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1. Introduction 

Thank you for your interest in working for Ofsted. There are a number of documents available to help you apply for a job with us. 

These documents are:

· this guidance,
· an application form,
· job specification containing a job description and person specification,
· an equalities monitoring form, 

· a guaranteed interview scheme form, and
· a line manager’s assessment form.
It is important that you read through these guidance notes carefully before you fill in the application form, as they will help you to demonstrate how you meet the requirements of the role.  
Recruitment in Ofsted is underpinned by the principle of appointment on merit on the basis of fair and open competition as outlined in the Civil Service Code. The Civil Service Commission’s Recruitment Principles explain this legal requirement and describe the responsibilities of departments and agencies in meeting it. 
2. About completing the form
We would encourage you to complete the form electronically and submit it to the email address stated in the job specification. Alternatively you can print it and send it to the postal address stated in the job specification. 

The application form is fixed so that when completing the form electronically the grey boxes expand in line with your text. When you type into the fields you will not be able to use spell check, word count or formatting. If you wish to use these functions on your text then you will need to type it up separately and when you are happy with it, cut and paste it into the form. Where there are boxes for ‘yes’ or ‘no’ you can mark the appropriate box by right clicking twice.  

If you are completing the form in hard copy, the form can be sent to the postal address stated in the job specification. If you use additional sheets, please make sure you clearly reference which areas of the form the text refers to.
3. Completing your application form 
Job title/reference
This can be found in the advert and in the job specification. 
Section 1
This information is required but will not be seen by the selection panel. 
Personal details
Enter your personal details in full so we are able to contact you and verify your eligibility to work with us. 
Your home telephone number is required if you are applying for a home-based role. We will use your telephone number to establish whether there is sufficient broadband coverage in your local area. Please be advised that this will not impact your telephone service. 
We ask for your date of birth so that we can ensure your eligibility to work with us, or for existing employees to ensure we register your application against the correct records. We do not have a normal retirement age and therefore welcome applications from anyone aged 16 or over. 
We also ask that you let us know how you found out about the vacancy. This is important information to help us assess the success of our advertising. 
Nationality eligibility requirements

There are certain nationality rules which must be met for taking up posts in the Civil Service. 

This means that you can only take up a post in Ofsted if you are one of the following: a UK national or person with dual UK nationality; a Commonwealth Citizen; a national of the European Economic Area (EEA) which comprises the member states of the European Community (EC) and the European Free Trade Area (EFTA). Eligibility may also be conferred on certain family members of the EEA. 

Please contact us if you require clarification or wish to discuss your eligibility. 

Employment status
Please add details of your employment status.

Fair and open competition refers to a Civil Service post that has been filled in accordance with the Civil Service Recruitment Principles. The Civil Service Recruitment Principles can be viewed by visiting the following link: 

http://civilservicecommission.independent.gov.uk/civil-service-recruitment/
If you are unsure whether or not you were recruited through fair and open competition we recommend you seek clarification from your Human Resources department.

Section 2
This section will be passed to the selection panel for consideration.
Employment history
In this section we ask you to provide brief details of your entire career history. When listing your current and previous employment, please start with the most recent employer, together with the main duties and responsibilities of the job and your reason(s) for leaving.
Education history
Please give full details of any educational or professional qualifications you have obtained or are currently pursuing. It is of particular importance here to declare any qualifications you have that are desirable/essential for the role as outlined in the person specification.
If you have a professional qualification or are a member of a professional organisation, in the fields of accountancy or teaching for example, please provide details. 
Relevant training courses
If you have attended any work-related training courses that you think may be relevant to your application, please provide details in this section.

Information about any gaps in career history
It is important for us to understand your entire career history and the reason for any gaps. There is a box for you to complete with details about how your time was spent across any period when you were not in paid employment. 

If you have just left or are about to leave education then this section may not apply to you.
Statement of suitability
This is the most important part of the application. This section gives you the opportunity to demonstrate that you have the required knowledge and experience for the role. Read the job description and person specification very carefully, thinking about how your knowledge and experience help you to meet each of the criteria listed for the job.

