Applicant Journey - Applying for a Job
Modified on Wed, 2 Oct at 2:56 PM

View how to apply for a job through FACE-Ed.

When applying for a position on FACE-Ed, you will start by clicking apply on
the jobs page. This will take you through to the application portal where you
can enter your details.

If you have filled in your details in the Profile section, the application will be
populated automatically.

1. When you have clicked apply, you will be taken to the first page of the
application.

2. This is where you will enter your personal details and your address history.
When you are complete, click ‘Next’ or, alternatively, click ‘Save’to come back
later.
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o Personal Details | Application for Employment |
Review your personal deta

Policy Statement

'We are committed to the rights of the child, the child’s safety and emotional well being, and the protection of the child from all forms of
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qualifications
Employment History
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Qualification Match

References

Review references Johnson

Additional Information Previous Surname

provide any further information
Declaration
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. 07533771015
Equal Opportunities

Confidential information
Email Address *

3. After clicking ‘Next’, you will move to Education and Qualifications.

4. For teaching posts, you will share whether you have Qualified Teacher
Status. Choose whether or not you qualified outside of the UK and enter the
date when you qualified.

5. If you have qualified in the UK, you also need to enter your Teacher
Reference Number, or toggle Teacher Reference Unavailable.
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Actions Institute Country

Equal Opportunities

If you have entered your institutes and qualifications in the profile section,
these will already be uploaded.

6. To add an institute, click 'Add Institute’. Institutes are split into the following
sections:

- Secondary/High School Education

- College / Further Education (Tick box if you did not attend)

- University Degrees or Diplomas (Tick Box if you did not attend)
- Other Education Provider
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7. Enter your institute details.

8. Add qualifications from the drop down list or toggle ‘Other Qualification’ to
add qualifications manually. Click 'Add’ to add qualifications. They will appear
in a table below. Click ‘Clear Form'to delete information from the fields.



9. Click 'save’.

Create Institute
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University Degrees or Diplomas ¥

If you have entered any Training/CPD in the profile section, this will already be
uploaded.

10. If you want to add Training/CPD, click the "Add Training/CPD’ button.

1. To make changes to your Training/CPD, click the ‘Actions’ button and 'Edit'.
If wish to remove TrainingICPD, click 'Actions' and 'Delete’.
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Actions Institute Country

£ actions v Wakefield College UK

University Degrees or Diplomas v

+

Actions Institute Country

£ actions v Leads University UK

Other Education Provider v

+

Actions Institute Country

No data available in table
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Training/CPD W

= add Training/cPo
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£ Actions v Spanish Spanish 3-Month Programme Pass

12. If you click 'Next', you will move to Employment History.



13. To add a new employer, click on ‘Add Employment History'.

14. To make changes to any employers you have already added, click
"Actions’ and 'Edit’. If you wish to remove an employer, click ‘Actions’ and
‘Delete’.
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15. After clicking ‘Add Employment History’, this will open a window to enter an
additional job to your employment history.

When complete, click 'Save’ at the bottom of the window.

15

Create £ mployment History

e e

employer/Company Name *

@
S —

Review yout

Start Date *

Address Hi
Review your

Education| |end Date

Add and/or 09/2014 30/08/2018
qualification

Employme | Set os current or most recent employer los/2018 26/09/2024
Review your
history

Contact Name *
Qualificati

Match your
campaign ¢

emoail Address *
References

Review refer

Additional  |Part Time / Full Time

Frovide any Part Time Full Time

Declaratiol |responsibility Details *
Declaration
Equal Oppt
Confidential
ason for leav
Submit Reason for leaving
Submit appl

Cancel
\ —7 oclicv




16. After entering your education and employment history, FACE-Ed will pull up
any gaps. A reason must be given for each gap.
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| Education & Employment Gaps |

July 2007 - September 2007 (Wakefield College - Leeds University)

Awaiting next step in education.

Awaiting next step in career.

17. The Quailification Match section checks required qualifications against the

qualifications that have been added in the previous section.

