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Employment Application Form
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The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
Please ensure that you complete all sections of the application.  Please note that providing false information will result in the application being rejected, or withdrawal of any offer of employment, or summary dismissal if you are in post, and possible referral to the police.  Please note that checks may be carried out to verify the contents of your application form. Please complete the form in black ink if not completing on-line. 
If you require this document in an alternative format, please contact the HR Manager
	VACANCY JOB TITLE
	


1.
INFORMATION FOR SHORT LISTING AND INTERVIEWING
	Initials
	kjnkjkjlj

	Surname or Family name
	

	Previous name
	


2. LETTER  OF APPLICATION


	Please enclose a letter of application.  
	Please provide a covering letter briefly outlining your reasons for applying and how you feel you meet the criteria of the job role.  It should be no more than two sides of A4.


3.
PRESENT / LAST APPOINTMENT:  IF TEACHING

	Name, address and telephone number of school
	

	1
Type of school
	Boys
	Girls
	Mixed
	Age range
	Number on Roll



	2
Type of school
	eg  Community, Aided, Foundation, Academy, Independent etc



	Job title 
	                                                                                                 Please enclose a copy of your current job description

	Subjects/age groups taught
	

	Date appointed to current post
	

	Current salary 
	

	Date available to begin new job
	

	Reason for leaving
	


4.
PRESENT / LAST APPOINTMENT:  IF NON-TEACHING

	Name, address and telephone number of employer
	

	Job title 
	
                     Please enclose a copy of your current job description
                                                        

	Date appointed to current post
	

	Current salary
	

	Date available to begin new job
	

	Reason for leaving
	


5.    FULL CHRONOLOGICAL HISTORY  
Please provide a full history in chronological order (latest first) since leaving secondary education, including periods of any post-secondary education/training, and part-time and voluntary work as well as full time employment, with start and end dates, explanations for periods not in employment or education/training, and reasons for leaving employment.  
	Job Title or
	Name and address of school,
	Number
	F/T

or P/T
	Dates
	Reason 

	Position 
	other employer, or description of activity
	on roll and type of 
school, if 
	
	From
	To
	for

leaving 

	
	
	applicable
	
	Mth
	Yr
	Mth
	Yr
	

	
	
	
	
	
	
	
	
	

	1


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	2


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	3


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	4


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	5


	
	
	
	
	
	
	
	

	Please enclose a continuation sheet if necessary
	
	
	
	
	
	
	

	Breaks in employment History – If you have had any breaks in employment since leaving secondary education, give details of these periods and your activities during these times e.g. unemployment, raising a family, voluntary work, training etc.



	
	
	
	
	
	
	
	
	


6.
SECONDARY EDUCATION & QUALIFICATIONS
	Name  and Address of School/College
	From
	To
	      Qualifications                             
	Grades
	Dates

	
	
	
	
	
	


7.
CONTINUING EDUCATION (e.g. University. College, Apprenticeships etc.)  Please list most recent first.
	Name and Address of University or College and/or University Education Department
	Dates


	Full or Part-time
	Level/

Grade
	Qualifications / Subject Obtained
	Subjects Passed with Details of Standard Obtained
	Age Groups for which Trained

If applicable

	
	From
	To
	
	
	
	
	

	
	
	
	
	
	
	
	

	Professional Qualifications (including details of professional association membership)

	Do you hold Qualified Teacher Status
	Yes or No
	DfE Number:

	If yes to the above:

Date Statutory Induction Period:


	
	If qualified  since August 1999

Started:                    Completed:

	General Teacher Council Registration Date:
	
	General Teacher Council Regstration Number:


8.
PROFESSIONAL COURSES ATTENDED Please list relevant training and development activities including courses attended in the past 5 years.  Please list most recent first.
	Subject
	Organising Body
	Date(s)
	Duration

	
	
	
	


9.
OTHER RELEVANT EXPERIENCE, INTERESTS AND SKILLS – Please use the Person Specification as a prompt to describe the experience, skills, competencies and qualifications that you have to make you a suitable candidate for this job role.
	


