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APPLICATION FOR EMPLOYMENT AND RECRUITMENT PACK 
• 	Safer Recruitment • 	Document Reference: BSA-HR-001 • 	Version: 2.0 • 	Approved by: Headteacher • 	Approval Date: 5 August 2026 • 	Review Date: August 2027 
Welcome 
Thank you for your interest in joining Blackpool Skills Academy. 
We are committed to safeguarding and promoting the welfare of children and young people. Every member of staff plays an important role in creating a safe, supportive and ambitious environment where every learner can thrive. 
Our recruitment process follows the principles of Keeping Children Safe in Education (KCSIE) and is designed to ensure that every appointment is made fairly, transparently and with safeguarding at its heart. 
 
Completing this application 
Please complete every section of this application form. 
A curriculum vitae (CV) may be submitted in support of your application, but it cannot be accepted instead of this form. This is because we are required to obtain a full employment history and sufficient information to assess every applicant consistently. 
 
Please ensure that: 
· every question is completed 
· your employment, education and voluntary work history is provided in full 
· all gaps in employment are explained 
· dates are accurate and presented in month/year format 
· the information provided is complete and truthful. 
If additional space is required, please continue and extend the space a separate sheet and clearly identify the relevant section. 
Our Commitment to Safeguarding 
Blackpool Skills Academy is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. 
Appointments are made in accordance with statutory safer recruitment guidance and are subject to appropriate pre-employment checks, including: 
· verification of identity 
· verification of qualifications where applicable 
· right to work checks 
· satisfactory references 
· enhanced Disclosure and Barring Service (DBS) checks 
· children's barred list checks where applicable 
· prohibition from teaching checks where applicable 
· Section 128 direction checks where applicable 
· online searches of publicly available information for shortlisted candidates 
· any additional checks required by statutory guidance. 
 
Important Information 
It is an offence for any individual who is barred from engaging in regulated activity relating to children to apply for, or undertake, a role involving regulated activity with children. 
Applicants are not required to disclose criminal record or safeguarding information within this application form. 
Candidates who are shortlisted will be asked to complete a separate Confidential Safer Recruitment Self Declaration Form, which explains what information must be disclosed and how that information will be considered fairly and confidentially. 
 
Recruitment Privacy 
Personal information supplied during the recruitment process will be processed in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and the Academy's Recruitment Privacy Notice. 
 
Section 1: Vacancy Details 
Job Title 
 
Vacancy Reference 
 
Department 
 
Working Pattern 
☐ Full Time 
☐ Part Time 
☐ Permanent 
☐ Fixed Term 
☐ Casual 
Date of Application 
 
Where did you hear about this vacancy? 
☐ Academy Website 
☐ TES 
☐ DfE Teaching Vacancies 
☐ Indeed 
☐ LinkedIn 
☐ Recommendation 
☐ Other ______________________________________ 
Section 2: Personal Details 
Please complete this section in full. The information provided will be used only for recruitment purposes and to complete statutory pre-employment checks should you be appointed. 
 
Personal Details 
Title 
☐ Mr  ☐ Mrs  ☐ Miss  ☐ Ms  ☐ Mx  ☐ Dr  ☐ Other 
______________________ 
 
First Name(s) 
 
 
Middle Name(s) 
 
 
Surname 
 
 
Preferred Name (if different) 
 
 
Previous Name(s) 
Please provide any previous names you have been known by (including maiden names or deed poll changes), together with the dates they were used. 
 
 
 
Date of Birth (optional at application stage unless required for pre-employment checks) ____ /____ /________ 
 
Current Address 
 
 
 
 
Postcode 
 
 
Address History 
Please provide all addresses where you have lived during the last five years, including the dates you lived at each address. Continue on a separate sheet if necessary. 
	Address 
	From (MM/YYYY) 
	To (MM/YYYY) 

	 
	 
	 

	 
	 
	 

	 
	 
	 


 
Email Address 
 
 
Mobile Telephone 
 
 
Alternative Telephone Number 
 
 
National Insurance Number 
 
 
Emergency Contact 
This information will only be used if you are appointed. 
Name 
 
Relationship 
 
Telephone Number 
 
Professional Registration (where applicable) 
Teacher Reference Number (TRN) 
 
Qualified Teacher Status (QTS) 
☐ Yes  ☐ No  ☐ Not Applicable 
 
Right to Work in the United Kingdom 
Do you have the legal right to work in the United Kingdom? 
☐ Yes  ☐ No 
 
Will you require sponsorship under UK immigration rules now or in the future? 
☐ Yes  ☐ No 
If yes, please provide brief details. 
 
