
Explanatory Notes    

Applications will only be accepted from candidates completing the Trust’s Application Form. Please 
complete ALL sections of the Application Form which are relevant to you as clearly and fully as possible. 
CVs will not be accepted in place of a completed Application Form.    
 
Safeguarding Children and Young People    
We are committed to safeguarding and promoting the welfare of children and young people. We expect 
all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS 
check.    

• Candidates should be aware that all posts in Prince Albert Community Trust involve 
some degree of responsibility for safeguarding children and young people, although the 
extent of that responsibility will vary depending on the nature of the post. Please see 
the job description enclosed in this Application Pack for further details.    

• Accordingly, this post is exempt from the Rehabilitation of Offenders Act 1974 and 
therefore all convictions, cautions and bind-overs, including those regarded as “spent” 
must be declared.    

• If you are currently working with children, on either a paid or voluntary basis, your 
current employer will be asked about disciplinary offence, including those related to 
children or young people (whether 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 investigation or disciplinary proceedings. If you are not 
currently working with children, but have done in the past, that previous employer will 
be asked about these issues.    

• Where neither your current or previous employment has involved working with children, 
your current employer will be asked about your suitability to work with children, although 
it may be answered not applicable where it is appropriate; if your duties have not 
brought you into contact with children or young people for instance.    

   
Interview Process    
After the closing date, short listing will be conducted by a Panel. You will be selected for interview 
entirely on the contents of your application form, so please read the Job Description and Person 
Specification carefully before you complete your form.    
All candidates invited to interview must bring the following documents:    

• Documentary evidence of right to work in the UK    
• Documentary evidence of identity that will satisfy DBS requirements    
• Documentary proof of current name and address    
• Where appropriate any documentation evidencing change of name    
• Documents confirming any educational or professional qualifications that are necessary 

or relevant for the post    
Please note that originals of the above are necessary, photocopies or certified copies are not sufficient.    
We will seek references on shortlisted candidates for Trust based positions and may approach previous 
employers for information to verify experience or qualifications before interview. Any relevant issues 
arising from references will be taken up at interview.    
       
Conditional Offer: Pre-Employment Checks    
Any offer to a successful candidate will be conditional upon:    

• Verification of right to work in the UK    
• Receipt of at least two satisfactory references (if these have not already been received)    
• Verification of identity checks and qualifications    
• Satisfactory Enhanced DBS Check    
• Verification of professional status such as QTS Status, NPQH (where required)    
• Satisfactory completion of a Health Assessment    
• Satisfactory completion of the probationary period (where relevant)    
• Where the successful candidate has worked, or been resident overseas in the previous 

five years, such checks and confirmations as may be required in accordance with 
statutory guidance    

   



How Can I Apply?    
This is an exciting and very rewarding role and we look forward to receiving your application.   Please 
send a completed application form to hr@the-pact.co.uk   
   
The Application Process    
 
Adverts Open        
Friday 7th January 2022 

 
Deadline for Applications       
Friday 21st January 2022, 12 noon 

        
Shortlisting      
w/c Monday 24th January 2022 
 
 
Interviews         
Thursday 3rd February 2022 
   
 
 

 
All applications will receive an email confirmation within 48 hours of receipt of application; if you do not 
receive this please contact the PACT HR team on 0121 752 5252. The candidates selected for interview 
will be informed after shortlisting and full details of the interview programme will be provided. If you do 
not hear from us within 10 working days of the closing date of this position, unfortunately you have been 
unsuccessful on this occasion. Please note that PACT does not provide feedback to applicants who 
have not been shortlisted for a post.   
 
Prince Albert Community Trust pays full regard to ‘Keeping Children Safe in Education’ guidance 2016. 
We ensure that all appropriate measures are applied in relation to everyone who works for the Trust. 
Safer recruitment practice includes scrutinising applicants, verifying identity and academic or vocational 
qualifications, obtaining professional and character references, checking previous employment history 
and ensuring that a candidate has the health and physical capacity for the job. It also includes 
undertaking interviews and an Enhanced DBS check.   
  
The information supplied in your application, as well as any supporting documents provided at the 
application or interview stage, will be used as part of the PACT recruitment and selection process. All 
information is stored securely and all data submitted by unsuccessful candidates will be destroyed 
responsibly after 6 months from the date of interview.   
 
We reserve the right to withdraw from this recruitment process at any given point.    
  

    
    

    
   

    


