive	a	Job	Description	and	Person	Specification	for	the	role	applied	for.	

As	the	job	for	which	you	are	applying	involves	substantial	opportunity	for	access	to	children,	it	is	important	that	
you	provide	us	with	legally	accurate	answers.	Upfront	disclosure	of	a	criminal	record	may	not	debar	you	from	
appointment	as	we	shall	consider	the	nature	of	the	offence,	how	long	ago	and	at	what	age	it	was	committed	
and	any	other	relevant	factors.	Please	submit	information	in	confidence	enclosing	details	in	a	separate	sealed	
envelope	which	will	be	seen	and	then	destroyed	by	the	Head.	 	 If	you	would	 like	to	discuss	this	beforehand,	
please	telephone	in	confidence	to	the	Head	for	advice.	
Please	disclose	any	unspent	convictions,	cautions,	reprimands	or	warnings.	Please	note	that	the	amendments	
to	the	Exceptions	Order	1975	(2013)	provide	that	certain	spent	convictions	and	cautions	are	‘protected’	and	are	
not	subject	to	disclosure	to	employers,	and	cannot	be	taken	into	account.	Guidance	and	criteria	on	the	filtering	
of	these	cautions	and	convictions	can	be	found	at	the	Disclosure	and	Barring	Service	website.	

The	successful	applicant	will	be	required	to	complete	a	Disclosure	Form	from	the	Disclosure	and	Barring	Service	
(“DBS”)	for	the	post.	Additionally,	successful	applicants	should	be	aware	that	they	are	required	to	notify	the	
school	immediately	if	there	are	any	reasons	why	they	should	not	be	working	with	children.		This	includes	any	
staff	who	 are	 disqualified	 from	 childcare	 or	 registration	 including	 ‘by	 association’	 i.e.	 they	 live	 in	 the	 same	
household	(or	someone	is	employed	in	their	household)	as	someone	who	has	unspent	cautions	or	convictions	
for	a	relevant	offence	

Please	see	a	list	of	the	relevant	offences	set	out	here:
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/384712/DBS_referrals_
guide_-_relevant_offences_v2.4.pdf)

The	‘by	association’	requirement	also	applies	if	you	live	in	the	same	household	as	or	someone	is	employed	in	
your	household	who	has	been	disqualified	from	working	with	children	under	the	Childcare	Act	2006.	

The	Childcare	(Disqualification)	Regulations	2009	apply	to	those	providing	early	years	childcare	or	later	years	
childcare,	including	before	school	and	after	school	clubs,	to	children	who	have	not	attained	the	age	of	8	AND	to	
those	who	are	directly	concerned	in	the	management	of	that	childcare.	

The	school	takes	its	responsibility	to	safeguard	children	very	seriously	and	any	staff	member	and/or	successful	
candidate	who	 is	aware	of	anything	that	may	affect	his/her	suitability	to	work	with	children	must	notify	the	
school	 immediately.	 	 This	will	 include	 notification	 of	 any	 convictions,	 cautions,	 court	 orders,	 reprimands	 or	
warnings	he/she	may	receive.		He/she	must	also	notify	the	school	immediately	if	he/she	is	living	in	a	household	
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where	anyone	lives	or	works	who	has	been	disqualified	from	working	with	children	or	from	registration	for	the	
provision	of	childcare.	Staff	and/or	successful	candidates	who	are	disqualified	from	childcare	or	registration,	
including	 ‘by	association’,	may	apply	 to	Ofsted	 for	a	waiver	of	disqualification.	 	Such	 individuals	may	not	be	
employed	in	the	areas	from	which	they	are	disqualified,	or	involved	in	the	management	of	those	settings,	unless	
and	until	such	waiver	is	confirmed.	Please	speak	to	the	[head/bursar]	for	more	details.