 
Overseas Residence 
Have you lived or worked outside the United Kingdom for three months or more during the last ten years? 
☐ Yes ☐ No 
If yes, please provide the country, dates and reason. Additional overseas safeguarding checks may be required before employment can commence. 
 
 
 
 
HR Use Only 
☐ Identity verified 
☐ Right to work verified 
☐ Overseas checks required 
☐ Further information requested 
 
Section 3: Qualifications and Professional Development 
Please provide details of all relevant qualifications, training and professional memberships. Original certificates may be requested before appointment. 
Qualifications 
	Qualification 
	Subject 
	Grade / Result 
	Awarding Organisation 
	Date Achieved 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Professional Qualifications or Memberships 
	Professional Registration / 
Membership 
	Registration 
Number 
	Awarding 
Body 
	Current 
Status 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


Safeguarding and Relevant Training 
Please provide details of any relevant training completed, including safeguarding, child protection, behaviour management, SEND, first aid or other professional development relevant to this role. 
	Course / Training 
	Provider 
	Date Completed 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


Additional Information 
Please provide details of any qualifications or training currently being undertaken. 
 
 
 
Section 4: Employment, Education and Voluntary Work History 
Please provide a complete and continuous history from the date you left full-time education to the present day. 
Include: 
· Employment (full-time, part-time and temporary) 
· Self-employment 
· Voluntary work 
· Further and higher education 
· Career breaks 
· Periods of unemployment 
· Maternity, paternity or parental leave 
· Travel 
· Any other periods not covered above 
Every period must be accounted for. If you require additional space, please continue on a separate sheet. 
	Organisation/ 
Employer/ 
Education 
Provider 
	Job 
Title/ 
Course/ 
Activity 
	From 
(MM/YYYY) 
	To 
(MM/YYYY) 
	Main Duties / 
Responsibilities 
	Reason for
Leaving 
	May this organisation be 
contacted for a reference? 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


Explanation of Gaps 
Please explain any gaps in your employment, education or voluntary work history. 
 
 
 
 
 
Current Employment 
Current Employer 
 
Current Position 
 
Date Started 
 
Current Salary (optional) 
 
Notice Period 
 
Reason for Seeking a New Position 
 
 

Section 5: Supporting Statement 
Please explain how your experience, knowledge, skills and personal qualities meet the requirements of the Person Specification and Job Description. 
You should provide examples of how you meet the essential criteria and, where applicable, the desirable criteria for the role. 
You may wish to include evidence of: 
· Experience of working with children or young people. 
· Safeguarding and child protection knowledge. 
· Behaviour management and positive relationships. 
· Supporting pupils with SEND, SEMH or additional needs. 
· Curriculum delivery, teaching, learning or vocational expertise (where applicable). 
· Teamwork, communication and professional relationships. 
· Leadership, initiative and problem solving. 
· Professional development, training and qualifications. 
· Commitment to equality, diversity and inclusion. 
· How your values align with those of Blackpool Skills Academy. 
Please continue on a separate sheet if you require additional space. 
 
 
Section 6: References 
Please provide details of two referees who can comment on your suitability for this post. 
One referee must normally be your current employer. If you are not currently employed, this should be your most recent employer. 
If you have previously worked with children or young people, one referee should normally be from your most recent role involving children. 
Referees must not be relatives, partners or personal friends. 
Blackpool Skills Academy reserves the right to seek references from previous employers where appropriate in accordance with statutory safer recruitment guidance. 
 
Reference 1 
Name 
Job Title 
 
Organisation 
 
Address 
 
 
Email Address 
 
Telephone Number 
 
Professional Relationship to You 
 
Dates you worked together 
 
Is this your current or most recent employer? 
☐ Yes ☐ No 
May we contact this referee before interview? 
☐ Yes ☐ No 
If no, please explain why. 
 
