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GUIDELINES ON THE APPLICATION FORM
Thank you for your interest in applying for a job with Cabot Learning Federation.  Before you complete the attached application form please read these guidance notes.
Please note that a high level of vetting is undertaken on candidates and that the definition of working with children and adults is widely drawn.

The level of Disclosure and Barring Service check required for this post is at Enhanced Level.  Further information about the Disclosure Service can be found at https://www.gov.uk/government/organisations/disclosure-and-barring-service
Please do not send a CV.  It will not be accepted because all relevant information should be provided on the attached application form, although you may attach additional sheets if there is insufficient space on the relevant sections of the form.  Selection will be made from this information only, so statements such as “see previous application” or “refer to personal file” [if an internal applicant] will not be acted upon.


The Federation has put the following notes together to help you fill in your application form as effectively as possible, and you are advised to read them before you start.
	Equality of opportunity


Cabot Learning Federation is an equal opportunities employer and particularly welcomes applications from groups currently under-represented in the workforce.  It is essential that we monitor the effectiveness of our policy, and to help us do this we appreciate your co-operation in completing all sections of the Equalities Monitoring form.  This information will not be used during the selection process and will only be used for monitoring purposes.  All information will be treated in the strictest confidence.
Do not enclose references or pictures of yourself.

The Federation is committed to making reasonable adjustments to make interviews and jobs more accessible to Disabled people.  This includes travel costs for disabled people who are not able to use public transport.
As an equal opportunities employer, the Federation has a range of initiatives to help all employees balance working life with other responsibilities.

There is a commitment to employee development at all levels.
	Equality of information


All applicants will receive the same information about the job, and if a contact officer is given, all applicants are invited to phone for an informal discussion about the job prior to applying for it.  This may help you decide if you meet all the criteria and whether you want to proceed with an application.

	Understanding the job


The job advertisement gives brief details about the job, but you should also read the job description and employee specification which are included with the application form.

The job description gives the duties and accountabilities in more detail, and the criteria on the employee specification show the knowledge, skills and experience you will require to do the job.

All this information should give you a clearer idea of what the job is about, and you can then decide whether you want to submit an application.
	Completing the application form


How you complete the application form is very important, because shortlisting from this form is the first stage of the selection procedure.  The information you provide on the form will be used to decide whether you will be invited to interview.

All applications, from both internal and external candidates, are considered against the criteria contained in the employee specification. 

Applicants must meet at least all the essential criteria contained in the employee specification to be considered for interview for the job in question.

If there are a large number of applicants, the desirable and advantageous criteria will also be considered.  It is therefore extremely important that you indicate how you meet all the essential criteria and as many of the other criteria as possible so we have a full picture of your skills, experience and abilities.

If you need to continue on a separate sheet for any of the sections please do so, making sure that the additional information for each section is clearly headed with the Section Heading.  

Please explain any gaps in your employment history.

Please email the completed application form to the HR Mailbox – hr@clf.cabot.ac.uk 
	Convictions and Disclosure


The Federation is committed to safeguarding the welfare of children and will require the disclosure of any criminal convictions.  Please note that a high level of vetting is undertaken on candidates and that the definition of working with children and adults is widely drawn
The Federation is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions, reprimands and final warnings (including those which would normally be considered “spent” under the Act) must be declared.  If you have a criminal record this will not automatically debar you from employment.  Instead, each case will be assessed fairly by reference to the Federation’s objective assessment procedure (a copy of which is available on request). 

All posts will require Enhanced Level Disclosure and Barring Service clearance. 

The Federation will follow the Disclosure and Barring Service Code of Practice concerning the use of information gained from the Disclosure Service, which ensures that sensitive personal information is handled and stored appropriately and is kept for only as long as necessary.  .

	References


If you are in paid employment, your current employer should be named as someone we can approach for a reference.

References will be taken up if you are offered an interview. If you do not wish your referee to be approached at this stage you should request this in writing with reasons.

No appointment will be made without satisfactory references being received.

If you are related to a referee in any way - for example, if you have formally been employed by a member of your family - you should make this clear on the form.

If you have not been employed before, you should give the name of someone who will be able to comment on your skills and abilities, such as a teacher or lecturer, or other professional person who is not a friend or relative.   A second referee can be a family friend who will provide a character reference, but the relationship should be stated.

You should ask permission from your proposed referees prior to naming them. 

	Canvassing


Any sort of canvassing will lead to you automatically being disqualified.  For example, you must not ask an employee of the Federation, Board Member/Councillor or volunteer to use their influence to help you get this job.

	Pensions


In the vast majority of cases, except where stepping down procedures may apply (re teachers), people already receiving an occupational pension administered in accordance with the Local Government Pension scheme will not normally be eligible for any kind of employment with the Federation.