Failure	to	declare	any	convictions	(that	are	not	subject	to	DBS	filtering)	may	disqualify	you	for	appointment	or	
result	in	summary	dismissal	if	the	discrepancy	comes	to	light	subsequently.	
The	School	has	a	legal	duty	under	section	26	of	the	Counter-Terrorism	and	Security	Act	2015	to	have	‘due	regard	
to	the	need	to	prevent	people	from	being	drawn	into	terrorism’.	This	is	known	as	the	Prevent	duty.	Schools	are	
required	to	assess	the	risk	of	children	being	drawn	into	terrorism,	including	support	for	extremist	ideas	that	are	
part	of	terrorist	ideology.	Accordingly,	as	part	of	the	recruitment	process,	when	an	offer	is	made	the	offer	will	be	
subject	to	a	Prevent	duty	risk	assessment.	

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.	Where	you	have	
no	previous	employment	history,	we	may	request	character	references	which	may	include	references	from	your	
school	or	university.	
You	should	be	aware	that	provision	of	false	information	is	an	offence	and	could	result	in	the	application	being	
rejected	or	summary	dismissal	if	you	have	been	appointed,	and	a	possible	referral	to	the	police	and/or	DBS.	

3. Invitation to Interview

Applicants	will	be	short-listed	according	to	the	relevance	and	applicability	of	their	professional	attributes	and	
personal	qualities	to	the	role.	Short-listed	applicants	will	then	be	invited	to	attend	a	formal	interview	at	which	
his/her	relevant	skills	and	experience	will	be	discussed	in	more	detail.	

All	formal	interviews	will	have	a	panel	of	at	least	three	people.	The	Chair	of	Governors	should	chair	the	panel	
for	the	Head’s	appointment.	The	interviewers	involved	will	be	required	to	state	any	prior	personal	relationship	
or	knowledge	of	any	of	 the	candidates	and	a	 judgement	will	be	made	by	the	Chair	as	to	whether	or	not	an	
interviewer	should	therefore	withdraw	from	the	panel.	Should	the	Chair	have	a	conflict	of	 interest,	 the	Vice	
Chair	shall	decide	whether	the	Chair	should	withdraw	from	the	panel.	
The	interview	will	be	conducted	in	person	and	the	areas	which	it	will	explore	will	include	suitability	to	work	with	
children.	

All	 candidates	 invited	 to	 interview	 must	 bring	 documents	 confirming	 any	 educational	 and	 professional	
qualifications	that	are	necessary	or	relevant	for	the	post	(e.g.	the	original	or	certified	copy	of	certificates,	diplomas	
etc).		Where	originals	or	certified	copies	are	not	available	for	the	successful	candidate,	written	confirmation	of	
the	relevant	qualifications	must	be	obtained	by	you	from	the	awarding	body.	

All candidates invited to interview must also bring with them a minimum of 3 items of ID from:
1.	 A	current	driving	licence	including	a	photograph	and	paper	counterpart	or	a	passport	or	a	full	birth	certificate;
2.	 A	utility	bill	or	financial	statement	issued	within	the	last	three	months	showing	the	candidate’s	current	name	

and	address;
3.	 Where	appropriate	any	documentation	evidencing	a	change	of	name;
4.	 Where	the	candidate	is	not	a	citizen	of	a	country	within	the	European	Economic	Area	or	Switzerland,	proof	

of	entitlement	to	work	and	reside	in	the	UK.
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Please note that originals of the above are necessary. Photocopies or certified copies are not sufficient. 

Candidates	with	a	disability	who	are	invited	to	interview	should	inform	the	School	of	any	necessary	reasonable	
adjustments	or	arrangements	to	assist	them	in	attending	the	interview.	