 
 
Reference 2 
Name 
 
Job Title 
 
Organisation 
 
Address 
 
 
Email Address 
 
Telephone Number 
 
Professional Relationship to You 
 
Dates you worked together 
 
Did this role involve working with children or young people? 
☐ Yes ☐ No 
May we contact this referee before interview? 
☐ Yes ☐ No 
If no, please explain why. 
 
Additional Information 
Have either of the above referees known you by another name? 
☐ Yes ☐ No 
If yes, please provide details. 
 
 
Have you worked for Blackpool Skills Academy previously? 
☐ Yes ☐ No 
If yes, please provide details. 
 
Section 7: Recruitment Declarations 
Please answer every question. If you answer Yes to any question, please provide full details in the space provided. Where appropriate, additional information may be requested during the recruitment process. 
 
Right to Work 
Do you have the legal right to work in the United Kingdom? 
☐ Yes ☐ No 
Will you require sponsorship under UK immigration rules now or in the future? 
☐ Yes ☐ No 
If yes, please provide details. 
 
Overseas Residence 
Have you lived or worked outside the United Kingdom for a continuous period of three months or more during the last ten years? 
☐ Yes ☐ No 
If yes, please provide the countries and dates. 
 
 
Please note that overseas criminal record or safeguarding checks may be required before any appointment can be confirmed. 
 
Relationships 
Are you related to, or do you have a close personal relationship with, any Director, Governor, Trustee, Senior Leader or employee of Blackpool Skills Academy? 
☐ Yes ☐ No 
If yes, please provide details. 
 
 
 
Reasonable Adjustments 
Do you require any reasonable adjustments to enable you to participate fully in the recruitment and selection process? 
☐ Yes ☐ No 
If yes, please describe the adjustments required. 
 
Data Protection 
I understand that the information contained within this application will be processed for recruitment purposes in accordance with UK GDPR, the Data Protection Act 2018 and Blackpool Skills Academy's Recruitment Privacy Notice. 
☐ Yes 
 
Applicant Declaration 
I declare that the information I have provided in this application is true, complete and accurate. 
I understand that providing false, misleading or incomplete information may result in my application being withdrawn or, if appointed, may lead to disciplinary action or dismissal. 
I understand that any offer of employment is conditional upon satisfactory safer recruitment checks, including, where applicable: 
· Verification of identity 
· Verification of qualifications and professional registrations 
· Right to work checks 
· Satisfactory employment references 
· Enhanced Disclosure and Barring Service (DBS) checks 
· Children's Barred List checks 
· Prohibition from Teaching checks 
· Section 128 direction checks 
· Online searches of publicly available information 
· Overseas checks where applicable 
· Any other statutory pre-employment checks required by law or Department for Education guidance 
I confirm that I have read and understood the guidance contained within this application pack. 
 
Applicant Name 
 
Signature 
 
Date 
Office Use Only 
Application Received: ______________________ 
Shortlisted: ☐ Yes ☐ No 
Interview Date: ______________________ 
Recruitment Checks Completed: ☐ Yes ☐ No 
Appendix A 
Guidance on Barred Persons, Criminal Record Disclosure and Safer Recruitment 
This appendix forms part of the Blackpool Skills Academy Recruitment Pack. 
It is provided to explain the Academy's safer recruitment procedures and the statutory checks that apply during the recruitment process. 
Applicants are encouraged to read this guidance carefully before submitting an application. 
 
Our Commitment to Safeguarding 
Blackpool Skills Academy is committed to safeguarding and promoting the welfare of children and young people. 
Every appointment is made in accordance with statutory guidance, including Keeping Children 
Safe in Education (KCSIE), the Safeguarding Vulnerable Groups Act 2006, the Rehabilitation of Offenders Act 1974, the Police Act 1997 and associated Disclosure and Barring Service (DBS) legislation. 
Safeguarding is everyone's responsibility and safer recruitment forms an essential part of protecting children. 
 
Regulated Activity 
Many posts within Blackpool Skills Academy involve regulated activity with children. 
It is a criminal offence for a person who is barred from engaging in regulated activity relating to children to: 
· apply for a role involving regulated activity 
· accept such a role 
· undertake regulated activity. 
Anyone who knowingly employs a barred person in regulated activity may also be committing a criminal offence. 
 