In certain exceptional circumstances however, where, following a formal recruitment and selection process, recruitment market conditions indicate that due to skills shortages no other suitable qualified person can be appointed, such people may be employed subject to the approval of the relevant Academy Principal or their nominated deputy.

	Right to work


All employers must ensure that they only employ people who have a right to work in this country.  Successful applicants not currently employed by the Federation will have to produce either a P45 from their last employer, a document from the Benefits Agency or Employment Services or any other appropriate official document before their first day of employment.

	Late applications


The completed application form must reach the Federation by the stated closing date.  Late applications may not be considered unless there are exceptional circumstances.
	Complaints procedure


If you feel you have not been treated fairly you can write to the Federation’s Head of Human Resources, who will investigate your complaint in accordance with the employee or customer complaints procedures [copies available].

We will provide a written reply and if something has gone wrong we will say so and try to put it right.

Such complaints should normally be made within three months of the incident arising.

Please note that complaints can only be raised about the application of the recruitment and selection policy, not about the appointment decision. 

NB It may be useful to take a copy of the application form for future reference.
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	For Office use only


EQUALITIES MONITORING
The information you provide on pages 4 and 5 will only be used for equality monitoring.  

This form will not be used during the selection process – it will be detached from the application form prior to the shortlisting process. 

The collection of equalities information conforms to employment provisions in the Equality Act 2010.  
	
	
	

	NAME
	     
	

	
	
	


Personal Information

	Date of Birth:

	          /          /           

	

	Gender – would you describe yourself as:
	 FORMCHECKBOX 
   Male
	 FORMCHECKBOX 
   Female
	 FORMCHECKBOX 
   Prefer not to say


Disability

	Do you consider yourself to have a disability or a long-term health conditions?

          
	Yes         FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	What is the effect or impact of your disability or health condition?

 FORMCHECKBOX 
   Prefer not to say

	     


Sexual Orientation

What is your sexual orientation?
	 FORMCHECKBOX 

	Bisexual

	 FORMCHECKBOX 

	Gay man

	 FORMCHECKBOX 

	Gay Woman / Lesbian

	 FORMCHECKBOX 

	Heterosexual / Straight

	 FORMCHECKBOX 

	Other

	 FORMCHECKBOX 

	Prefer Not to say


Religion / Belief

Please tick the box that best describes you:

	 FORMCHECKBOX 

	Buddhist
	
	

	 FORMCHECKBOX 

	Christian
	
	

	 FORMCHECKBOX 

	Hindu
	
	

	 FORMCHECKBOX 

	Jew
	
	

	 FORMCHECKBOX 

	Muslim
	
	

	 FORMCHECKBOX 

	Sikh
	
	

	 FORMCHECKBOX 

	Other Religion or Belief (please state)
	     
	

	 FORMCHECKBOX 

	No Religion
	
	

	 FORMCHECKBOX 

	Prefer not to say
	
	


EQUALITIES MONITORING (continued)

Ethnicity

How would you describe yourself?  (If you do not identify with any of the categories listed, please use one of the “other” categories.)  Please tick one box.
	Asian or Asian British

	AI
	 FORMCHECKBOX 

	Indian
	
	

	AP
	 FORMCHECKBOX 

	Pakistani
	
	

	AB

	 FORMCHECKBOX 

	Bangladeshi
	
	

	AS
	 FORMCHECKBOX 

	Any other Asian background, please write in box
	     
	

	
	
	
	
	


	Black or Black British

	AC
	 FORMCHECKBOX 

	Caribbean
	
	

	AA
	 FORMCHECKBOX 

	African
	
	

	AS
	 FORMCHECKBOX 

	Any other Black background, please write in box
	     
	

	
	
	
	
	


	Chinese

	AH
	 FORMCHECKBOX 
  
	Chinese
	
	

	AHO
	 FORMCHECKBOX 

	Any other Chinese background, please write in box
	     
	

	
	
	
	
	


	Mixed Ethnicity

	MC
	 FORMCHECKBOX 

	White and Black Caribbean
	
	

	MA
	 FORMCHECKBOX 

	White and Black African
	
	

	MS
	 FORMCHECKBOX 

	White and Asian
	
	

	MO
	 FORMCHECKBOX 

	Any other Mixed background, please write in box
	     
	

	
	
	
	
	


	White European

	WU 
	 FORMCHECKBOX 

	British
	
	

	WI
	 FORMCHECKBOX 

	Irish
	
	

	WE
	 FORMCHECKBOX 

	English
	
	

	WS
	 FORMCHECKBOX 

	Scottish
	
	

	WW
	 FORMCHECKBOX 

	Welsh
	
	

