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Introduction 

 
The purpose of these guidance notes is to assist you in completing your online 
application form.  

 

Eligibility 

 
Please ensure that you are eligible to apply for the post prior to the completion of an 
online application form 
 
EA welcomes applications from all individuals where the position appears on the EA 
website. 
 

Job Advert 

 
The job advert will display both the Job Description and the Person Specification.  The Job 
Description is a written statement of the purpose, scope, duties and responsibilities of the 
post. 
 
The Person Specification sets out the essential and desirable requirements for the 
post.  The Person Specification is divided into the following categories: 
 

 Qualifications/Professional Membership 

 Experience 

 Knowledge 

 Skills/Abilities 

 Other Requirements 
 

Essential criteria are those necessary for the post to be performed to satisfactory 
standards.  These form the minimum shortlisting criteria.  In the event of large numbers 
of applicants meeting the essential criteria, the selection panel may wish to apply the 
desirable criteria.  You must demonstrate on your application how you meet the 
criteria.  Only those meeting the agreed criteria at shortlisting will be invited to the next 
stage of the selection process. 

 
Where available, please provide specific examples on your application in the criteria 
boxes provided of how you meet the criteria listed in the Person Specification. 
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Terms and Conditions of Appointment  
 

Teaching positions 
 
Teachers’ (Terms and Conditions of Employment) Regulations (Northern Ireland) 1987 shall 

apply to teachers employed in grant-aided schools, peripatetic teachers and supply teachers. 

Further information is available on the DE website.  https://www.education-

ni.gov.uk/sites/default/files/publications/de/terms-and-conditions-regs-87.pdf 

 

Support Staff positions (Non-Teaching in schools) 
 

You will be provided with a link to the summary of terms and conditions of the position to 

which you are making application. 

 
  

https://www.education-ni.gov.uk/sites/default/files/publications/de/terms-and-conditions-regs-87.pdf
https://www.education-ni.gov.uk/sites/default/files/publications/de/terms-and-conditions-regs-87.pdf
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APPLICANT SUPPORT 
 

Requesting a paper application 

 
Online is the preferred method for submission of applications.  Should you, for reasons 
related to equality of opportunity, require assistance with the completion of your 
application or the application in an alternative format such as hard copy please contact the 
relevant Resourcing team.  
 
Any candidate experiencing difficulties completing the online application or who have any 
queries regarding the recruitment process should contact the relevant Resourcing Team: 
 

Type of Recruitment Team Email Box Telephone 
Number  

 
School Based Positions 

 
School 
Resourcing 
Team 

schoolsrecruitment@eani.org.uk  
0289056 4301  
 

Corporate Based 
Positions (Regional) 

Corporate 
Resourcing 
Team 

corporaterecruitment@eani.org.uk 
02890 564301 
(Opt 1) 

 

Technical Support 

 
Applicants that encounter system issues or require technical support should contact the dedicated 

Online Recruitment Team: 

Team Email Box Telephone Number  

 
Online 
Recruitment 
Team 

OnlineRecruitmentSystemAdmin@eani.org.uk  0289056 4301 (Opt 6) 

mailto:schoolsrecruitment@eani.org.uk
mailto:corporaterecruitment@eani.org.uk
mailto:OnlineRecruitmentSystemAdmin@eani.org.uk
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CREATING A CANDIDATE PROFILE 

 

Recommended Browsers: 
 

Google Chrome or Microsoft Edge are the recommended browsers. 
 

 
 
It is strongly recommended that prior to completing an application, that you take a few 
minutes to create your profile.   
 
This will enable you to specify your preferred job field preferences (e.g. 
Teaching/Administration/School Support) and work locations.  By doing so, you will receive 
alerts of future opportunities which may be of interest to you and the information that you 
enter on your profile will be automatically transferred when applying for a position. 
 
There are 5 pages to complete when creating a general profile.  These are as follows: 
 

 Location and Job Field Preferences 

 Personal Information 

 Education 

 Employment 

 Review and Submit 
 
You can follow your progress along the breadcrumb trail at the top of the general profile.   
 