Why we do not ask these questions on the application form 
Blackpool Skills Academy follows the principles set out within Keeping Children Safe in Education. 
Applicants are not required to disclose criminal record or safeguarding information when completing the initial application form. 
Instead, applicants who are shortlisted for interview will be asked to complete a Confidential Safer Recruitment Self Declaration Form. 
This ensures information is obtained fairly, confidentially and only at the appropriate stage of the recruitment process. 
 
Shortlisted Candidate Self Declaration 
Candidates who are invited to interview will normally be asked to declare whether they have ever: 
· been barred from working with children 
· been prohibited from teaching 
· been made subject to a Section 128 Direction 
· been subject to any relevant safeguarding investigation 
· been subject to disciplinary action relating to safeguarding 
· received any criminal conviction or caution that is not protected under current legislation 
· been required to undertake overseas criminal record or safeguarding checks. 
Where appropriate, applicants will have the opportunity to provide additional information and discuss any declaration during the interview process. 
 
Criminal Record Information 
Applicants should not disclose criminal convictions or cautions within the application form. 
Where a criminal record declaration is requested following shortlisting, applicants should disclose only information that they are legally required to disclose. 
Certain old or minor convictions and cautions are protected by law and are subject to DBS filtering rules. 
Protected convictions and cautions should not be disclosed. 
Further guidance is available from the Disclosure and Barring Service. 
 
Overseas Checks 
Applicants who have lived or worked overseas may be required to provide additional criminal record or professional conduct checks from the countries in which they have resided. 
The Academy will advise shortlisted candidates where such checks are required. 
 
Online Searches 
In accordance with Keeping Children Safe in Education, Blackpool Skills Academy may undertake online searches of publicly available information relating to shortlisted candidates. 
These searches form part of the Academy's due diligence process and are intended to identify any matters that may require discussion during interview. 
Only publicly available information will be considered. 
 
Pre-employment Checks 
Any offer of employment is conditional upon satisfactory completion of all relevant preemployment checks, which may include: 
· Verification of identity 
· Right to work in the United Kingdom 
· Verification of qualifications 
· Professional registration checks 
· Employment history verification 
· Satisfactory references 
· Enhanced DBS Certificate 
· Children's Barred List check (where applicable) 
· Prohibition from Teaching check (where applicable) 
· Section 128 Direction check (where applicable) 
· Overseas criminal record or professional conduct checks (where applicable) 
· Online searches 
· Health assessment where appropriate 
· Any additional statutory checks required by the Department for Education. 
 
Equal Opportunities 
Blackpool Skills Academy is committed to equality of opportunity and welcomes applications from suitably qualified candidates regardless of age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation. 
Information disclosed during the safer recruitment process will be treated fairly, proportionately and confidentially. 
 
Confidentiality 
Information disclosed during the recruitment process is handled in accordance with UK GDPR, the Data Protection Act 2018 and the Academy's Recruitment Privacy Notice. 
Access to confidential safeguarding and criminal record information is strictly limited to those involved in the recruitment process. 
 
Further Information 
If you require clarification regarding any aspect of the Academy's safer recruitment procedures, please contact the Headteacher before submitting your application. 
 
 
 
 
 
 
Appendix B 
Confidential Safer Recruitment Self Declaration 
(To be completed by shortlisted candidates only) 
Strictly Confidential 
This form will only be issued to candidates who have been shortlisted for interview. 
The information provided will be treated in the strictest confidence and will only be considered by those directly involved in the recruitment process. 
A declaration does not automatically prevent employment. Any information disclosed will be considered fairly, proportionately and in accordance with relevant legislation and statutory guidance. 
 
