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RECRUITMENT AND SELECTION PROCESS


THE SAMWORTH CHURCH ACADEMY JOB DESCRIPTIONS
The Samworth Church Academy provides generic job descriptions for each level of job, rather than post-specific job descriptions.  Generic job descriptions describe a range of examples typical of the accountabilities for a specified role and candidates should be aware that they will not necessarily be expected to carry out every activity listed.  

Equally, a particular role may carry accountabilities that are not specifically detailed in the job description, but are deemed to be of equivalent value, so the generic job description should not be viewed as exhaustive.  Candidates who are shortlisted will have the opportunity to discuss the specific requirements of the role at interview.

SHORTLISTING
So that we compare candidates fairly, we only consider the information on the completed application form.  We do not accept CVs in lieu of a completed application form.  Due to the volume of applications we may receive, we may not always contact candidates who have not been shortlisted.  Therefore, if you have not heard from us within 3 weeks of the closing date, you have not been selected on this occasion, but please accept our thanks for your interest in working with us.  We would still welcome your application for other positions that may be of interest to you in the future.

INTERVIEWS
We aim to hold interviews within 2 weeks of the advertised closing date.  We endeavour to give you as much notice as we can of the interview arrangements, and details of any additional selection exercises.  We ask that you confirm attendance at interviews as soon as you can, and that you let us know if you need any special arrangements making to ensure a fair selection process, eg for access to premises.

SELECTION EXERCISES
We are committed to recruiting the best possible candidate for the position, and recognise that interviews alone may not always give a complete picture.  Where appropriate, we may ask you to undertake a relevant task or exercise to demonstrate a particular skill or aptitude.  These will normally take place on the same day as your interview.

SAFEGUARDING
We undertake very thorough checks to ensure that we meet our obligations to protect the children attending the Academy.  Successful candidates will be required to undertake an enhanced check for regulated activity via the Disclosure and Barring Service.  We also take up references and expect you to be able to account for any gaps in your employment history.  Unexplained gaps may result in a candidate not being shortlisted.   
You will be required to provide 
· Original documents to allow us to apply for a Disclosure and Barring Service enhanced check for regulated activity.  
· Original copies of Certificates for all relevant qualifications.
· Evidence that you have the right to work in the UK eg UK passport, birth certificate or other appropriate documents.
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