The system times out after 60 minutes of inactivity.  It is recommended that you save each 
page as you progress through your profile. 
 
You may choose Save as Draft at any time to save your progress and return to your profile 
to complete at any stage. 
 
Please note that you many update any of the details within your general profile at 
anytime. 
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CREATING A CANDIDATE PROFILE 

 
Click on the link ‘Access my profile’, you will then be directed to the log in page.   
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CREATING A CANDIDATE PROFILE 
 
You will then be directed to the Candidate Privacy Notice.  Review the content and click 
Accept or Decline at the bottom of the page.  
 
If you decline, you will be returned to the main EA job search page and you will not be able 

to proceed with your application.  If you accept the content of the Privacy Notice, you will 

proceed to the log in page shown below.  Select New User.   
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CREATING A CANDIDATE PROFILE 
 
The following screen will be displayed.  Complete the mandatory fields (*) and click the 
Register button. 
 

 
  

Password Rules: 

Passwords are case sensitive and must contain 

between 6 and 32 characters.  Passwords must 

contain at least 1 letter and 1 numerical value and 

must not contain more than 5 identical consecutive 

characters (e.g. AAAAA...). 

Passwords must not contain your user name. 
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CREATING A CANDIDATE PROFILE 
 
The following screen will then be displayed.  Here you will be able to select your Location 
and Job Field preferences.   
 
 

 
 
Once you have selected your job field preferences from the list(s), click the Add to List 
button, then Save and Continue. 
 
You can add as many job field categories as you wish. 
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CREATING A CANDIDATE PROFILE 
 
You will then be directed to add your preferred work locations.  You can set your work  
preferences at: 
 

 County level  

 Town/City 

 Work Location 
 

 

 
 
Once you have selected your work locations from the list(s), click the Add to List button 
then Save and Continue. 
 
You can add as many location preferences as you wish. 
 
You will then be directed to the Personal Information page.  Mandatory fields are marked 
with an *asterisk.   
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CREATING A CANDIDATE PROFILE 
 
You will then be directed to the Personal Information page.  Mandatory fields are marked 
with an * asterisk.   
 

  
 

 
 
 
 

Please note that all correspondence relating to 

your application will be sent to this email address 

(e.g. application acknowledgement, shortlisting & 

interview correspondence, pre-employments, offer 

of employment etc.) You will receive an automated 

email confirming your job submission. In the event 

that you do not receive an email, please check your 

junk/spam folder and confirm that you have 

entered a valid email address in this field. 

NB: You must indicate 

where you heard about the 

organisation using the drop 

down provided. 

 

NB: Candidates without a National 

Insurance Number should enter N/A 

 

NB: You must provide at least one contact number. 

 

Select this check box to indicate that you would 

like to receive email notifications about jobs 

opportunities matching your preferences. 
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CREATING A CANDIDATE PROFILE 
 

 

  

This is a free text field. Alternatively, if you start typing in this 
field, predictive text will display a list of possible options that you 
may choose from.  N.B School names will not display within this 
list. 
 The character limit of this text box is 600 characters inclusive 

of spaces (e.g. paragraphs) 

To add employment records click on ‘Add 
Employment Record’ alternatively, you can 
also remove employment records by clicking 
‘Remove Employment Record’ if you so wish. 
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CREATING A CANDIDATE PROFILE 
 

 
 

If you start typing in these 
fields, predictive text will 
display a list of possible 
options. 



17 

 

CREATING A CANDIDATE PROFILE 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
*You can change your profile information at any time, the information entered at the closing date of 
the application will be the information used for shortlisting and pre-employment checks as this is 
‘locked’ at the time of submission. 
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APPLYING FOR A POSITION 

 
 
Navigate to the Job Search page by clicking the Job Search tab at the top of the screen. 
 