Candidate Details 
Post Applied For 
 
Applicant Name 
 
Interview Date 
 
 
Safeguarding Declaration 
Have you ever: 
1. Been barred from engaging in regulated activity with children? 
☐ Yes ☐ No 
2. Been prohibited from teaching by the Secretary of State or Teaching Regulation Agency? 
☐ Yes ☐ No 
3. Been made subject to a Section 128 Direction preventing you from holding a management position in an independent school, academy or free school? 
☐ Yes ☐ No 
4. Been subject to disciplinary action relating to safeguarding children or vulnerable adults? 
☐ Yes ☐ No 
5. Been subject to safeguarding allegations or investigations that are relevant to your suitability to work with children? 
☐ Yes ☐ No 
6. Been dismissed or resigned from employment while subject to disciplinary or safeguarding procedures? 
☐ Yes ☐ No 
7. Had a professional registration withdrawn, suspended or made subject to conditions? 
☐ Yes ☐ No 
If you answered Yes to any of the above, please provide full details. 
 
 
 
 
Criminal Record Declaration 
This position is exempt from the Rehabilitation of Offenders Act 1974 and is eligible for an Enhanced Disclosure and Barring Service (DBS) check. 
You are required to disclose only convictions, cautions or other information that you are legally required to disclose under current legislation. 
Do you have any criminal convictions, cautions or other relevant information that is not protected under the Rehabilitation of Offenders Act 1974 (Exceptions) Order and the DBS filtering rules? 
☐ Yes ☐ No 
If yes, please provide details, including dates and outcomes.  
Overseas Checks 
Have you lived or worked outside the United Kingdom for three months or more during the last ten years? 
☐ Yes ☐ No 
If yes, please list the countries and dates. 
 
 
Have you ever been subject to criminal, safeguarding or professional conduct investigations outside the United Kingdom? 
☐ Yes ☐ No 
If yes, please provide details. 
 
Additional Information 
Please provide any further information that you believe may assist the Academy in assessing your suitability for this role. 
Candidate Declaration 
I declare that the information I have provided is true, complete and accurate to the best of my knowledge. 
I understand that failure to disclose information that I am legally required to disclose, or knowingly providing false or misleading information, may result in: 
· my application being withdrawn 
· an offer of employment being withdrawn 
· disciplinary action, including dismissal, if already employed. 
I understand that any disclosure will be considered fairly, confidentially and in accordance with relevant legislation, Department for Education guidance and the Academy's Safer Recruitment Policy. 
Applicant Name 
Signature 

Date 
 
 
HR Use Only 
Declaration Reviewed By 
Date Reviewed 
Further Discussion Required 
☐ Yes ☐ No 
Outcome 
☐ Cleared to Proceed 
☐ Further Information Required 
☐ Risk Assessment Completed 
☐ Referred to Headteacher 
Reviewer Signature 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Appendix C 
Equality Monitoring Form 
Confidential 
This form is used solely for monitoring the effectiveness of our recruitment practices and our commitment to equality, diversity and inclusion. 
It is not used as part of the shortlisting or selection process. 
The information provided will be separated from your application before any selection decisions are made. 
Completion of this form is voluntary. Choosing not to complete it will not affect your application. 
 
Vacancy Details 
Post Applied For 
Vacancy Reference 
 
Gender 
☐ Female 
☐ Male 
☐ Non-binary 
☐ Prefer to self-describe ___________________________ 
☐ Prefer not to say 
Age Group 
☐ Under 18 
☐ 18 to 24 
☐ 25 to 34 
☐ 35 to 44 
☐ 45 to 54 
☐ 55 to 64 
☐ 65 or over 
☐ Prefer not to say 
 
Ethnic Group 
White 
☐ English / Welsh / Scottish / Northern Irish / British 
☐ Irish 
☐ Gypsy or Irish Traveller 
☐ Roma 
☐ Any other White background 
Mixed or Multiple Ethnic Groups 
☐ White and Black Caribbean 
☐ White and Black African 
☐ White and Asian 
☐ Any other Mixed background 
Asian or Asian British 
☐ Indian 
☐ Pakistani 
☐ Bangladeshi 
☐ Chinese 
☐ Any other Asian background 
 
Black, African, Caribbean or Black British 
☐ African 
☐ Caribbean 
☐ Any other Black background 
Other Ethnic Group 
☐ Arab 
☐ Any other ethnic group 
☐ Prefer not to say 
Disability 
The Equality Act 2010 defines a disability as a physical or mental impairment that has a substantial and long-term adverse effect on a person's ability to carry out normal day-to-day activities. 
Do you consider yourself to have a disability? 
☐ Yes 
☐ No 
☐ Prefer not to say 
Religion or Belief 
☐ No religion 
☐ Buddhist 
☐ Christian 
☐ Hindu 
☐ Jewish 
☐ Muslim 
☐ Sikh 
☐ Other ________________________ 
☐ Prefer not to say 
 
