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          INSTRUCTIONS FOR COMPLETING APPLICATION FORM
Please type or complete in black ink in handwritten form. We would prefer to receive applications electronically whenever possible.

· References

Please give the names and email addresses/addresses of two persons who have knowledge of you in a working/educational environment, paid or unpaid. If you are currently employed in a School there would be an expectation that at least one reference would be from your Head Teacher or Chair of Governors.

· Criminal Offences
The King’s School aims to promote equality of opportunity for all with the right mix of talent, skills and potential. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Having an ‘unspent’ conviction will not necessarily bar you from employment. This will depend on the circumstances and background to your offence(s).  As The King’s School meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974, all applicants who are offered employment in posts involving access to children, vulnerable adults or positions within the legal and financial field, will be subject to a criminal record check from the Disclosure and Barring Service before the appointment is confirmed. This will include details of cautions, reprimands or final warnings, as well as convictions. This means that you are required to declare any convictions, cautions or reprimands which you may have, even if they would otherwise be regarded as ‘spent’ under this Act, and any prosecutions pending against you.   Failure to disclose this information may result in disciplinary action or dismissal by the Authority and may lead to criminal proceedings. 

· Applicants Statement
NB A candidate who fails to disclose his/her relationship to a member of staff will be disqualified and if appointed will be liable for dismissal. 
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APPLICATION FOR A TEACHING POST




                  CONFIDENTIAL

POST APPLIED FOR: _____________________________________________
Please type or use black ink/black ballpoint.  Use block letters for Section A.  Attach separate sheets for Sections A, B. E, G, where necessary.  Evidence of qualifications will be required from the appointee.
SECTION A
PERSONAL DETAILS
	Surname:
	Forenames:

	Title: (Mr/Mrs/Miss/Ms/Other)
	Previous Name(s) (if any):

	Address:
Post Code:                                          Email address:

	Home Tel: 
	Work Tel: (If we may call you there)

	Please refer to the ‘Guidance for Applicants with Disabilities’ note of this application form before completing these questions.
Do you have any special requirements in relation to any interview arrangements?
If Yes, please give details (access/diet etc.): 
DFE Reference No:
Teaching Qualification: (Cert.Ed.,B.Ed.,PGCE, GTP):

Type of Teacher Training: (Secondary, Primary, Junior, Infants, Nursery)
Specialist Subject(s):

PLEASE IDENTIFY ANY ADDITIONAL SUBJECT(S) WHICH YOU ARE ABLE TO OFFER:

	   Yes/No


SECTION B
PRESENT TEACHING POST (IF APPLICABLE)
	Present Post (Title):
	Date Appointed:

	Full-time or Part-time:
	Salary & Point:

	Name & Address of workplace:
                                                                                                      Post Code:

	Type of School:
	Age Range:
	No on Roll:

	Single Gender/Mixed:
	Age Range Taught:

	Name & Address of Current Employer:



SECTION C
EDUCATION & TRAINING
	 (1) SECONDARY/FURTHER EDUCATION (not including University/Colleges)

	
	Dates:
	

	School/College of FE
	from
	to
	Qualifications obtained (Subject/Level)

	
	
	
	

	(2) UNIVERSITY/COLLEGE QUALIFICATIONS (including professional qualifications)

	
	
	
	

	(3) COURSES ATTENDED OVER LAST 3 YEARS

	Title
	Organising Body
	Date (month & year)
	Duration

	
	
	
	

	(4)  MEMBERSHP OF PROFESSIONAL INSTITUTIONS

	Institution
	Class Membership
	Year of Election

	
	
	

	(5) SPECIALISED TRAINING (Technical, Professional or Occupational eg First Aid, Computers, Youth work)

	


SECTION D  
PREVIOUS EMPLOYMENT
	(1) PREVIOUS TEACHING POSTS HELD

(Please list in chronological order and be explicit about type of School/College at time post held)

	Dates
	

	from


	to
	Name and type of School/College and whether single Gender
	Nos on roll
	Post title

& scale
	Reason for leaving

	
	
	
	
	
	


	(1) PREVIOUS EMPLOYMENT OTHER THAN TEACHING

(Please give details including voluntary and similar work including HM Forces)
	Dates

	Name of organisation and address
	Post and Nature of Work
	From
	To

	
	
	
	


SECTION E    Letter of Application

You are invited to submit a letter in support of your application on A4 size paper (suggested length – maximum of two sides of A4 at font size 12).