 
 
From here you can search for a particular job by Job number or by Keywords using the 
search fields shown below: 
 
 
 

 
 
To search using Postcode Radius, enter your Postcode and select Distance from Postcode 
using the dropdown.  Use the radio buttons to choose Miles or Kilometres.  Then click 
Search for Jobs. 
 
The appropriate results will appear below the search box.  
 
To search by Location, click on the Location tab and use the drop down selector to choose 
the appropriate location.  
 

 
 

You can also search by Job Field using the drop down. 
 

Click Add Location to search multiple locations. 
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APPLYING FOR A POSITION 
 
To browse all available job opportunities, scroll past the search options to find the list of 
vacancies.  
 

 
 
Click on the job title hyperlink, you can then view the Job Description and Job Specification 
for the job. Click Apply Online or Add to My Job Basket to start your application. 
 

 
You will then be directed to the Candidate Privacy Notice.  Review the content and click 
Accept or Decline at the bottom of the page.  
 

 

Click the drop down to 
choose order 

 

To share a job with someone 
you think may be interested, 
click on the SHARE button to 
view various communication 
and social media options. 
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APPLYING FOR A POSITION 
 

If you decline, you will be returned to the main EA job search page and you will not be able 

to proceed with your application.  If you accept the content of the Privacy Notice, you will 

proceed to the log in page shown below.  Select New User.   

 

 
 
The following screen will be displayed.  Complete the mandatory fields (*) and click the 
Register button.  
 

 
  

Password Rules: 

Passwords are case sensitive and must contain 

between 6 and 32 characters.  Passwords must 

contain at least 1 letter and 1 numerical value and 

must not contain more than 5 identical consecutive 

characters (e.g. AAAAA...). 

Passwords must not contain your user name. 
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APPLYING FOR A POSITION 
 
There are 9 pages to complete; you can follow your progress along the breadcrumb trail at 
the top of the application.  Click Save as Draft at any time to save your progress and return 
to the application later to complete. 
 
The system times out after 60 minutes of inactivity.  It is recommended that you save each 
page as you progress through your application. 
 
Please note – You are unable to attach documents to your application such as C.Vs or 
personal statements. 
 
You will now be directed to the Introductory Questions, the first stage of the application. 
 
To complete your electronic application move through the pages completing all mandatory 
fields (*) and reviewing any information that has previously been input if you have already 
created a profile. Click Save and Continue to move through each stage of the application. 
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APPLYING FOR A POSITION 
 

Introductory Questions 

 
All applicants should ensure that they are free to remain in and take up employment in the 
United Kingdom.  Successful candidates will be required to provide evidence to support this.  
Details of acceptable documentation are available from Human Resources or alternatively 
from the following web address: www.gov.uk/government/publications/right-to-work-
checklist  
 
Answer the mandatory question using the drop down to select the appropriate response, 
then click Save and Continue. 
 

 
 
NB: You will only be able to proceed with your application form if you select that you are 
eligible to remain in and take up employment in the UK.  If you answer ‘No’ in error, please 
contact the system administrator who can assist you further: 
OnlineRecruitmentSystemAdmin@eani.org.uk  
 
  

http://www.gov.uk/government/publications/right-to-work-checklist
http://www.gov.uk/government/publications/right-to-work-checklist
mailto:OnlineRecruitmentSystemAdmin@eani.org.uk
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APPLYING FOR A POSITION 
 

Personal Information 
 

The next page to be displayed is the Personal Information page.  You will need to complete 
all mandatory fields (*) and click Save and Continue to display the next page. 
 
 

 
  

Please note that all correspondence relating to your 
application will be sent to this email address (e.g. 
application acknowledgement, shortlisting & 
interview correspondence, pre-employments, offer 
of employment etc.) You will receive an automated 
email confirming your job submission. In the event 
that you do not receive an email, please check your 
junk/spam folder and confirm that you have entered 
a valid email address in this field. 
 

Select this check box to indicate that you would 

like to receive email notifications about jobs 

opportunities matching your preferences. 

NB: You must indicate where 

you heard about the 

organisation using the drop 

down provided. 