	WEU
	 FORMCHECKBOX 

	White European, please write in box
	     
	

	MO
	 FORMCHECKBOX 

	Any other White background, please write in box
	     
	

	
	
	
	
	


	Middle Eastern

	MEA
	 FORMCHECKBOX 

	Please state nationality in box
	     
	

	
	
	
	
	


	Travelling Lifestyle

	TG
	 FORMCHECKBOX 

	Romany Gypsy
	
	

	TI
	 FORMCHECKBOX 

	Irish Traveller
	
	

	TO
	 FORMCHECKBOX 

	Any other nomadic lifestyle, please write in box
	     
	

	
	
	
	
	


	Prefer not to say       FORMCHECKBOX 



We thank you for your help in our monitoring process.

	CABOT LEARNING FEDERATION               
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	Applicant No.
	
	For Office use only

	Application Form

CVs will not be accepted

If you are not filling in this form electronically, please complete in black pen to aid photocopying

	

	Position applied for:
	     
	at
	      Academy
	

	

	

	How did you find out about this vacancy?
	TES                    FORMCHECKBOX 

	Bristol Evening Post     FORMCHECKBOX 

	CLF Website             FORMCHECKBOX 

	Other (please specify):

     

	
	TES Website      FORMCHECKBOX 

	BEP Website                 FORMCHECKBOX 

	Academy Website     FORMCHECKBOX 

	

	

	Section 1 – Personal Details

	

	Title
	Dr      FORMCHECKBOX 

	Mr     FORMCHECKBOX 

	Mrs      FORMCHECKBOX 

	Miss      FORMCHECKBOX 

	Ms      FORMCHECKBOX 

	Other   
	
	

	
	
	
	
	
	
	
	     
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	

	Forenames
	     
	Surname
	     
	

	

	Former Names
	     
	Preferred Name
	     
	

	

	Address
	     

	Home Tel:
	     
	

	
	
	

	
	
	Work Tel:
	     
	

	
	
	

	
	
	Mobile Tel:
	     
	

	

	Post Code
	     
	Email address:
	     
	

	

	National Insurance No:
	     
	

	

	Are you in receipt of an occupational pension?  
	Yes    FORMCHECKBOX 
 
	
	No   FORMCHECKBOX 

	If YES Scheme Name
	     
	

	

	Are you currently eligible for employment in the UK?
	Yes     FORMCHECKBOX 

	
	No   FORMCHECKBOX 

	Please provide details:
	     
	

	

	Do you have Qualified Teacher Status?
	Yes    FORMCHECKBOX 

	
	No   FORMCHECKBOX 

	Teacher Reference Number:
	     
	

	

	Are you registered with the GTC for England?
	Yes  FORMCHECKBOX 

	
	No    FORMCHECKBOX 

	

	

	Are you related to or do you maintain a close relationship with an existing employee, volunteer or Director of Cabot Learning Federation?  If so, please provide details:



	
	     
	

	
	
	


	Section 2 – Education

Please start with the most recent

	

	Name of School/Academy/ University
	Dates of Attendance
	Examinations

	
	
	Subject
	Result
	Date
	Awarding Body

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	Section 3 – Other Qualifications, Skills or Training

Please provide details of any professional/vocational qualifications or skills that you possess or training that you have received which you consider to be relevant to the role for which you have applied.

	

	Title
	Professional Registration Number
	Annual Membership Renewal Date if applicable

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	

	ANY OTHER INFORMATION

	     


	Section 4 – Employment

	

	

	Current/most recent employer:
	     
	

	

	Current/most recent employer’s address:
	     

	

	

	Current/most recent job title:
	     
	

	

	Brief description of details:
	     

	

	

	Date employment started:
	     
	Date employment ended (if applicable)
	     
	

	

	Current salary / salary on leaving:
	     
	
	     
	

	

	Do you/did you receive any employee benefits? If so, please provide details:
	     
	

	

	Reason for seeking other employment:
	     
	

	

	Please state when you would be available to take up employment if offered:
	     
	

	


	Section 5 – Previous Employment and/or Activities since leaving secondary education

Please include any volunteer work you may have undertaken.

Please continue on a separate sheet if necessary



	
	
	
	

	Dates

(From – To)
	Name and address of employer
	Position held and/or duties
	Reason for leaving

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Section 6 – Interests

Please give details of any interests, hobbies or skills that you could bring to the Academy for the purposes of extra curricular activity



	     


	Section 7 - Suitability

Please give your reasons for applying for this post and say why you believe you are suitable for the position.  Study the Job Description and Person Specification and describe any experience and skills you have gained in other jobs or similar environments which demonstrate your ability and aptitude to undertake the duties of the post.  Continue on a separate sheet if necessary.