18. Click on the drop-down box to match the qualifications. If required, you
can match multiple qualifications.

Click 'Save' or '‘Next'.
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19. The References section allows you to add references. To do this, click the
'Add Reference’ button.

20. To make any changes to references you have already uploaded, click
"Actions’ button and 'Edit’. If wish to remove a reference, click ‘Actions’ and

'Delete’..

21. If your current or most recent employer doesn’'t match your chosen
referee, you will need to explain this here.
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Qualification Match [Current/Most Recent Employer and Referee Mismatch
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References

Personal Details References
Review your personal details 19
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Review references
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Submit
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22. The next step is any additional information. This includes your personal
statement.

23. The page defaults to Additional Information, but you can also click here to
return to the Additional Information page.

24. If you want to view the Personal Specification, click here.

25. Adding additional information can be done here, you can also add your
personal statement here.
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Personal Details

Review your personal details

Additional information / personal statement

Address History

The Additional information section is your opportunity to tell us more about your skills and experiences, related to the job
specification and will be used by the panel to shortlist successful candidates. We look forward to reading more about how you can
contribute to the role in this section.

Review your address history
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26. Under File Attachments, if you click on the "Add’ button, it will open the
Add Attachments window.

Here you can either add existing documents that you have uploaded through
your profile page or add new attachments.

27. To add a new attachment, click ‘'New Attachment'.

Click 'save'.
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28. The declaration allows you to confirm your suitability for the post you are
applying for. This includes immigration, safeguarding and rehabilitation of
offenders information.

29. To confirm each section, tick the boxes.
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Important infol

safeguarding Vulnerable Groups Act (2006)

FEPS is obliged by law to operate a checking procedure for employees who have substantial access to children and young
pecple.

1 confirm that | am not barred by the Disclosure & Barring Service from working with or applying to work with children or
included on the DBS Children’s Barred List

Rehabilitation of Offenders Act (ROA) 1874 (Exceptions) Order 1975 (as amended 2013)

Posts which involve substantial access to children are exempt from provisions contained within this Act under which the job
applicants are entitled to withhald information about any previous criminal backgreund which is either unspent or would
otherwise ba considerad ‘spent’ under the terms of the Act. However, changes to the legislation in 2013 mean that spent
convictions may be protected and do not have to be disclosed to prospective employers. Employers cannot take protected
offences into account when making employment decisions. If the job for which you have applied involves substantial access
to children and you have been shortlisted for the post, you will be provided with a ferm on which you will be asked to disclese
any relevant previous criminal background. We will provide more information on protected offences at that stage. If you are
the successful applicant you will be required to have an Enhanced Disclosure & Barring Service disclosure & we will also
check the DBS barred list (children). Failure to complete this form will result in your application not proceeding any further.
The possession of a criminal record will not automatically debar you from consideration for the post for which you have
applied. Any information given will be treated as confidential and will only be used in relation to the post for which you have
opplied

| agree that the appropriate enquiry may be made to the Disclosure & Barring Service!!1ll!

Disclosure

A candidate for any appointment with FEPS must state below any known relationship to any member of the Trust, Trustee,
Governing Body, Volunteer or related to any employee of FEPS when making an application. A candidate failing to disclose
such a relationship or seeking to improperly influence the recruitment and selection process shall be disqualified from
appointmant, or if appeinted, shall ba liable to dismissal without notice.

Are you related to, of the partner of, any employee, Trustee, Governing Body or volunteer of FEPS?

ves @

30. At the Disclosure section, if you select Yes, you will need to provide details
of any employees or governors that you are related to. If this doesn’t apply to
you, select no.
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Declaration

Declaration

Equal Opportunities

Confidential information

‘Submit

Submit application
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1N@ POSS@SSION OF d CMINGI Fecora will NOT AUTOMATICAIlY GeDAr YOU TroMm CONSIaeration Tor the POost Tor WNICN you nave
applied. Any information given will be treated as confidential and will only be used in relation to the post for which yeu have
applied.