 

NB: You must provide at least one contact 

number. 
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APPLYING FOR A POSITION 
 

Education 

 
The next page enables you to add your education and qualifications, if applicable.  If you 
have no qualifications to add or do not wish to include any at this stage, you can bypass this 
page by selecting Save and Continue. 
  

 
  

If you start typing in these 
fields, predictive text will 
display a list of possible 
options. 
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APPLYING FOR A POSITION 
 

Employment 

 
The next page enables you to add employment history records, if applicable.  If you have no 
employment history to add or you do not wish to include any records at this time, you can 
bypass this page by selecting Save and Continue.  
 

 
 
  

This is a free text field. Alternatively, if you 
start typing in this field, predictive text will 
display a list of possible options that you may 
choose from.  N.B School names will not 
display within this list. 

The character limit of this text box is 600 characters 
inclusive of spaces (e.g. paragraphs) 

If the employment details refer to your existing job, click on ‘Current 
Job’. 

To add employment records click on ‘Add 
Employment Record’ alternatively, you can 
also remove employment records by clicking 
‘Remove Employment Record’ if you so wish. 
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APPLYING FOR A POSITION 
 

Shortlisting Criteria  

 
When completing this section of your application, please include all pertinent details 
ensuring that you clearly demonstrate how you meet each of the essential and desirable 
criteria for the post, as applicable.  You will be required to demonstrate, by giving 
personal and specific examples on your application form, how you meet the experience as 
detailed in the person specification.  The definition of personal and specific examples is 
evidence of your personal involvement in this experience and relevant examples to show 
the breadth of your experience. 
 
When providing examples, it is imperative that you demonstrate on your application form 
how and to what extent you meet the essential and desirable criteria. 
 

 Do not use acronyms or complex technical detail.  Write for the 
reader who may not know the specific detail of your job. 

 Write down clearly your personal involvement in any experience you quote. Write 
“I” statements e.g. I planned meetings, I managed a budget, I prepared a 
presentation.  It is how you actually carried out a piece of work that the panel are 
interested in. 

 The examples you provide should be concise and relevant to the criteria. It is your 
unique role the panel are interested in, not that of your team or division. 

 In preparing your application form you may wish to think about having a clear 
structure for each of your examples, such as: 

 
Situation – briefly outline the situation 
Task – what was your objective, what were you trying to 
achieve Action – what did you actually do, what was your 
unique contribution? Result – what happened, what was 
the outcome, what did you learn. 

 
Please note that the panel can only make a decision to invite you to the next stage of the 
selection process, i.e. assessment centre, selection testing, interviews etc., based on the 
information you provide in your application and how this matches the criteria in the 
person specification. 
 
You must complete the relevant information relating to your experience in the relevant 
section/‘box’ provided.  Never assume that because the shortlisting panel know you, or 
your work, or because you have worked for the EA for a long time that there is no need to 
provide detailed information in your application.  It is your responsibility to demonstrate 
sufficient evidence, by way of personal and specific examples, that you meet the criteria 
in the person specification.  If you supply insufficient detail, by way of personal and 
specific examples, you will not be shortlisted. 
 
It should be noted that shortlisting will be based solely upon the information provided 
within this section.  Members of the shortlisting panel are not permitted to take into 
consideration information known to them personally about your application or to make 
any assumptions about the information which you have provided. 
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APPLYING FOR A POSITION 
 
Read the important note for applicants at the top of the application page before completing 
the shortlisting criteria.  Answer all questions in this section by clicking the appropriate 
answer or by typing your answer into a text box as applicable. 
 

]

 
 

 
 
Click Save and Close when ready to move on. 

Text box answers are limited to 4000 characters 

inclusive of spaces.  It is recommended that should you 

choose to draft your response to a text answer question 

to later copy into your application form that notepad is 

the tool used.    

