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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 (On-Line 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. 

 

Application Form (Word Document) 

If you would prefer to complete a paper application form, this can be provided by the Red Kite 

Learning Trust HR team upon request, please email: recruitment@rklt.co.uk 

 

For all formats of application: 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. 

 

In accordance with Keeping Children Safe in Education (KCSiE) we do not accept CVS.  Our 

application forms will be used to obtain a common set of data from all applicants. Application forms 

may be adapted for different posts but will always include key information on safeguarding. As such, 

candidates must provide information on employment history and if appropriate adequately explain the 

reasons for any gaps. Candidates must complete, e-sign and date the declaration and follow 

instructions regarding the appropriate disclosure of relevant criminal convictions. 

 

Our general advice is that rather than simply repeating your career history, look at the skills and 

experience required by 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 on-line system.  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 on the basis of their merits and abilities.  

All information is treated in confidence and personal information submitted as part of the Equal 

mailto:recruitment@rklt.co.uk
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Opportunities questions and will not form part of your application; the shortlisting panel do not have 

access to this information. 

 

REHABILITATION OF OFFENDERS Act 1974  

All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 

1974. However, amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain spent 

convictions and cautions are 'protected'. These 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 on the Ministry of Justice website or see here.  

Shortlisted candidates will be asked to provide details of all unspent convictions and those that would 

not be filtered, prior to the date of the interview. You may be asked for further information about your 

criminal history during the recruitment process.  If your application is successful, this self-disclosure 

information will be checked against information from the Disclosure & Barring Service before your 

appointment is confirmed.  

We have a written policy on the recruitment of ex-offenders contained within this document and made 

available to all Disclosure applicants at the outset of the recruitment process. This policy provides 

further guidance on the disclosure of convictions and warnings, including reprimands and final 

warnings – please see page 5 below. 

 

CANVASSING 

You must not try to influence any current employee or member of a school governing body or Trust 

Board, 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 so that any issues or concerns they raise can 

be explored further with the referee, and/or taken up with the candidate at interview 

 

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. The Trust will take reasonable steps to verify 

references received electronically. 

 

SHORTLISTING  

Applicants who meet the requirements will normally be short-listed for interview.  In addition, you may 

be asked to undertake tests, written exercises or other tasks deemed appropriate for the role as part 

of the selection process.  

 

ONLINE SEARCHES FOR SHORTLISTED CANDIDATES 

As highlighted in KCSiE 2022, guidance regarding online searches for people applying for roles within 

schools has been introduced. As a result, Red Kite Learning Trust will carry out an online search for 

all shortlisted applicants. The search is intended to identify any safeguarding concerns, court cases, 

general reputational issues (for example extremism and hate speech; violent images; nudity; toxic 

language, swearing and profanity) or evidence that the candidate has been dishonest in their 

application form and/or in their disclosures. 

 

 

 

 

 

 

http://hub.unlock.org.uk/wp-content/uploads/What-will-be-filtered-by-the-DBS.pdf
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INTERVIEWS 

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. 

 

At least one interview panel member will be Safer Recruitment trained. 

 

 

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  

Under the Asylum and Immigration Act 1996 we must verify identity and in addition we can only 

consider applications from those eligible to work in the UK in accordance with Government 

Guidelines, available here. 

 

No offer of employment can be made without verification of proof of identity.   

 

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 is available through this link or 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. 

 

Prohibition Checks  

In accordance with our statutory responsibilities under the Education Act and outlined in Keeping 

Children Safe in Education we will carry out a check on any member of staff carrying out ‘teaching 

work’ to ensure they are not prohibited from teaching work. 

 

Each of the following activities is teaching work: 

• Planning and preparing lessons and courses for students 

• Delivering* lessons to students 

• Assessing the development, progress and attainment of students 

https://www.gov.uk/government/publications/understanding-your-right-to-work-in-the-uk-eu-eea-and-swiss-citizens/understanding-your-right-to-work-in-the-uk-eu-eea-and-swiss-citizens-accessible-version
https://www.gov.uk/guidance/documents-the-applicant-must-provide
https://www.gov.uk/government/publications/dbs-code-of-practice
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• Reporting on the development, progress and attainment of students. * “delivering” includes    

delivering lessons through distance learning or computer aided techniques 

 

The activities specified above are not teaching work for the purposes of the Regulations if the person 

carrying out the activity does so (other than for the purposes of induction) subject to the direction and 

supervision of a qualified teacher or other person nominated by the Headteacher to provide such 

direction and supervision. 

 

Overseas Checks  

Where candidates have lived or worked abroad in the past 5 years for a period of 3 months or more 

we will carry out appropriate overseas checks. This will include an EEA check for those appointed to 

do teaching work that have lived or worked abroad within the EEA. 

 

  



5 
 

Conditional Offer of Appointment: Summary of Pre Appointment Checks  

An offer of appointment to the successful candidate will be conditional upon: 

• verification of the candidate’s identity 

• verification of eligibility to work in the UK 

• appropriate overseas check, including an EEA check where appropriate 

• verification of the candidate’s mental and physical fitness to carry out their role 

• the receipt of at least two satisfactory and verified references 

• verification of qualifications 

• verification of professional status where required e.g. QTS status (unless properly exempted) 

• a check of the DfE Barred List 

• a satisfactory DBS Enhanced Disclosure, with the certificate seen and verified by the school. 

(for Volunteers a written risk assessment in relation to the undertaking of an Enhanced DBS 

Disclosure) 

• a check using the Employer Access Online Service to see if a prohibition order issued by the 

Secretary of State for Education or GTCE sanction exists against the individual (for posts 

carrying out ‘teaching work’) 

• verification of successful completion of statutory induction period (applies to those who 

obtained QTS after 7 May 1999) unless the successful candidate is an NQT undertaking their 

statutory induction (for teaching posts) 

 

General Data Protection Regulations 

We take your data protection rights and our legal obligations seriously. Your personal data will be 

treated in a secure and confidential manner and only as set out in our Privacy Notice available on our 

website or otherwise notified to you in writing. Red Kite Learning Trust will be the data controller of 

your personal data. We have a Data Protection Officer (DPO) who is responsible for monitoring our 

compliance with data protection law. You may contact the Trust’s Data Protection Officer securely and 

confidentially at any time if you have any concerns about the processing of your personal data or any 

data protection issue. 

 

The DPO's contact details are DPO@rklt.co.uk 

 

You can access more detail regarding the Trust’s Data Protection Policy here 

 

Please note: 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 and our Trust. 

  

mailto:DPO@rklt.co.uk
https://www.rklt.co.uk/content/uploads/2018/07/RKLT-Data-Protection-Policy-2020.pdf
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Policy Statement on the Recruitment of  

Ex-Offenders & Disclosure Flowcharts 

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. 

• All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 

1974. However, amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain 

spent convictions and cautions are 'protected'. These 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 on the Ministry of Justice website or see here.  

• Shortlisted candidates will be asked to provide details of all unspent convictions and those that 

would not be filtered, prior to the date of the interview. You may be asked for further information 

about your criminal history during the recruitment process.  If your application is successful, this 

self-disclosure information will be checked against information from the Disclosure & Barring 

Service before your appointment is confirmed.  

• 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, e.g. 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. 

http://hub.unlock.org.uk/wp-content/uploads/What-will-be-filtered-by-the-DBS.pdf
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The following flowcharts are provided to support applicants with Disclosures: 
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