You will need to give evidence and examples that show how you demonstrate the criteria set out in the person specification using a maximum of 1000 words for the knowledge and experience criteria. Your examples may be taken from current and previous employment, voluntary or community work, training and any other areas you think are relevant.

Remember, we can only base our initial recruitment decisions on what you tell us so please complete this section as fully as possible.
Section 3 
This information is required but will not be seen by the selection panel.
Availability and interview arrangements
Interview and assessment dates are outlined in the job specification. If you are unavailable for one or more of the stated dates please specify these on the application form.
Where our advertised schedule has scope for flexibility, we will try to accommodate you, but please note this may not always be possible. 
References

At least two referees will be required, which should be your two most recent employers and cover a minimum of three years. Where references do not cover a three year period, further references will be requested which do cover a three year period.

References will not be sought for current Civil Servants (unless applying for an SCS or inspector role) who should not complete this section of the form. If you are currently a Civil Servant and applying for an SCS or inspector role, you must provide the contact details for your current line manager and previous employer. References for these roles will be taken prior to interview.
If you have not been in paid employment and cannot provide suitable employment referees, you may provide details of two other people who can provide a character reference for you, for instance a college tutor. Ofsted are unable to accept personal references and referees must not be a member of your family.

All offers of employment are made subject to references and background checks satisfactory to Ofsted, including Disclosure and Barring Service checks for some posts. These checks are to determine the suitability of an employee to work for Ofsted. Ofsted reserves the right to retract an offer of employment where it is considers either references or the results of other background checks to be unsatisfactory. 

Conflicts of interest
Please provide details of any relationship you have with an existing employee in Ofsted. You should also outline anything that may be deemed to cause a conflict of interest; including any relevant business interests, other current employments or services, share holdings, positions of authority, retainers, consultancy arrangements, or other connections with commercial, public or voluntary bodies. This includes any relatives, close friends or people you are cohabiting with.

Criminal convictions
In this section you need to list any convictions and cautions, other than protected convictions and cautions and parking fines. Under the Rehabilitation of Offenders Act 1974 (“the Act”) there may be some convictions that you do not need to declare which are deemed ‘spent’ under the Act. Under the Rehabilitation of Offenders Act 1974  (Exceptions) Order 1975, there are exceptions to this rule if you are applying for roles in Ofsted which involve access to sensitive or personal information about children or contact with children or vulnerable adults. The nature of these roles mean that, with the exception of protected convictions and cautions, there is an exemption from the Act and the convictions must be declared on the application form. 
Under the Rehabilitation of Offenders Act 1974  (Exceptions) Order 1975, as amended, the exceptions from the Act which mean that spent convictions do need to be declared when applying for a role in Ofsted do not apply to protected convictions and cautions. These types of convictions and cautions do not need to be disclosed to Ofsted and Ofsted can not lawfully take them into account in making its recruitment decision.
A protected conviction is, if you were 18 or over at the time of the conviction, a conviction for an offence where:
·  11 years or more have elapsed since the date of the conviction; and

·  It is your only offence: and

·  It did not result in a custodial sentence; and

·  The offence does not appear on the list of offences relevant to safeguarding.
Where you were under 18 at the time of the conviction, the same rules apply as above in relation to it being a protected conviction, except that the elapsed time period is 5.5 years or more.
The list of offences relevant to safeguarding can be viewed by visiting the following link: https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
A protected caution is, if you were 18 or over at the time the caution was given, a caution where:

· 6 years or more have elapsed since the date on which the caution was given; and

· It was not given in relation to an offence which appears on the list of offences relevant to safeguarding.

Where you were under 18 at the time the caution was given, the same rules apply as above in relation to it being a protected caution, except that the elapsed time period is 2 years or more.

Please contact us if you require more information on the Act including what constitutes a ‘spent’ conviction or a protected conviction or caution. 
A previous conviction  or caution does not necessarily prevent a candidate from being appointed. If we do have concerns with any conviction or caution we will always discuss it with you. If you are appointed, any failure to have declared any ‘convictions or cautions’, which you should have declared, will result in an investigation and disciplinary action which may lead to dismissal. 

