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Application Guidance Notes

Safeguarding
The Arthur Terry Learning Partnership (ATLP) is committed to safeguarding and promoting the welfare of

children and young people and expects all staff and volunteers to share this commitment. The successful
candidate will be subject to all necessary pre-employment checks, including enhanced DBS, prohibition
check, qualifications (where applicable), medical fitness, identity and right to work. The ATLP is an equal
opportunities employer.

Equal Opportunities

The Arthur Terry Learning Partnership are committed to the principles of our Equal Opportunities Policy and we
positively welcome applications irrespective of gender, race, disability, colour, ethnic or national origin, nationality,
sexuality, marital status, responsibility for dependants, religion, trade union activity and age.

GDPR

As part of your application to join us, we will gather and use information relating to you. Information that we hold
in relation to individuals is known as theirpersonal data. This will include data that we obtain from you directly and
data about you that we obtain from other people and organisations. We might also need to continue to hold an
individual’s personal data for a period of time after the recruitment process, even if you are unsuccessful. Anything
that we do with an individual’s personal data is known asprocessing. The ATLP Recruitment Privacy Notice can be
found in the policies section on the ATLP website or is available upon request from hroperations@atlp.org.uk. This
document sets out what personal data we will gather and hold about individuals who apply for a position with us,
why we process that data, who we share this information with, and your rights in relation to your personal data
processed by us.

Guide to completing the application form
The information you provide will be treated as confidential and used only for the purposes of recruitment.

Post details

Please enter the job title and the name of the ATLP School you are applying for.

If you are applying for more than one post, then you must complete a separate application form for each post as joint
applications will not be considered. CV’s will also not be considered.

Personal details
Please enter your personal details fully and accurately so that we can contact you easily and quickly should you be
shortlisted.

Qualifications and training

We are interested in any relevant training and education you have undertaken, including those courses which did not
lead to an examination or qualification. These could be non-vocational classes or in-house training with your current
or previous employer. We are also interested to know if you are a member of a professional body. Original certificates
will be checked on appointment.

Employment record
Please give full details of your current employment. If you are not currently employed, please use your most recent

employment details.

Previous employment
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Please give your full employment history in date order starting with the earliest, also accounting for any gaps in
employment. We are also interested in any voluntary or holiday work you may have had.

Supporting Information

The job description and person specification for the post are available online. They describe the key responsibilities
of the post and set out the knowledge, experience, skills and abilities we are looking for. Please read these documents
carefully as they form the basis upon which your application will be assessed. In this section you should demonstrate
how your skills, knowledge, experience and abilities match the requirements of the job. Do not simply repeat your
career history or treat this section like a CV.

Please be specific but concise in giving examples of situations you have had to deal with, explain why action was
necessary, what you did and what was achieved as a result. Remember that the skills and experience you have gained
outside of paid work, for example from domestic responsibilities, unpaid or voluntary work and so on, can also
demonstrate skills that we are looking for.

Referees

We will require at least two written references. One should be from your present employer, or, if you are not currently
employed, your last employer. If your employment was in a school the referee must be the Headteacher. The second
referee should be someone who can comment on your work capability. References from friends or relatives are not
acceptable. We will contact referees for all shortlisted candidates prior to interview in line with safer Recruitment
guidelines.

Consent and declaration

Disclosure and Barring Service
You will be required to apply for an Enhanced Disclosure and Barring Service (DBS) check and this check will take
place once an offer has been made and accepted. Please indicate if you are registered with the update service.

Right to reside/work in the UK
If you do not declare any restrictions you are advising us that you have the right to work and reside in the UK. We will
ask you for relevant documentation should you be appointed.

Equality and Diversity Monitoring Form

The Arthur Terry Learning Partnership wants to meet the aims and commitments set out in its equality policy. This
includes not discriminating under the Equality Act 2010, and building an accurate picture of the make-up of the
workforce in encouraging equality and diversity.

We need your help and co-operation to enable it to do this, but filling in this form is voluntary.

If you wish to complete it then please return it with your application (or separately if you prefer). Please be assured
that the monitoring form is separated from the application form on receipt and is not included in the selection
process.

Please complete the application form as clearly and as fully as possible. If any section does not apply to you, enter
“n/a” (not applicable). Please do not include a CV with your application, but try to include all relevant information on
the form itself, using additional sheets if necessary.
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Finally we wish you the best of luck with your application.