4. Conditional Offer of Appointment: Pre-Appointment Checks 

Any	offer	to	a	successful	candidate	will	be	conditional	upon:	

1.	 Receipt	of	at	least	two	satisfactory	references	(if	these	have	not	already	been	received);
2.	 Verification	of	identity	and	qualifications	including,	where	appropriate,	evidence	of	the	right	to	work	in	the	

UK;
3.	 A	satisfactory	enhanced	DBS	check	and	if	appropriate,	a	check	of	the	Barred	List	maintained	by	the	DBS;
4.	 For	a	candidate	to	be	employed	as	a	teacher,	a	check	that	the	candidate	is	not	subject	to	a	prohibition	order	

issued	by	the	Secretary	of	State;
5.	 For	a	candidate	who	has	lived	or	worked	outside	the	UK	a	check	using	the	NCTL	Teacher	Services’	System	

that	a	candidate	is	not	subject	to	any	teacher	sanction	or	restriction;
6.	 Verification	of	professional	qualifications;
7.	 Verification	of	successful	completion	of	a	statutory	induction	period	(for	teaching	posts	-	applies	to	those	

who	obtained	QTS	after	7	May	1999)	where	relevant;
8.	 Where	the	successful	candidate	has	worked	or	been	resident	overseas,	such	checks	and	confirmations	as	the	

School	may	consider	appropriate	so	that	any	relevant	events	that	occurred	outside	the	UK	can	be	considered;
9.	 Satisfactory	medical	fitness;
10.	Confirmation	 from	 you	 that	 you	 are	 not	 disqualified	 from	 providing	 childcare	 under	 the	 Childcare	

(Disqualification)	Regulations	2009.ORReceipt	of	a	signed	Staff	Suitability	Declaration	form	showing	that	you	
are	not	disqualified	from	providing	childcare	under	the	Childcare	(Disqualification)	Regulations	2009;	and

11.	If	you	are	undertaking	a	leadership	role,	evidence	that	you	have	not	been	prohibited	from	participating	in	
the	management	of	independent	schools.

It	is	the	School’s	practice	that	a	successful	candidate	must	complete	a	pre-employment	health	questionnaire.	
The	 information	contained	 in	 the	questionnaire	will	 then	be	held	by	 the	School	 in	 strictest	confidence.	This	
information	will	be	reviewed	against	the	Job	Description	and	the	Person	Specification	for	the	particular	role,	
together	with	details	of	any	other	physical	or	mental	requirements	of	the	role	i.e.	proposed	workload,	extra-
curricular	activities,	layout	of	the	School.
The	School	 is	aware	of	 its	duties	under	 the	Equality	Act	2010.	 	No	 job	offer	will	be	withdrawn	without	first	
consulting	with	the	applicant,	considering	medical	evidence	and	considering	reasonable	adjustments.	

5. References 

We	will	seek	the	references	referred	to	in	section	4	above	for	shortlisted	candidates	and	may	approach	previous	
employers	for	information	to	verify	particular	experience	or	qualifications,	before	interview.		If	you	do	not	wish	
us	to	take	up	references	in	advance	of	the	interview,	please	notify	us	at	the	time	of	submitting	your	application.
 
All	referees	will	be	asked	if	the	candidate	is	suitable	to	work	with	children.	
The	School	will	compare	any	information	provided	by	the	referee	with	that	provided	by	the	candidate	on	the	
application	form.		Any	inconsistencies	will	be	discussed	with	the	candidate.	

6. Criminal Records Policy 

The	School	will	refer	to	the	Department	for	Education	(“DfE”)	document,	‘Keeping	Children	Safe	in	Education’	
and	any	amended	version	in	carrying	out	the	necessary	required	DBS	checks.
The	School	 complies	with	 the	provisions	of	 the	DBS	Code	of	Practice,	a	 copy	of	which	may	be	obtained	on	
request	or	accessed	here:	https://www.gov.uk/government/publications/dbs-code-of-practice



15

7.  Retention and Security of Records 
The	School	will	comply	with	its	obligations	regarding	the	retention	and	security	of	records	in	accordance	with	
the	DBS	Code	of	Practice	and	its	obligations	under	its	Data	Protection	Policy.	Copies	of	DBS	certificates	will	not	
be	retained	for	longer	than	6	months.

