XCL EDUCATION MALAYSIA

	EMPLOYMENT APPLICATION FORM

		Location
	☐
	Sri KDU Kota Damansara 
	
	☐
	R.E.A.L Schools Cheras

	
	
	
	
	
	

	
	☐
	Sri KDU Subang
	
	☐
	R.E.A.L Schools Shah Alam

	
	
	
	
	
	

	
	☐
	Sri KDU Klang
	
	☐	R.E.A.L Schools Johor Baru

	
	
	
	
	
	

	
	☐	Sri KDU Penang
	
	☐	Real Kids

	
	
	
	
	
	

	
	☐
	XCL Education Malaysia, Bangsar South
	
	
	






  Please complete this form in BLACK ink or typescript as this may be photocopied. 

  EMPLOYMENT PARTICULARS
	
Position applied for:      

   








	For the teaching position, please tick one of the boxes:                  
	☐
	Primary
	☐
	Secondary
	☐
	A - Level

	[bookmark: Text2]Date Available:      

	Expected Salary in RM:      

	Notice Period:      


  
  PERSONAL PARTICULARS
	Full Name (as per Passport / NRIC): 
	Recent passport size photograph of applicant

	[bookmark: Text4]     
	
	
Have you changed your name? If yes, please provide previous full name as per Passport or NRIC (this is for verification and background check purposes): 
     

	

	Current Residential Address:
	 
 
	

	[bookmark: Text3]     

	

	State: / Country: 
	
	

	Home Address (if different from above): 
	 
	

	[bookmark: Text5]     
	

	[bookmark: Text6]State: / Country:      
	

	E-mail Address:

	[bookmark: Text7]     

	[bookmark: Text8]Home Telephone No:      

	[bookmark: Text9]Mobile No:      

	[bookmark: Text10]Passport No. / NRIC:      
	[bookmark: Text11]Nationality:      

	[bookmark: Text12]Date of Birth:      

	Gender:
	
☐

	Male
	
☐

	Female

	Marital Status:
	
☐

	Single
	
☐

	Married
	
☐

	Other


  
CURRENT EMPLOYMENT (Or last employment if not currently employed)
	Position held:
	[bookmark: Text13]     

	Start date (dd/mm/yy):
	[bookmark: Text14]     
	End date (dd/mm/yy):
	[bookmark: Text22]     

	Name of employer / school:
	[bookmark: Text15]     

	Reporting to (name & position):
	[bookmark: Text16]     

	Address of employer:
	[bookmark: Text17]     

	Telephone number:
	[bookmark: Text18]     

	Email address:
	     

	Please give a brief description of current duties, responsibilities and achievements:
	     

	Reason for leaving:
	[bookmark: Text19]     

	Current / last drawn salary:
	[bookmark: Text20]     

	Part-time / Full-time:
	[bookmark: Text21]     



EMPLOYMENT HISTORY (Please provide in chronological order, exclude the current / most recent employment stated above. Add an additional sheet if required)
	From
(dd/mm/yy)
	To
(dd/mm/yy)
	Length of Service
	Name and Address of Employer
	Position Held / 
Subject(s) Taught
	Part-time/ Full-time

	
[bookmark: Text23]     
	
[bookmark: Text37]     
	
[bookmark: Text51]     
	
[bookmark: Text65]     
	
[bookmark: Text79]     
	
[bookmark: Text93]     

	
Reason for leaving:      




	
[bookmark: Text25]     
	
[bookmark: Text39]     
	
[bookmark: Text53]     
	
[bookmark: Text67]     
	
[bookmark: Text81]     
	
[bookmark: Text95]     

	
Reason for leaving:      




	
[bookmark: Text27]     
	
[bookmark: Text41]     
	
[bookmark: Text55]     
	
[bookmark: Text69]     
	
[bookmark: Text83]     
	
[bookmark: Text97]     

	Reason for leaving:      

	
[bookmark: Text29]     




	
[bookmark: Text43]     
	
[bookmark: Text57]     
	
[bookmark: Text71]     
	