10.
REFEREES


Give here details of two people to whom reference may be made.  The first referee should normally be your present or most recent headteacher or equivalent person.  If you are not currently working with children please provide a referee from your most recent employment involving children (if applicable).  Referees will be asked about disciplinary offences relating to children, which may include any in which the penalty is “time expired” and whether you have been the subject of any child protection concerns, and if so, the outcome of any enquiry or disciplinary procedure.  References will not be accepted from relatives or from people writing solely in the capacity of friends.
First referee
	Title and Name
	

	Address and post code
	

	
	

	
	

	Telephone number
	

	Email address
	

	Job Title
	

	Relationship to applicant
	


Second referee

	Title and Name
	

	Address and post code
	

	
	

	
	

	Telephone number
	

	Email address
	

	Job Title
	

	Relationship to applicant
	


Note:  Referees will be contacted where possible before interviews are held as part of the Academy’s Safer Recruitment Policy.

11.
COMPULSORY  DECLARATION  OF  ANY  CONVICTIONS,  CAUTIONS  OR  REPRIMANDS,  WARNINGS  OR  BIND‑OVERS

Short listed candidates will be asked to complete a ‘Disclosure of Criminal Convictions’ form (SD2) and where appropriate, a Disclosure will be sought from the Disclosure and Barring Service in the event of a successful application. A conviction will not necessarily be a bar to obtaining employment.
I certify that I am not disqualified from working with children or subject to sanctions impose by a regulatory body, which would restrict me from applying for this post.
12.
DATA PROTECTION ACT

I hereby give my consent for personal information provided as part of this application to be held on computer or other relevant filing systems and to be shared with other accredited organisations or agencies in accordance with the Data Protection Act 1998.
13.
NOTES

a) When completed, this form should be returned in accordance with the instruction in the advertisement for the job or in the applicant’s information pack.

b) Canvassing, directly or indirectly an employee or governor will disqualify the application.


c)
A completed pre-employment medical questionnaire for the candidate recommended for appointment will be forwarded to the Occupational Health Service and a medical examination may be required.

14.
DECLARATION

I certify that the above information is complete and accurate and I understand that any offer of employment is subject to a) references which are satisfactory to the school b) a satisfactory enhanced DBS certificate and check of the Barred list c) the entries on this form proving to be complete and accurate and d) a satisfactory medical report, if appropriate.  I confirm that I have not been disqualified from working with children, cautioned or sanctioned in this regard.  I understand that any false information provided will result, in the event of employment, in disciplinary investigation by the school, and is likely to result in dismissal. 

	SIGNATURE OF APPLICANT
	

	DATE
	


Note:  If applying on line, please PRINT your full name accepting the declaration statement outlined in Point 14.

Recruitment Monitoring Form

The King Edmund School is committed to ensuring that all applicants are selected for appointment based on their skills and abilities relevant to the applied role. Completion of this form will help us to ensure that our policy and procedures are effective in avoiding discrimination and promoting equal opportunities in recruitment. The personal information you provide will be used to contact you during the selection process and aid the pre-employment checks required. The sensitive data provided will be used for monitoring and providing statistical data purposes only and will not be seen by the shortlisting panel.
1.0
PERSONAL INFORMATION

	1. Surname or family name
	

	2. All previous surnames
	

	3. All forenames
	

	4. Title
	

	5. Current Address
	

	
	

	
	

	6. Postcode
	

	7. Resident at this address since
	

	8. Home telephone number
	

	9. Mobile telephone number
	

	10. Email address
	

	11. Date of Birth
	

	12. National Insurance Number


	

	13. Have you ever been subject to an investigation by the General Teaching Council or DfES or placed on List 99? 
	Yes
No

If YES please state separately under confidential cover the circumstances and the outcome including any orders or conditions.

	14. Are you subject to any legal restrictions in respect of your employment in the UK? 
	Yes
No

If YES please provide details separately

	15. Do you require a visa or permission to work in the UK?
	Yes
No

If YES please provide details of your visa (including expiry date)

	16. Do you have a current full driving licence?
	Yes
No

	17.
Are you related to or have a close personal relationship with any pupil, employee, or governor?
	Yes
No 

If YES give details separately under confidential cover

	18.
NQTs ONLY:


Have you provided evidence of passing the Skills Tests?  Please tick or cross
	Numeracy

Literacy

ICT

	19.
Are there any special arrangements which we can make for you if you are called for an interview and/or work based assessment? 
	Yes
No

If Yes please specify, (e.g. ground floor venue, sign language, interpreter, audiotape etc).