Policy on the Recruitment of Ex-Offenders
The	School	will	not	unfairly	discriminate	against	any	candidate	for	employment	on	the	basis	of	conviction	or	
other	details	revealed.	The	School	makes	appointment	decisions	on	the	basis	of	merit	and	ability.	If	an	individual	
has	a	criminal	record	this	will	not	automatically	bar	him/her	from	employment	within	the	School.	Instead,	each	
case	will	be	decided	on	its	merits	in	accordance	with	the	objective	assessment	criteria	set	out	below.	

All	candidates	should	be	aware	that	provision	of	false	information	is	an	offence	and	could	result	in	the	application	
being	rejected	or	summary	dismissal	if	they	have	been	appointed,	and	a	possible	referral	to	the	police	and/or	
DBS.	

Under	 the	 relevant	 legislation,	 it	 is	 unlawful	 for	 the	 School	 to	 employ	 anyone	who	 is	 included	 on	 the	 lists	
maintained	by	the	DBS	of	individuals	who	are	considered	unsuitable	to	work	with	children.	In	addition,	it	will	
also	be	unlawful	for	the	School	to	employ	anyone	who	is	the	subject	of	a	disqualifying	order	made	on	being	
convicted	or	charged	with	the	following	offences	against	children:	murder,	manslaughter,	rape,	other	serious	
sexual	offences,	grievous	bodily	harm	or	other	 serious	acts	of	 violence.	 It	 is	also	unlawful	 for	 the	School	 to	
knowingly	 employ	 someone	who	works	 in	 the	 relevant	 settings	 and	 is	 disqualified	 from	providing	 childcare	
under	the	Childcare	(Disqualification)	Regulations	2009,	whether	by	association,	or	otherwise.	

It	is	a	criminal	offence	for	any	person	who	is	disqualified	from	working	with	children	to	attempt	to	apply	for	a	
position	within	the	School.	The	School	will	report	the	matter	to	the	Police	and/or	the	DBS	if:	

• the		School	receives	an	application	from	a	disqualified	person;
• is	provided	with	false	information	in,	or	in	support	of	an	applicant’s	application;	or
• the		School	has	serious	concerns	about	an	applicant’s	suitability	to	work	with	children,	

In	the	event	that	relevant	information	(whether	in	relation	to	previous	convictions	or	otherwise)	is	volunteered	
by	an	applicant	during	the	recruitment	process	or	obtained	through	a	disclosure	check,	the	School		will	consider	
the	following	factors	before	reaching	a	recruitment	decision:	

• whether	the	conviction	or	other	matter	revealed	is	relevant	to	the	position	in	question;
• the	seriousness	of	any	offence	or	other	matter	revealed;
• the	length	of	time	since	the	offence	or	other	matter	occurred;
• whether	the	applicant	has	a	pattern	of	offending	behaviour	or	other	relevant	matters;
• whether	the	applicant’s	circumstances	have	changed	since	the	offending	behaviour	or	other	relevant	matters;
• in	the	case	of	disqualification	from	providing	childcare,	whether	the	applicant	has	or	is	able	to	obtain	an	

Ofsted	waiver	from	disqualification;	and
• The	circumstances	surrounding	the	offence	and	the	explanation(s)	offered	by	the	convicted	person.	

If	the	post	 involves	regular	contact	with	children,	 it	 is	the	School’s	normal	policy	to	consider	 it	a	high	risk	to	
employ	anyone	who	has	been	convicted	at	any	time	of	any	the	following	offences:	murder,	manslaughter,	rape,	
other	serious	sexual	offences,	grievous	bodily	harm	or	other	serious	acts	of	violence,	serious	class	A	drug	related	
offences,	robbery,	burglary,	theft,	deception	or	fraud.	
If	the	post	involves	access	to	money	or	budget	responsibility,	it	is	the	School’s	normal	policy	to	consider	it	a	high	
risk	to	employ	anyone	who	has	been	convicted	at	any	time	of	robbery,	burglary,	theft,	deception	or	fraud.	

If	 the	post	 involves	some	driving	responsibilities,	 it	 is	 the	School’s	normal	policy	to	consider	 it	a	high	risk	to	
employ	anyone	who	has	been	convicted	of	drink	driving.
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