Sexual Orientation 
☐ Heterosexual / Straight 
☐ Gay Man 
☐ Gay Woman / Lesbian 
☐ Bisexual 
☐ Prefer to self-describe ________________________ 
☐ Prefer not to say 
 
Gender Reassignment 
Is your gender identity the same as the sex you were assigned at birth? 
☐ Yes 
☐ No 
☐ Prefer not to say 
 
Where did you hear about this vacancy? 
☐ Academy Website 
☐ Department for Education Teaching Vacancies 
☐ TES 
☐ Indeed 
☐ LinkedIn 
☐ Local Authority 
☐ Employee Recommendation 
☐ Social Media 
☐ Recruitment Agency 
☐ Other ___________________________________ 
 
Declaration 
The information contained within this form is accurate to the best of my knowledge. 
I understand that this information will be used only for anonymous equality monitoring purposes and will not form part of the recruitment selection process. 
Applicant Name 
 
Signature 
 
Date 
 
 
HR Use Only 
Date Removed from Application 
 
Removed By 
 
Monitoring Data Recorded 
☐ Yes 
☐ No 
 
 
 
 
 
Appendix D 
Recruitment Privacy Notice 
Document Reference: BSA-HR-002 
Version: 2.0 
 
Recruitment Privacy Notice 
Blackpool Skills Academy is committed to protecting the privacy and security of your personal information. 
This Privacy Notice explains how we collect, use, store and share your personal information during the recruitment process. 
It has been prepared in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and associated data protection legislation. 
 
Who is responsible for your information? 
Blackpool Skills Academy is the Data Controller for the personal information collected during the recruitment process. 
If you have any questions regarding how your information is processed, please contact: 
Headteacher 
Blackpool Skills Academy 
Email: ____________________________ Telephone: ________________________ 
 
Why we collect your information 
We collect personal information in order to: 
· assess your suitability for employment 
· communicate with you throughout the recruitment process 
· verify your identity 
· verify qualifications and professional registrations 
· obtain employment references 
· complete statutory safer recruitment checks • comply with legal and regulatory obligations 
· maintain recruitment records. 
 
What information we collect 
Depending upon the role applied for, we may collect: 
· name and contact details 
· previous names 
· address history 
· date of birth (where required) 
· employment history 
· education and qualifications 
· professional registrations 
· references 
· right to work documentation 
· identity documentation 
· safeguarding declarations (shortlisted candidates only) 
· criminal record information (where legally required) 
· DBS information 
· equality monitoring information (held separately) 
· correspondence relating to your application. 
 
Lawful basis for processing 
The Academy processes recruitment information under one or more of the following lawful bases: 
· performance of a contract 
· compliance with legal obligations 
· legitimate interests 
· substantial public interest where safeguarding information is processed. 
 
Who receives your information? 
Your information will only be shared where necessary. 
This may include: 
· recruitment panel members 
· senior leaders 
· human resources staff 
· referees 
· Disclosure and Barring Service (DBS) 
· Teaching Regulation Agency 
· Local Authority 
· Department for Education 
· professional regulatory bodies 
· external organisations providing statutory employment checks. 
Information will never be sold or used for marketing purposes. 
 
Online Searches 
As part of the safer recruitment process, Blackpool Skills Academy may undertake online searches of publicly available information relating to shortlisted candidates. 
These searches are undertaken solely for safeguarding purposes and in accordance with Keeping Children Safe in Education. 
 
How long we keep your information 
Successful applicants' recruitment records will become part of their personnel file and retained in accordance with the Academy's retention schedule. 
Unsuccessful applications will normally be retained for six months following completion of the recruitment process unless legislation requires otherwise. 
Equality Monitoring Forms are retained separately for anonymous statistical purposes. 
 
Your rights 
Under UK GDPR you have the right to: 
· be informed about how your information is used 
· request access to your personal information 
· request correction of inaccurate information 
· request restriction of processing in certain circumstances 
· object to processing where applicable 
· complain to the Information Commissioner's Office (ICO). 
Some rights may be limited where information must be retained to comply with safeguarding or employment legislation. 
 