In the event that you experiences difficulties (e.g. 

completing a text box answer) outside of working hours 

(i.e. 9.00 am – 5.00 pm) on the closing date, it is advised 

that you email the Online Recruitment Team at 

OnlineRecruitmentSystemAdmin@eani.org.uk and 

include the answer that you experienced difficulties 

completing.  This may be taken as proof that your 

submission would have been completed within the 

specified timeframe. 

As proof that it would have been submitted on 

time. 

mailto:OnlineRecruitmentSystemAdmin@eani.org.uk
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APPLYING FOR A POSITION 
 

References  
 

Please provide the details of two referees who may be contacted if you are recommended 
for appointment.  
 
For posts involving regulated activity you must provide the details of at least one referee 
who has the ability to comment on your suitability to work with children/young people in an 
education setting and your professional ability from your previous or current employment. 
 
Please note that if you do not include your present/most recent employer as a referee, and 
you are recommended for a post, the EA will seek a reference from your present/most 
recent employer.  By completing the declaration at the end of the application you indicate 
your agreement to the reference(s) being sought in the event that an offer of employment is 
made. 
 
Prior to submitting your application form you must have consent from your referee(s) to 
provide their details. You must advise your referees of EA’s contact details in the event 
that a referee wishes to contact EA concerning their own personal data. 
 
Read the relevant information on this page and continue to complete all mandatory fields 
on this page.  
 

 
 
When complete, click Save and Continue. 
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APPLYING FOR A POSITION 
 

Diversity 
 

The EA is an Equal Opportunities Employer.   
 
The EA monitors applications for employment in order to measure the effectiveness of its 
Equal Opportunities Policies and to comply with its various legal obligations. 
 
The EA monitors applications for employment in terms of community background 
(support staff – non-teaching only), sex, marital status, political opinion, racial group, 
disability, sexual orientation and family status.  The use and confidentiality of community 
background information is protected by the Fair Employment and Treatment (Northern 
Ireland) order 1998.  It will be used only for monitoring, investigations or proceedings 
under the requirements of the above legislation. 
 
EA does not discriminate against job applicants or employees on any of the grounds listed 
above.  We aim to select the best person for the job and all recruitment decisions will be 
made objectively. 
 
The Equal Opportunities Monitoring Questionnaire is not presented to the selection panel. 
 
Read the Diversity statement at the top of the page and answer all mandatory questions 
using the drop downs to select the appropriate answer.  
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APPLYING FOR A POSITION 
 

Declaration 
 

By entering your name in the box circled below, you are effectively signing your application 
and certifying that the information you have provided is correct and that any false or 
misleading information, if proved, may result in your application not being progressed, or, if 
appointed, dismissal from the service of the Education Authority.   
 
Read the declaration statement and enter your name in the box provided when satisfied.  
Click Save and Continue.  The system will time and date stamp when you completed the e-
signature and log the IP address of where the signature was generated. 
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APPLYING FOR A POSITION 
 

Review and Submit 
 

The deadline for completed applications is 11:59pm (GMT) on the closing date.  You will 
be unable to submit an application after this time.  
 

When you have completed the declaration page, you will be given the opportunity to review 
your application before submitting it; from here, you can edit any information within each 
section by clicking the Edit link next to the heading of each section. 
 

 
 
When you are satisfied with the contents of your application form, press the Submit button.  
 
You may continue to edit your submission up to 11.59 pm on the date of the closing. 
 
You can also click the Save as Draft button and return to review and submit later prior to 
the submission deadline. 
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APPLYING FOR A POSITION 
 

Review and Submit 

 
When submitted, you will receive an automated email to advise that your application has 
been received .  In the event that you do not receive an email, please check your junk/spam 
folder and confirm that you have entered a valid email address in this field. 
 
Please note that all correspondence relating to your application will be sent to the email 
address entered on your personal information page (e.g. application acknowledgement, 
shortlisting & interview correspondence, pre-employments, offer of employment etc.).   
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TRACKING YOUR SUBMISSIONS 

 
Click on View “My Applications” to review all submissions.  Return here to view, edit or 
withdraw submissions before the closing date/time. 
 