1agree that the approp! quiry y be made to the & Barring

Disclosure

A candidate for any appeintment with FEPS must state below any known relationship to any member of the Trust, Trustee,
Governing Body, Volunteer or related to any employee of FEPS when making an application. A candidatae failing to disclose
such a relationship or seeking to improperly influence the recruitment and selection process shall be disqualified from
appointment, or if appeinted, shall be liable to dismissal without notice.

Are you relatad to, of the partnar of, any employes, Trustse, Governing Body of volunteer of FEPS?

ves @ No

Online Searches

Schools are now required, as part of their shortlisting process to carry out an online search s part their due diligance. It
shortlisted fer the role an appropriate online search will be undertaken on your name(s). Any information given will be
treated as confidential and will only be used in relation to tha post for which you have applied.

1understand that an enline search will be conducted on my name(s) if | am shortlisted for the above role, | am also
aware that the school may want to explore anything they find with me at interview stage

31. Similarly, if you have worked abroad in the last five years, you will have to

provide details of this.
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Schools are now requirad, as part of their shortlisting process to carry out an online search as part their due diligence. if
shortlisted for the rele an appropriate online search will be undertaken on your nama(s). Any information given will be
treated as confidential and will only be used in relation to the post for which you have applied.

1 understand that an online search will be conducted on my name(s) if 1 am shortlisted for the above role, 1am also
aware that the school may want to explore anything they find with me at interview stage

Living |/ Working Abroad Declaration

Under the DfE Keeping Children Safe In Education guidance, the Education Sector has a statutory reguirement to undertake
checks on prospactive employaes who have spent time abroad. If you answer yes to | or both of the declarations below,
please provide further information. A eandidate failing to disclose this infermation, or seeking to improperly influence the
recruitment and selection process shall be disqualified from appointment, or if appointed, shall be liable to dismissal without
notice.

Have you lived or worked abroad in the last five years, Of\dfol have you lived in a country other than the UK for one or more:
continuous periods of 3 months or more within the last 5 years?

ves @ nNo

Talent Pool

Thank you for applying! We appreciate your interest and would like to offer you an additional opportunity. In the event that
your application is unsuccessful for the current position, would you ba interested in joining cur Talent Pool? By opting in, you
agree to allow us to retain your application data for future job opportunities within L) Academy that match your
qualifications and preferences. If you choose to be part of our Talent Pool, rest assured that your data will be kept secure and
used solely for recruitment purposes within LI Academy. Please see our privacy policy. Should you change your mind or wish
to have your dota removed from the Talent Pool in the future, please Contact us ot << TELEPHONE_NUMBER ».

would you be interested in joining our Talent Pool?

ves ) No

32. Next, you will need to tick to state that you understand that you will need to
sign a hard copy of your application at interview stage, then sign and date at

the bottom.
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continuous periods of 3 months or more within the last 5 years?

ves @ No

Talent Pool

Thank you for applying! We appreciate your interest and would like to offer you an additional opportunity. In the event that
your application is unsuccessful for the current position, would you be interested in joining our Talent Pool? By opting in, you
agree to allow us to retain your application data for future job opportunities within LI Academy that match your
qualifications and preferences. If you choose to be part of our Talent Pool, rest assured that your data will be kept secure and
used solely for recruitment purposes within Ly Academy. Please see our privacy policy. Should you change your mind or wish
to have your data removed from the Talent Pool in the future, please contact us at <<TELEPHONE_NUMBER>>

would you be interested in joining our Talent Pool>

ves @ nNo

Interview Signature
To ensure we are complying with KCSIE 2023 you will be required at interview stage to sign a hard cepy of your application
declaring that the information you have provided is true and accurate.

I understand | will be required to sign a hard copy of my application at interview stage.

1 DECLARE THAT ALL THE INFORMATION ON THIS FORM IS CORRECT TO THE BEST OF MY KNOWLEDGE AND | NOTE THAT THE
WITHHOLDING, FALSIFICATION OR OMISSION OF RELEVANT INFORMATION BY A SUCCESSFUL CANDIDATE ARE GROUNDS FOR
DISCIPLINARY ACTION WHICH MAY LEAD TO DISMISSAL.