Security 
Blackpool Skills Academy takes appropriate technical and organisational measures to protect personal information against unauthorised access, alteration, disclosure or destruction. 
Access to recruitment records is restricted to authorised personnel with a legitimate business need. 
 
Further Information 
Questions regarding this Privacy Notice should be directed to the Headteacher. 
If you remain dissatisfied, you have the right to complain to the Information Commissioner's Office (ICO). 
Information Commissioner's Office 
Website: www.ico.org.uk 
Telephone: 0303 123 1113 
Appendix E 
Recruitment Checklist (HR Use Only) 
Document Reference: BSA-HR-003 
Version: 2.0 
This checklist must be completed before any offer of employment is confirmed. 
Candidate Details 
Post Applied For 
 
Applicant Name 
 
Recruitment Reference 
 
Start Date 
 
Stage 1: Application 
	Check 
	Completed 
	Initials 
	Date 

	Fully completed application form received 
	☐ 
	 
	 

	Employment history checked for completeness 
	☐ 
	 
	 

	All gaps explained satisfactorily 
	☐ 
	 
	 

	Supporting statement assessed 
	☐ 
	 
	 

	Minimum qualifications confirmed 
	☐ 
	 
	 

	Application meets essential criteria 
	☐ 
	 
	 


 
Stage 2: Shortlisting 
	Check 
	Completed 
	Initials 
	Date 

	Person Specification assessment completed 
	☐ 
	 
	 

	Online search completed 
	☐ 
	 
	 

	Self Declaration Form issued 
	☐ 
	 
	 

	References requested 
	☐ 
	 
	 

	Candidate shortlisted 
	☐ 
	 
	 


 
Stage 3: Interview 
	Check 
	Completed 
	Initials 
	Date 

	Identity documents seen 
	☐ 
	 
	 

	Original qualification certificates seen 
	☐ 
	 
	 

	Professional registration verified 
	☐ 
	 
	 

	Safeguarding questions asked 
	☐ 
	 
	 

	Employment gaps explored 
	☐ 
	 
	 

	Self Declaration discussed (if applicable) 
	☐ 
	 
	 

	Interview record completed 
	☐ 
	 
	 


 
Stage 4: Pre-employment Checks 
	Check 
	Completed 
	Initials 
	Date 

	Two satisfactory references received 
	☐ 
	 
	 

	Reference anomalies investigated 
	☐ 
	 
	 

	Identity verified 
	☐ 
	 
	 

	Right to work verified 
	☐ 
	 
	 

	Enhanced DBS obtained 
	☐ 
	 
	 

	Children's Barred List check completed (where applicable) 
	☐ 
	 
	 

	Prohibition from Teaching check completed (where applicable) 
	☐ 
	 
	 

	Section 128 Direction check completed (where applicable) 
	☐ 
	 
	 

	Overseas checks completed (where applicable) 
	☐ 
	 
	 

	Medical fitness declaration received 
	☐ 
	 
	 

	Qualification verification completed 
	☐ 
	 
	 


 
Stage 5: Offer of Employment 
	Check 
	Completed 
	Initials 
	Date 

	Conditional offer issued 
	☐ 
	 
	 

	All conditions satisfied 
	☐ 
	 
	 

	Start date agreed 
	☐ 
	 
	 

	Contract issued 
	☐ 
	 
	 

	Induction arranged 
	☐ 
	 
	 


 
Single Central Record 
	Check 
	Recorded 
	Initials 
	Date 

	Identity 
	☐ 
	 
	 

	Right to Work 
	☐ 
	 
	 

	Enhanced DBS 
	☐ 
	 
	 

	Barred List 
	☐ 
	 
	 

	Prohibition Check 
	☐ 
	 
	 

	Section 128 Check 
	☐ 
	 
	 

	Qualifications 
	☐ 
	 
	 

	References 
	☐ 
	 
	 

	Start Date 
	☐ 
	 
	 


 
Final Authorisation 
I confirm that all required safer recruitment checks have been completed satisfactorily and that the candidate is suitable for appointment. 
Headteacher 
 
Signature 
 
Date 
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