Completed applications 

 

 
 
 
Note: you can also print the job description, your completed submission and any email 
correspondence relating to your submission. 
 
 

 
 
 
You can also view the status of any completed submissions, which will advise you of the 
progress of your application.   
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TRACKING YOUR SUBMISSIONS 

Draft submissions 

 
From this page, you will also be able to return to any draft submissions and complete your 
application. 
 

 
 
 

Withdrawing submissions 

 
You may withdraw from the selection process at any stage. It is important to do this at the 
earliest opportunity.  You can do this this through the My Applications tab.   
 
Locate the position that you are choosing to withdraw from and click the Withdraw link. 
 

 
 
It is important to note that once you have withdrawn an application, you will be unable to 
view your application.   
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ADDITIONAL INFORMATION 
 

Child Protection 
 

Posts involving work in educational establishments are subject to the provisions of the 
Safeguarding Vulnerable Groups (NI) Order 2007. If the post is deemed to involve 
regulated activity under this legislation, EA will be required to obtain an Enhanced 
Disclosure Certificate from Access NI which provides details of unfiltered* spent and 
unspent convictions as well as other relevant information held in police records or 
other law enforcement agencies. This can include information about attempted 
prosecutions that were unsuccessful or behaviour that might be indicative of criminal 
activity. 

 

Definition: Regulated Activity: 

 
 Is confined to unsupervised activities such as teaching, training, instructing, 

caring for, supervising children, or providing advice/guidance on well-being or 
driving a vehicle only for children; 

 Includes work in a limited range of ‘specified places’ where there is opportunity 
for contact with children, e.g. Schools. 

 

In addition, in order to be regarded as ‘Regulated Activity’ such unsupervised activity 
performed at such a specified place must be done regularly. Regularly is defined as being 
carried out by the same person frequently (once a week or more often) or on four or 
more days in a 30 day period (or in some cases, overnight) 
 
Further details in relation to legislative requirements can be accessed on 

www.nidirect.gov.uk/campaigns/accessni-criminal-record-checks or www.justice- 

ni.gov.uk/articles/about-accessni 

Gaps in Employment 
 

Where you have any gaps in employment history you must provide an explanation.  
Applicants for all positions including those involving ‘regulated activity’ will be asked to 
explain any gaps in their education/employment on the introductory page of the 
application form and also during the interview process. 

Access NI 

 
The successful candidate will be required to complete an On-line Access NI Disclosure 
Certificate Application Form prior to appointment and will be expected to meet the cost 
of an Enhanced Disclosure Certificate. ‘Prior to the online completion of the Disclosure 
Certificate Application Form, the candidate must bring the PIN Notification and ID 
Validation Form and relevant documentation to the Principal/Line Manager for 
completion for verification of the candidate’s identity.’ Details regarding the payment for 
the process of the application will be provided on the PIN 
 
Following completion of the checks by Access NI an Enhanced Disclosure Certificate will 
be issued, this certificate will detail (if applicable) the criminal background history of the 
candidate or state that no convictions were found. 

http://www.nidirect.gov.uk/campaigns/accessni-criminal-record-checks
http://www.nidirect.gov.uk/campaigns/accessni-criminal-record-checks
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The majority of EA posts are exempt from the Rehabilitation of Offenders Order 1978. 
Appointment to such posts will be subject to the satisfactory completion of criminal 
background checks by Access NI. It should be noted that having a criminal record does not 
necessarily debar an applicant from employment. Each individual case is considered on its 
merits taking all relevant factors into account. 
 
The policy on Employment of Ex-Offenders and the policy on Management, Handling and 
Disposal of Disclosure information is available to view/download on the EA website 
www.eani.org.uk under the menus titled about us/Human Resources/AccessNI 
 
* Since 14 April 2014, Access NI filters criminal records for standard and enhanced checks. 
Access NI follows filtering rules that apply to convictions, cautions, informed warnings or 
diversionary youth conferences in an individual’s criminal history. Filtering does not 
remove cautions, warnings and diversionary youth conferences for specified offences. 