Signed: Date:

02/10/2024

33. Next, provide equal opportunities information.

34.1f you have completed this in the profile section, it will be populated
already. If not, enter the information here.
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Personal Details  Equal opportun
Re

ur personal details

! Diversity and equality are at the heart of every activity. We are committed to equal opportunities in employment, with the aim of
ensuring that everyone who applies to work for us receives fair treatment. The completion of this form is voluntary but to help us
achieve this aim we ask you to complete this monitoring form. This information will be used 1o moniter the effectiveness of our Diversity
and Equality Policy and for no other reason.

Address History

your addre

Allinfor will be treated in confidence and will be kept separata from your application form to ensura that none of the
information you have provided is used in tha selection decision. If you are appointad to a role we will ratain this informatien, again for
monitoring purposas

Education & Qualifications

Please Note

These categories have been recommended to the employers by the Commission for Racial Equality and are being collected

to assist us to monitor the effects of its equal rights policy and to meet the requirements of the Race Relations (Amendment)

Qualification Match Act 2000,

Match your qualifications to the

riterio

Date of Birth:

References
Date of Birth 26/08/1992

Review references

Additional Information

Provide any further information
Gender:
Declaration Gonder Male v
Declaration
33
Equal Opportunities Gender Identity the same as Yes v
Confidential information sex assigned at binh?
Submit
submit application

Sexual Orientation:

Sexual Orientation Heterosexual v

Marital Status:

Marital Status Married v

35. Add whether you will be job sharing in this post and provide details of any
specific arrangements for interview.
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Disability:

Do you consider yourself to No v
have a disability or heaith
condition?

Caring Responsibilities:

Do you have caring x Primary carer of a child/children (under 18) -
responsibilities? If yes, please
tick all that apply

Job Sharing
If this post is full time and it has been advertised as being suitable for job sharing, please tell us whether you are applying for
a full time post or willing to job share, or whether you would consider sither:
Full time
Job share
Either
Do you have any specific requirements to enable you to attend on interview?
Yes No
Health
Please note that you may be required to complete a medical questionnaire and/er consent to a medical examination for certain
posts

36. The Submit Application page gives you the opportunity to review your
application and confirm you agree to terms and conditions.

37. To review you application before submission, click ‘Review Application’.
This will download a PDF file for you to read through.

38. Tick the box to confirm that you have agreed to Terms and Conditions
which can be viewed by clicking on the blue text.



39. When you are happy with your application, click 'Submit’.
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Personal Details

Address History

Review your address history

Education & Qualifications

Qualification Match

Match your qualifications to th:

campaign critaric

References

Review references

Additional Information

Provide any further information

Declaration
aclaratior

Equal Opportunities

Confidential information

Submit Application
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Where did you see this job Ploase select v
odvertised?

DECLARE THAT ALL THE INFORMATION ON THIS FORM IS CORRECT TO THE BEST OF MY KNOWLEDGE AND | NOTE THAT THE WITHHOLDING,
FALSIFICATION OR OMISSION OF RELEVANT INFORMATION BY A SUCCESSFUL CANDIDATE ARE GROUNDS FOR DISCIPLINARY ACTION WHICH
38 MAY LEAD TO DIMISSAL

BY SUBMITTING THIS FORM ONLINE, | AGREE THAT THIS IS EQUIVALENT TO ME SIGNING THE DECLARATION.

Click here to indicate that you have read and agree to the terms presented in the Terms and Conditions agreement

Click the link below to view our help video or download the attached step by step guide.

Applicant Guide Video

Attachments (1)

FACE-Ed Help....pdf

PDF| 165 MB


https://fusioneps.freshdesk.com/en/support/solutions/articles/101000528097
https://fusioneps.freshdesk.com/helpdesk/attachments/101193367588