2.0
SENSITIVE DATA

The academy will uphold its obligations under law and national collective agreements to not discriminate against applicants for employment on the grounds of age, sex, sexual orientation, marital status, disability, race, colour, nationality, ethnic origin, religion or creed.   The sensitive information required to monitor this commitment is divided into the relevant sections below.  If you do not wish to share this information, you can select the ‘prefer not to say’ option.
2.1
AGE BAND

	Please insert a ‘X’ in the relevant box
	‘X’

	20 years old or under
	

	21-30 years old
	

	31-40 years old
	

	41-50 years old
	

	51-60 years old
	

	Over 60 years old
	

	Prefer not to say
	


2.2
DISABILITY

Before ticking the appropriate box below please read the definition of disability as stated by The Equality Act 2010 Guidance.

	Disability is defined in different ways for different purposes. In employment, the definition is that within the Equality Act 2010 which is: “A person has a disability for the purposes of the Act if he or she has a physical or mental impairment and the impairment has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities”. 

 This means that, in general: 

• the person must have an impairment that is either physical or mental; 

• the impairment must have adverse effects which are substantial; 

• the substantial adverse effects must be long-term; and 

• the long-term substantial adverse effects must be effects on normal day-to-day activities 

The Act states that a person who has cancer, HIV infection or multiple sclerosis (MS) is a disabled person. This means that the person is protected by the Act effectively from the point of diagnosis. 

The Act states that, for the purpose of deciding whether a person is disabled, a long-term effect of an impairment is one: 

• which has lasted at least 12 months; or 

• where the total period for which it lasts, from the time of the first onset, is likely to be at least 12 months; or 

• which is likely to last for the rest of the life of the person affected

The Act does not define what is to be regarded as a ‘normal day-to-day activity’. In general, day-to-day activities are things people do on a regular or daily basis, and examples include shopping, reading and writing, having a conversation or using the telephone, watching television, getting washed and dressed, preparing and eating food, carrying out household tasks, walking and travelling by various forms of transport, and taking part in social activities.


	Please insert a ‘X’ in the relevant box
	‘X’

	I do not consider myself to have a disability as defined by the Equality Act 2010 (summarised above).


	

	I do consider myself to have a disability as defined by the Equality Act 2010 (summarised above).


	

	Prefer not to say


	


	Please provide details of any reasonable adjustments that may be required to fulfil the job role:




2.2
ETHNIC GROUP

You are asked to complete the grid below for the purpose of monitoring applicants for employment by reference to the racial groups to which they belong. However, you are not obliged to do so.

The categories below are in line with the 2011 census.
	Please insert a ‘X’ in the relevant box
	‘X’
	
	
	‘X’

	ASIAN or ASIAN BRITISH
	Bangladeshi
	
	WHITE
	British
	

	
	Indian
	
	
	Irish
	

	
	Pakistani
	
	
	Any other White background
	

	
	Any other Asian background
	
	
	Please specify


	

	
	Please specify
	OTHER ETHNIC GROUP
	Other Ethnic group
	

	BLACK or BLACK BRITISH
	African
	
	
	Please specify


	

	
	Caribbean
	
	PREFER NOT TO SAY
	
	

	
	Any other Black background
	
	
	
	

	
	Please specify


	
	
	

	CHINESE
	Chinese
	
	
	
	

	MIXED
	White and Asian
	
	
	
	

	
	White and Black African
	
	
	
	

	
	White and Black Caribbean
	
	
	
	

	
	Any other Mixed background
	
	
	
	

	
	Please specify


	
	
	


2.3
GENDER 

	Please insert a ‘X’ in the relevant box
	‘X’

	Female
	

	Male
	

	Prefer not to say
	


3.0
NOTIFICATION OF JOB VACANCY

To aid in the monitoring and evaluation of our recruitment advertising processes, please indicate below how you heard about the job vacancy:

	Advertising Media.  Please insert a ‘X’ in the relevant box
	‘X’

	Academy/School Website
	

	Essex Job Scene
	

	Job Centre Plus
	

	Local Newspaper

Please state which newspaper
	

	Professional Publication
	

	Recruitment Agency
	

	School Job Search website
	

	Times Educational Supplement (TES)
	

	Word of Mouth
	

	Other (Please specify)
	


4.0 
DECLARATION

I certify that to best of my belief, the information I have provided is true and accurate and I accept that the data provided will be kept strictly confidential and used for the purposes as outlined in the document and in compliance with the Data Protection Act 1998. 

	SIGNATURE OF APPLICANT
	

	DATE
	


Note:  If applying on line, please PRINT your full name accepting the declaration statement outlined in Point 4.0.