Canvassing 

 
Canvassing means contact or communication at any time in any manner (direct, indirect, 
oral or written, specific or general) with a member or officer of EA or any party involved in 
the recruitment of the post for which the person has applied which could be deemed or 
perceived to be for the purpose of advancing that application. 
 
Any applicant who is found to have approached a panel member regarding a post with a 
view to seeking favourable treatment will be disqualified. 
  

http://www.eani.org.uk/
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THE SELECTION PROCESS 

 
You are strongly advised to carefully consider the job description and the criteria for 
the post to ensure that your application includes all pertinent details and demonstrates 
clearly how you meet each of the criteria for the post. 

 
You should note that shortlisting will be based solely upon the information provided by 
you on your application form. Members of the shortlisting panel are not permitted to 
take into consideration any information they already know about you. 

Shortlisting 

 
The essential criteria that will definitely be applied at shortlisting will be identified in 
the person specification for the post. When a large number of applications are received 
the selection panel reserves the right to shortlist only those applications which best 
demonstrate how and to what extent they meet the essential criteria or to apply the 
desirable criteria, as necessary, in order to facilitate a manageable shortlist. 

 
It is the responsibility of applicants to provide the best evidence possible on their 
application form to demonstrate how they meet each of the essential and desirable 
criteria. 
 

Interview Arrangements 

 
Shortlisted candidates will be notified of the date and time of interview. You will be 
required to bring original current and valid photographic evidence of identity to 
interview, i.e.: 

 
 Passport, 
 Driving licence, 
 Electoral identity card or, 
 A national identity card (if a foreign national) 

 
A photocopy of identification is not acceptable. Failure to provide such evidence of 
identification may result in you being refused an interview. 

 
If you are unable to attend the interview at the date and time specified, a request for 
an alternative interview date will only be considered in exceptional circumstances and 
will be at the absolute discretion of EA/Board of Governors.  If you wish to withdraw 
from the selection process, it is essential that you withdraw your submission at the 
earliest opportunity.  You can do this through the My Applications tab.  Locate the 
position that you are choosing to withdraw from and click the Withdraw link.   
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Notification of the Successful Candidate 

 

Candidates should note that selection panels, including Boards of Governors, 
recommend candidates for appointment only. Candidates are advised that a 
recommendation for appointment is not an offer of employment and must not be 
treated as such. 

 
A candidate is deemed to have been offered the post only on receipt of a formal 

written offer of employment from EA Recruitment and Resourcing Team.  

Offer Employment  

 
All offers of employment will be sent via email.  Candidates will receive an email notification 
to advise that an offer has been made.  Candidate will be required to login to their candidate 
profile and the offer can then be viewed within the Offers tab. 
 
It is advised to review the contents of the job offer (terms and conditions of employment) 
before accepting/declining the job offer. 

 
 
 
  

 
 
 
 
Any recommendation for appointment will be subject to the following:- 

 

 Completion of a Health Declaration Form. Upon receipt of such; EA may, at its 
discretion, require a candidate to attend a medical examination; 

 Issue of a satisfactory Enhanced Disclosure Certificate for posts involving regulated 
activity; 

 Documentary evidence of eligibility to work in the UK; 

 Receipt of original Birth Certificate; 

 Receipt of original documentary evidence of qualifications where qualifications 
formed the agreed shortlisting criteria; 

 Receipt of two satisfactory references. For posts involving regulated activity at 
least one reference should be a previous or current employer able to comment on 
the candidate’s suitability to work with children/young people in an education 
setting and their professional ability (please refer to Reference Section on page 7) 

 Ratification by MTAC (Membership of Teaching Appointments Committee) 
(Teaching appointments only) 

 

The information provided must be official original proof that you possess, at the closing 
date for receipt of application forms, all qualifications and/or membership of any 
relevant professional bodies which you relied on to support your application form. 

 