	     


	

	Are there any special arrangements you might require to attend an interview?
	Yes         FORMCHECKBOX 

	
	  No       FORMCHECKBOX 


	If yes, please give details here:

	     

	

	In accordance with the guidance published by the Department for Education any offer of employment made by the Academy will be conditional upon the Academy verifying the successful applicant’s medical fitness for the role.  Therefore, if your application is successful, you will be required to complete a health assessment questionnaire the responses to which will be assessed by the Academy’s medical adviser before any offer of employment is confirmed.  There may be circumstances when it will be necessary for the Academy's medical adviser to be given access to your medical records and/or for you to be referred to a specialist clinician.


	Section 8 – Criminal Records

	An offer of employment is conditional upon the Academy receiving a satisfactory Disclosure from the DBS.  If you are successful in your application you will be required to complete a Disclosure and Barring Service check.  Any information disclosed will be handled in accordance with the Code of Practice published by the Disclosure and Barring Service (a copy of which is available from the Academy on request).

The Academy is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions, reprimands and final warnings (including those which would normally be considered “spent” under the Act) must be declared.  If you have a criminal record this will not automatically debar you from employment.  Instead, each case will be assessed fairly by reference to the Academy’s objective assessment procedure (a copy of which is available from the Academy on request). 

	Do you have any convictions, cautions, reprimands or final warnings that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).

	Yes         FORMCHECKBOX 

	
	  No       FORMCHECKBOX 


	If ‘YES’, please provide details on a separate sheet and send this in a sealed envelope marked “confidential” with your Application Form.

	

	Section 9 - References

	Please supply the names and contact details of two people who we may contact for references.  One of these must be your current or most recent employer.  If your current/most recent employment does/did not involve work with children, then your second referee should be from your employer with whom you most recently worked with children.  Neither referee should be a relative or someone known to you solely as a friend.  The Federation will normally take up references from all shortlisted candidates before interview.  Please note that in addition to your two nominate referees, any number of previous employers may be contacted in relation to your employment history as part of the vetting process without referring back to you (this includes the vetting of internal applicants).  Checks will also be made on referees and their relationship to you.

	Referee 1
	Referee 2

	
	
	
	
	
	

	Name:
	     
	
	Name:
	     
	

	
	
	
	
	
	

	Organisation:
	     
	
	Organisation:
	     
	

	
	
	
	
	
	

	Address:
	     
	
	Address:
	     

	

	
	
	
	
	
	

	Occupation:
	     
	
	Occupation:
	     
	

	
	
	
	
	
	

	Telephone No.
	     
	
	Telephone No.
	     
	

	
	
	
	
	
	

	Email Address:
	     
	
	Email Address:
	     
	

	
	
	
	
	
	

	Relationship to you:
	     
	
	Relationship to you:
	     
	

	
	
	
	
	
	

	May we contact prior to interview?
	Yes         FORMCHECKBOX 

	No      FORMCHECKBOX 

	
	May we contact prior to interview?
	Yes         FORMCHECKBOX 

	No      FORMCHECKBOX 

	

	
	
	
	
	
	
	
	


	It is the Federation’s policy to employ the best qualified personnel and to provide equal opportunity for the advancement of employees including promotion and training and not to discriminate against any person because of their race, colour, national or ethnic origin, sex, sexual orientation, marital status, religion or religious belief, disability or age.  All new posts within the Federation are subject to a probationary period. 

The Federation is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

A copy of the Federation’s Recruitment Policy is available on request.  

If your application is successful, the Federation will retain the information provided in this form (together with any attachments) on your personnel file.  If your application is unsuccessful, all documentation relating to your application will normally be confidentially destroyed after 6 months.  However, please indicate below if you would like the Academy to retain your details on file so that you can be notified of future vacancies which may be of interest to you.



	Would you like the Academy to retain your details if your application is unsuccessful?  
	Yes         FORMCHECKBOX 

	
	  No       FORMCHECKBOX 


	

	· I confirm that the information I have given on this application form is true and correct to the best of my knowledge.

· I confirm that I am not on List 99, disqualified from work with children or subject to sanctions imposed by a regulatory body.

· I understand that providing false information is an offence which could result in my application being rejected or (if the false information comes to light after my appointment) summary dismissal and may amount to a criminal offence.

· I consent to the Academy processing the information given on this form, including any 'sensitive' information, as may be necessary during the recruitment and selection process.



	Signature:
	     
	Date:
	     
	

	


Your completed application form should be sent to:

Human Resources Department
Cabot Learning Federation
Federation House
c/o King’s Oak Academy
Brook Road
Kingswood

Bristol

BS15 4JT
Or email: hr@clf.cabot.ac.uk
HR/4
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