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APPLICATION GUIDE

Vacancy Details

Details of the terms and conditions of the post are included in the Vacancy Details document. This gives
information about the post, grade and salary and underlines the school’s commitment to safeguarding
children and young people and to equality of opportunity for all. Details of the closing date for
applications, interview date, interview panel and selection procedure are included. The employment
checks undertaken for the successful candidate are also shown on this document.

Job Description

This gives an overview of the purpose of the post and outlines the main core duties and any specific
duties.

For a Support staff post, the Role profile describes the generic tasks of the post and may be
supplemented with a Local List of Duties which specifies, at individual school level, the main duties of
the role. The role profile also defines the necessary knowledge, skills and experience required at
selection.

Person Specification

This outlines the qualifications, experience, skills and personal attributes which the successful candidate
will need to possess. These elements are classified as either essential or desirable and are used as the
basis for the shortlisting process. The person specification also outlines the basis by which other
information collected as part of the recruitment and selection process will be assessed e.g. lesson/task
observation, presentation, references.

The Application Form

Please ensure that you complete the relevant Hampshire County Council Teaching Staff or Support Staff
application form, both of which can be downloaded from the school website at
www.portchester.hants.sch.uk or the Hampshire County Council website. Please do not send a C.V. in
place of the Hampshire application forms as this will not be accepted.

When completing your application form is it important to consider the Job Description/Role Profile and
the Person Specification and include in your application evidence to demonstrate your skills and
knowledge. Applicants should meet the essential criteria detailed in the Person Specification and it will
be advantageous to demonstrate some of the desirable criteria.

Application Process

Once completed, please send your application form for the attention of Mrs Y Boxall, Personnel Services
Leader, to arrive by the deadline specified in the advertisement and Vacancy Details information.

When received, we will hold your information securely, in line with our Data Protection policy and
Privacy Notice for job applicants. Please refer to the Privacy Notice for Job Applicants available on our
website.

Please remember to complete the Equality Monitoring form which is included as part of the application
pack. This information will enable the school to monitor the effectiveness of its equality policy and
ensure that all staff and applicants receive fair and equal treatment at all times.



As part of this policy, it is essential that we monitor the profile of our applicants in relation to gender,
ethnic origin, disability, sexual orientation and age.

The information on this form will not be shared with the selection panel and will be used for statistical
purposes only. It will not form any part of a record on you as an individual, unless you are subsequently
appointed to the school, in which case it may be held as part of a computerised personnel record on the
school’s HR system which is available for your inspection.

All application forms are logged on receipt and although we do not currently acknowledge receipt, we
are more than happy for you to contact the school for confirmation that your application has been
received. Again, please contact Mrs Boxall by email (recruitment@portchester.hants.sch.uk), or via the
school on 023 92 364399.

The Short-listing Process

The interview panel will undertake the short-listing process and candidates will be assessed against the
job description/role profile and the essential and desirable aspects of the person specification.
Candidates selected for interview will be contacted by telephone or email. Candidates will be advised of
any tasks or lessons they will be asked to undertake as part of the selection process.

Please be advised that if you have not been contacted within two weeks of the closing date, your
application has been unsuccessful on this occasion.

The Interview Process

The interview panel for all teaching posts will comprise the Headteacher, Mr Richard Carlyle, a member
of the Senior Leadership team, usually either the Deputy Headteacher or Assistant Headteacher,
together with the Subject Leader for the relevant department. For Subject Leader posts, a school
Governor may also be included in the interview panel.

The purpose of the interview is to assess the candidate’s suitability for the post and give both the panel
and the candidate an opportunity to gain further information before making a successful appointment.
It is also an opportunity to seek clarification on information provided in your application form.

The interview will also assess the candidate’s suitability to work with children and will include questions
relating to safeguarding and promoting the welfare of children.

Candidates will be asked the same core questions relating to the requirements of the post, however
relevant supplementary questions may also be asked.

During the interview process notes will be taken.

References

It is our policy to approach both referees noted on the application form prior to interview for a
reference. As stated on the application form one of your referees must be your present employer e.g.
Headteacher.

Offers of Appointment

Appointments are subject to satisfactory completion of all relevant pre-employment checks including a
Disclosure and Barring Service check and medical clearance from the Hampshire County Council
Wellbeing unit.

Statement on Safer Recruitment

Statutory Guidance “Keeping Children Safe in Education”, issued by the Department for Education,
requires the school to have written recruitment policies and procedures in place to prevent people who
pose a risk of harm from working with children.

The Governing Body recognise that promoting the welfare of children and young people is integral to
the recruitment and selection process and essential to creating a safe environment for children and
young people. The aims of the school’s Recruitment Policy are therefore to: attract and appoint the



highest calibre of applicants; undertake recruitment and selection activities in a fair and transparent
way and to ensure safer recruitment guidelines are followed to deter, identify and reject applicants and
volunteers who are unsuitable to work with children and young people.

In accordance with the School Staffing (England) Regulations 2009, at least one person on an
appointment panel will have undertaken safer recruitment training.

The full Recruitment Policy is available on request to any member of staff and all prospective applicants
and volunteers.

The school’s Child Protection policy and Safeguarding policies are available on request or on the
school’s website www.portchester.hants.sch.uk

What to bring to interview

Applicants selected for interview are asked to refer to the “Pre-employment checklist for Candidates”
sent with the interview invitation letter and bring documentation as outlined. This will include original
qualifications certificates and proof of identity (preferably photographic, such as a photocard driving
licence or passport).

In order to meet our legal obligation under the Immigration, Asylum and Nationality Act 2006, the
school must ensure that evidence has been seen and checked to confirm eligiblity to work in the United
Kingdom. Therefore, candidates selected for interview must bring relevant documentation to confirm
this, as outlined in the Pre-employment Checklist for Candidates.

Thank you for your interest in this post at Portchester Community School.

Successful Confident Responsible

Portchester Community School is committed to safeguarding and promoting the welfare of children and young
people and expects all staff and volunteers to share this commitment. We will ensure that all our recruitment and
selection practices reflect this commitment. All successful candidates will be subject to Disclosure and Barring
Service checks along with other relevant employment checks.
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