[bookmark: Text85]     
	
[bookmark: Text99]     

	Reason for leaving:      

	
[bookmark: Text31]     




	
[bookmark: Text45]     
	
[bookmark: Text59]     
	
[bookmark: Text73]     
	
[bookmark: Text87]     
	
[bookmark: Text101]     

	Reason for leaving:      



GAPS IN EMPLOYMENT 
(Please indicate and explain any gaps in employment since first leaving secondary education. Include specific dates and be sure to account for all gaps, whatever their length)  
	From
(dd/mm/yy)
	To
(dd/mm/yy)
	Reasons for Gap in Employment

	
     
	
     
	     

	
     
	
     
	     

	
     
	
     
	     

	
     




	
     
	     

	
     




	
     
	     

	
     




	
     
	     




  (For teaching positions only)
	
Do you have any relevant teaching qualification/certification? (e.g. PGCE/CICTL/CIDTL/CELTA/TESL etc..)


	
[bookmark: Text143][bookmark: Text144]☐  Yes   Since, Month:       Year:         (Please provide certification as supporting document)

	
☐  No

	
[bookmark: Text145]Total years in full-time teaching:      

	
[bookmark: Text146]Your main Teaching Subject(s) and age range:      

	
[bookmark: Text147]The additional subjects that you can offer:      


 
 ACADEMIC QUALIFICATIONS 
	From
Date
(dd/mm/yy)
	To
Date
(dd/mm/yy)
	Name(s) of schools / colleges / universities
	Major / Field of Study (if applicable)
	Qualification /
Attainment / GPA (if applicable)

	
     
	     
	     
	     
	     

	
     

	     
	     
	     
	     

	
     
	     
	     
	     
	     

	
     
	     
	     
	     
	     

	
     
	     
	     
	     
	     

	
     
	     
	     
	     
	     



OTHER PROFESSIONAL OR TECHNICAL DEVELOPMENT/TRAINING/COURSES ATTENDED 
  (Please add separate sheets if needed)
	Date
(dd/mm/yy)
	Subject/Courses
	Organization / Awarding Body
	Qualification/
Attainment

	[bookmark: Text148]     
	[bookmark: Text155]     
	[bookmark: Text162]     
	[bookmark: Text169]     

	[bookmark: Text149]     
	[bookmark: Text156]     
	[bookmark: Text163]     
	[bookmark: Text170]     

	[bookmark: Text150]     
	[bookmark: Text157]     
	[bookmark: Text164]     
	[bookmark: Text171]     

	[bookmark: Text151]     
	[bookmark: Text158]     
	[bookmark: Text165]     
	[bookmark: Text172]     

	[bookmark: Text152]     
	[bookmark: Text159]     
	[bookmark: Text166]     
	[bookmark: Text173]     

	[bookmark: Text154]     
	[bookmark: Text161]     
	[bookmark: Text168]     
	[bookmark: Text175]     


  
MEMBERSHIP OF PROFESSIONAL ASSOCIATIONS OR STATUTORY BODY
  (Please add separate sheets if needed)
	Registration Date
	Organisation Name
	Level of Membership/Role/Registration No. (if applicable)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Are you subject to any conditions or prohibitions placed on you by any statutory body? *If yes – please provide details in a sealed envelope and attach with this form
	☐
	No
	☐
	Yes*



  REASONS FOR APPLYING FOR THIS POST (Please add separate sheets if needed)
	Please provide us with specific information, including any documentation, to support your application to enable us to consider your application in a fair and unbiased way. We recommend that you provide as much evidence as possible to reflect on how your skills, abilities, knowledge and experience meet the selection criteria in the post description and person specification (where provided). Please provide examples that relate directly to the post you are applying for:   

	
     












  ADDITIONAL INFORMATION 
	Have you been the subject of a formal disciplinary sanction or are you in the
process of ongoing disciplinary proceedings in your current employment?
	☐
	No
	☐
	Yes*

	Have you been dismissed from any previous employment?
	☐
	No
	☐
	Yes*

	* If yes, please provide details pertaining to the above including reasons for your dismissal:

     

























If you are shortlisted for interviews the panel will discuss this with you and your current or previous employers.