For certain posts we will also undertake a Disclosure and Barring Service check.
Declaration
The declaration asks you to sign and date the form to confirm that the information you have given is true and accurate. 

If you are sending the form by email you must cross the box marked ‘yes’ to say that you have read and understood the declaration. 

It is important that you read this section. False declarations will normally result in the withdrawal of any offer of appointment made or participation in the recruitment process.
Data protection
In accordance with the provisions of the Data Protection Act (1998), we will use any information you give us only for the purposes of recruitment and selection.  However if you become one of our employees the information will be used for the purpose of operational management and human resources administration.
4. Equalities monitoring form 
Ofsted has a strong commitment to equality and diversity, and valuing people’s differences is one of our four values. We need to continuously assess whether our recruitment processes are ensuring equality of opportunity and supporting our commitment to diversity. To help us do this we encourage you to complete this form.  

The information you give us is confidential and is not seen by any person connected with the selection process. If you become an employee of Ofsted the information will be recorded for the purposes of diversity monitoring. Please enter your name on the form.  
5. Guaranteed interview scheme 

Ofsted is positive about disabled employees and has a number of policies and practices in place which seek to support disabled employees and reduce any barriers they might face at work. These include the use of an occupational health provider to offer guidance or appropriate support. We also work with Jobcentre Plus on the Access to Work scheme to make adjustments to improve disabled employees’ work environment. We have adopted the ‘two ticks’ symbol to demonstrate our commitment to supporting disabled employees.

Our guaranteed interview scheme is part of this approach; disabled people who apply under this scheme and demonstrate the essential qualifications, knowledge and experience for the advertised vacancy, will be progressed to the next stage of the selection process.

6. Line manager’s assessment form
This form must be completed when an Ofsted employee or existing Civil Servant is submitting an application for a role with Ofsted. This includes individuals currently employed by Government departments, Agencies, and accredited Non-departmental Public Bodies (NDBPs).
Your suitability for the role that you’re applying for must be assessed by your line manager (or person you are working to) and the relevant Grade 7 or above. Your line manager must provide evidence of how you meet the criteria in the person specification. 
If your application is not supported by your line manager, you should not submit your application as it will not be passed to the panel for consideration. The form does not need to be completed if your line manager does not support your application.
You should complete the first section before passing the form to your line manager for completion. 

Your line manager will need to provide brief details, assessing your suitability for the post. Any relevant attendance, disciplinary or performance matters should also be detailed on this form. It is your responsibility to ensure that this form is completed correctly. If your current line manager is unavailable at the time of application, you should speak to your HR department and look at alternative ways for this to be completed; this may include asking your manager’s manager to complete it.
The completed form must be submitted in conjunction with the application form, prior to the closing date. Without it, your application will not be submitted to the selection panel for consideration.
7. Returning your completed forms

Refer to the job specification for details of where to return your application documents. You should keep a copy of your application form for your records.
	Checklist of documents to return

	Application form
	

	Equalities monitoring form
	

	Guaranteed interview scheme form (if applicable)
	

	Line manager’s assessment form (if applicable)
	


If you have any questions on any aspect of the recruitment process please contact the Human Resources contact listed in the job specification.
8. What happens next?

We will undertake a selection exercise following the closing date. You will be notified of the outcome whether or not you are successful. The most suitable candidates will be progressed to the next stage. Please see the job specification document for more details.
9. Complaints

Ofsted’s recruitment processes are underpinned by the principle of selection for appointment on merit on the basis of fair and open competition as outlined in the Civil Service Code, which can be found at:

http://civilservicecommission.independent.gov.uk/civil-service-code/. 
If you feel your application has not been treated in accordance with the Code or the Recruitment Principles and you wish to make a complaint, in the first instance you should contact:

Deputy Director, People
Ofsted
6th Floor
Piccadilly Gate

Store Street

Manchester

M1 2WD

If you are dissatisfied with our response and you believe that our recruitment practices may have breached the Code or the Principles, you have the right to refer the matter to the Civil Service Commission in writing to:

Civil Service Commission

Room G8

1 Horse Guards Road

London SW1A 2HQ
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