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Northumberland County Council 

Dear Candidate, 
 
Thank you for your interest in the Lunchtime Supervisory Assistant post which is currently 
being advertised at Rothbury First School.  We would like the successful candidate to take 
up post as soon as possible, subject to supporting references and safeguarding checks 
which include an enhanced criminal records check. The role is open to job share. 
 
Our school has six classes which include a 26 place Nursery. We currently have  
125 children on roll. 
 
If you wish to apply for the post, you should return two documents: 
 
Application Form 
 
Please complete all parts of the application form as fully as possible.    
 
Criminal Records Declaration Form 

 
This form explains that a satisfactory Enhanced Certificate of Disclosure of Criminal  
Convictions is an essential requirement for this post. You must complete either Box A or 
Box B.  If you need to complete Box B you must disclose all unspent convictions, cautions,  
reprimands and warnings. Please note that any convictions, cautions, reprimands or and 
warnings in relation to sexual offending, violent offending and/or safeguarding cannot be 
considered to be “spent” and therefore should be disclosed.   

 
It is important that the school has information about whether or not you have any  
convictions so that this can be discussed with you at interview.  Failure to return the  
Criminal Records Declaration Form before interview (and, in the case of the successful  
candidate, failure to subsequently obtain a satisfactory Enhanced Certificate of Disclosure 
from the Disclosure and Barring Service) will unfortunately disqualify you from further  
consideration for this post.   
 
Please note that disclosing criminal convictions will not necessarily prevent you being  
appointed.  This information will be considered in light of its relevance to the post, as set out 
in the Criminal Records Code of Practice for Staff and Volunteers. 
 
All applicants are required to complete Box C. This information is necessary to facilitate the 
appointment process if you are successful in your application for this post. 
 
These forms should be returned to Rothbury First School by midday Wednesday 26 April 
2017. We plan to hold interviews in the week starting Monday 1 May 2017. 
 
I look forward to receiving your application. 
 
Yours faithfully 
 
Nicki Mathewson 
Headteacher 