  PROFESSIONAL REFERENCES (MANDATORY REQUIREMENT)
	Please provide details of a minimum of three (3) referees who can comment on your suitability for this post. 
For teaching staff, please take note that referee 1 must be a principal or Head Teacher, and for referees’ number 2 and 3, they can be from a line manager or supervisor, all of which can be from current and/or previous employer. For non-teaching staff, referees must be from line manager or immediate supervisor. For trainees/interns, who have not worked previously, please provide referee details from a school/college/university official. Please note that: (a) References from relatives or people who only know you as a friend are strictly not acceptable, and (b) Open reference letters are not accepted. 


	[bookmark: Text176]Name of Referee 1:      
	[bookmark: Text181]Name of Referee 2:      

	[bookmark: Text177]Job Title:      
	[bookmark: Text182]Job Title:      

	[bookmark: Text178]Tel. No:      
	[bookmark: Text183]Tel. No:      

	Company/School:      
	Company/School:      

	[bookmark: Text179]Email Address:      
	[bookmark: Text184]Email Address:      

	[bookmark: Text180]Relationship with Applicant:      
	[bookmark: Text185]Relationship with Applicant:      

	Name of Referee 3:      
	Name of Referee 4:       (Alternative Contact)

	Job Title:      
	Job Title:      

	Tel. No:      
	Tel. No:      

	Company/School:      
	Company/School:      

	Email Address:      
	Email Address:      

	Relationship with Applicant:      
	Relationship with Applicant:      


COMMITMENT TO SAFEGUARDING AND CHILD PROTECTION: This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All post holders are subject to appropriate vetting procedures and satisfactory Criminal Background Checks or equivalent covering current and previous employment history.
	Have you ever been convicted of any offence, been bound over, or given a caution? 
	☐
	No
	☐
	Yes*

	
*If yes, please give details in the space provided below. The information you provide will be treated with confidence.

     


	Are you currently the subject of any police investigations following allegations made against you?
	☐
	No
	☐
	Yes*

	
*If yes, please give details in the space provided below or give details in a sealed envelope. The information you provide will be treated with confidence.     







  
  DATA PROTECTION STATEMENT
	XCL Education Malaysia and its group of schools as listed above, will use the information that you have provided in this application form, together with other information we may obtain about you, e.g. from your referees and medical report, to assess your suitability for employment with us, for administration and management purposes and for statistical analysis.  We may disclose your information to relevant parties which may include the Ministry of Education, Inland Revenue Board, and company health insurance agents.  For the purposes of safeguarding and safer recruitment to protect children, we may also disclose information to other educational providers and safeguarding and safer recruitment regulatory bodies that may include local, regional, and international schools’ organisations with which we are accredited. By submitting this application form, you are consenting to our processing this for the purposes above.






DECLARATION
	The following statement is included as part of this application, and you are required to sign the declaration below:

“I confirm that I have not been convicted of any criminal offences or been involved in any legal and/or disciplinary proceedings that have led to me being barred from working with children.”

I declare that all the above particulars on this form, my resume/curriculum vitae and any related documents and information provided by me as part of this application are true and correct to the best of knowledge and belief. I understand and accept that any misleading information, falsification, misrepresentation or willful omission, overstatement and / or understatement will disqualify me from appointment or if appointed will render me liable to immediate dismissal without notice or compensation. I understand and accept that the information I have provided may be used in compliance with the Personal Data Protection Act, and that checks may be carried out to verify the contents of my application.



	[bookmark: Text186]Signature: 
	[bookmark: Text188]     
	
	 
	 
	Date: 
	[bookmark: Text187]     
	 

	 If you submit this form electronically, you are declaring that the information stated is true and accurate. You will be asked to sign this form in person if you are successful with your application.  



HRF-01 v.3                                                                                                                                         Page 1 of 4

image1.png




