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Norwich School
Norwich School is a co-educational, independent day school for pupils aged seven to eighteen. Its origins can be traced back to the early life of Norwich Cathedral, which was founded in 1096.  It was incorporated by Royal Charter in 1547 by King Edward VI.  Set in the Cathedral Close, Norwich School is a traditional yet lively place where boys and girls enjoy a rounded and stimulating education. The School is characterised by strong, warm relationships and a profound appreciation of scholarship.

Norwich School is divided into two sections: the Lower School and the Senior School. The Lower School is the base for our 4-11 year old pupils (Reception-Year 6), while the Senior School caters for the 11-18 age range (Years 7-13). 
Application Process
All candidates for jobs at the school must complete and submit an application form, downloadable from our website www.norwich-school.org.uk.   The form is designed on the one hand to be as brief and user friendly as possible, whilst on the other neglecting no essential detail.  The aim is to allow candidates to provide information in a clear way which will assist the swift and efficient processing of their application whilst at the same time ensuring that the school complies with all relevant legislation and guidelines in order to provide the safest and best environment possible.  The form is a Word document.  Tables have been kept to a minimum, and formatting key strokes otherwise include only spaces, tabs and carriage returns.  Please try to retain the pagination of sections if possible, however, you may add extra rows to tables where relevant.  

It is school policy to prefer email as the best format for communication with the school, supplemented by telephone calls where appropriate.  Please email a covering letter and curriculum vitae with your completed application form.  
Norwich School appointment procedures conform to guidelines to ensure compliance with safer recruitment guidelines.  

We look forward to receiving your application.

S.D.A. Griffiths

Head Master
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APPLICATION FORM 
PRELIMINARY DETAILS

Norwich School post applied for: 

Current notice period: 

Do you hold a current clean driving licence? If no, how many points? 

Current or most recent salary: 

CONTACT DETAILS

Surname: 

Forenames: 

Title:
Maiden Name (if appropriate): 

Any other names by which you have been known: 
National Insurance Number: 

Address: 
Postcode: 

Daytime contact number:

Evening contact number: 

Mobile number:
E-mail address: 

EDUCATION, QUALIFICATIONS AND EMPLOYMENT
This section is designed to give a full history of education and employment in chronological order, progressing from the latest date to the earliest. Please ensure that all education and employment is listed and provide an explanation for any periods not in education or employment, and in each case of employment give the reasons for leaving that employment.

Please include secondary, further and higher education

	University attended: (name and address)
	Months and years attended: (from – to)
	Subjects and qualification/s achieved or qualifications pending:
	Class/Grades

Achieved:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	School/College attended: (name and address)
	Months and years attended: (from – to)
	Subjects and qualification/s achieved: 
	Grades
Achieved:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Membership/s of Professional Bodies
	Date:
	Professional Body:
	Membership number: (if applicable)

	
	
	

	
	
	


Employment (current/most recent first)
	Name of employer:
	Address: 
	Dates of employment: (months and years, from – to)
	Job title:
(include

internal

promotions)
	Reason for leaving:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


IMPORTANT - Please provide further details below of any gaps in your employment history since leaving full time education:

	Date of gap in employment history:

	Reason for gap:

	
	

	
	

	
	

	
	

	
	

	
	


REFEREES

Please give details of 3 referees.  One should be your current or most recent employer:  Where you are not currently working with children but have done so in the past, one referee must be from the employer by whom you were most recently employed in work with children.  The school is unable to accept references from relatives or referees writing solely in the capacity of friends.
(We shall assume that references may be taken up prior to an offer of employment being made – unless you indicate otherwise)
Reference 1
Name: 

Address:
Email:
Telephone no(s):
Relationship:
Reference 2
Name: 

Address:
Email:
Telephone no(s):
Relationship:
Reference 3

Name: 

Address:
Email:
Telephone no(s):
Relationship:
SUPPLEMENTARY QUESTIONS
General 
Are there any special arrangements / reasonable adjustments you may require to attend an interview?

If so, please state:
Where did you see our advert?
Are you related to or do you maintain a close relationship with an existing employee, volunteer or Governor of the School?  

If so, please provide details:

Do you have children that attend the Norwich School?  YES / NO (Delete as appropriate) 
Interests
TERMS AND DECLARATIONS
Right to work in the UK
Do you have the right to live and work in the UK?  YES / NO (Delete as appropriate)
Are there any restrictions to your right to live and work in the UK which might affect your right to take up employment with us?  YES / NO (Delete as appropriate)

If YES please provide details:

Data Protection Statement

By signing the application form you are agreeing to the use and processing of personal data in accordance with the School’s registration with the office of the Information Commissioner under the Data Protection Act.

Declaration

I am aware that Norwich School applies for an enhanced certificate from the Disclosure and Barring Service (DBS) as well as requesting other statutory pre-employment checks on its employees.  My signature below indicates that I give my permission for the School to proceed accordingly.  I also commit to providing sight of my DBS certificate to Norwich School within 14 days of receiving the documentation and prior to starting employment with Norwich School.

I am aware that the post for which I am applying is exempt from the Rehabilitation of Offenders Act 1974 and therefore that all convictions, cautions, reprimands and warnings including those regarded as ‘spent’*, must be declared.

I understand the information may be seen by the Governors, Senior Leadership Team, HR Department and the Bursar’s PA, at Norwich School for the purposes of processing and ensuring compliance with safe recruitment best practice.

I understand that it is a requirement of the post to register with the DBS Updating Service. I do this at my own cost and give permission for Norwich School to check my status at any time.

Further, I declare that (delete as appropriate),
Either 
· I have no unspent or spent* convictions, cautions, reprimands or warnings; 
OR
· I attach details of any unspent or spent* convictions, cautions, reprimands or warnings in a sealed envelope marked confidential.

I declare that I have not been disqualified from working with children, and that I am not subject to any sanctions imposed by a regulatory body (e.g. the General Teaching Council). 

I declare that the information I give in this application is accurate, complete and true.  I understand that providing misleading, inaccurate or incomplete information will disqualify me from the appointment or, if appointed, may result in my immediate dismissal without notice.

*For the purposes of this Declaration, “spent” should be construed with reference to the Rehabilitation of Offenders Act 1974, as amended from time to time,

Signature:                                                                                                    
Date:
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