______________________________________________________________________________

SECTION F

Do your require a work permit?     YES/NO

If you already hold a work permit what is the expiry date? 
_____________________________________________________________________________
SECTION G
CRIMINAL OFFENCES 
Have you ever been convicted of a criminal offence or are you at present the subject of criminal charges?

                 YES /NO

If “Yes” give details which will be treated sensitively and in confidence in a separate sealed envelope marked confidential.

The King’s School aims to promote equality of opportunity for all with the right mix of talent, skills and potential. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Having an ‘unspent’ conviction will not necessarily bar you from employment. This will depend on the circumstances and background to your offence(s).  As The King’s School meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974, all applicants who are offered employment in posts involving access to children, vulnerable adults or positions within the legal and financial field, will be subject to a criminal record check from the Disclosure and Barring Service before the appointment is confirmed. This will include details of cautions, reprimands or final warnings, as well as convictions. This means that you are required to declare any convictions, cautions or reprimands which you may have, even if they would otherwise be regarded as ‘spent’ under this Act, and any prosecutions pending against you.   Failure to disclose this information may result in disciplinary action or dismissal by the Authority and may lead to criminal proceedings. 
I hereby confirm that I am not currently on the Children’s barred list, disqualified from work with children, or subject to sanction, imposed by a regulatory body, e.g. the Teaching Agency, and that I have no convictions, cautions, or bind-overs (spent or otherwise)


(
I have attached details of these records in a sealed envelope marked confidential which is enclosed with this application







(
Please be aware that providing false information is an offence and could result in the application being rejected or summary dismissal if selected, and possible referral to the Police.
______________________________________________________________________________

SECTION H      RETIRED TEACHERS

Under the Teachers Pensions Regulations those teachers who are in receipt of a pension and retired on or after 1.4.97 on the grounds of:

(a) Ill Health – cannot be employed unless you surrender your pension and are deemed fit to be employed as a teacher again.
(b) Premature Retirement – cannot rejoin the Teachers Superannuation Scheme.

SECTION I        REFEREES

(If you are in employment one of the two referees given below must be your current employer and preferably your Head Teacher.  If you are at present unemployed, one of your two referees should be your last employer or where this is not relevant, a person who knows you as a volunteer in an educational establishment.)

1.  Name: 





2.  Name:
     Status:




         
     Status:

     Address:         




     Address:    
     Post Code:   





     Post Code:

     Email:





     Email:
May we contact your past/present employer prior to interview?        YES /NO

SECTION J         APPLICANT’S STATEMENT    (Please delete where applicable)

Are you to the best of your knowledge, related to any senior member of staff or Governors of the school?                          YES /NO

(NB Candidates who fail to disclose their relationship as above will be disqualified and if appointed will be liable to dismissal).


I understand that canvassing, directly or indirectly, will be a disqualification.

I declare that all answers given above are to the best of my belief true and correct.

I understand that employment is subject to a satisfactory health clearance.

I heard of this vacancy via:
TES ONLINE
(


TES PAPER
(
SCHOOL WEBSITE
(

LINCLINE
(
OTHER

( please state ………………………………………………………………………
Signed:






  Date:
Return to:  HR Officer, The King’s School, Brook Street, Grantham, Lincolnshire NG31 6RP

Tel: 01476 563180 or email to HR@kings.lincs.sch.uk 
January 2018









GUIDANCE FOR APPLICANTS WITH DISABILITIES
In fairness to you, and to enable us to meet our commitments under our Equal Opportunities policy, it is important that you tell us whether you require adjustments to any part of the selection procedure including arrangements for interview.  The application form allows you to provide this information.  If you are offered the job, any adjustments to the working conditions or environment that may be required to enable you to carry out the duties of the job will be considered in consultation with you.

The King’s School defines disability as follows:

A person has a disability if he/she has a physical or mental impairment that has a substantial and long term adverse effect on his/her ability to carry out normal day-to-day activities where:

· A mental impairment is defined as an impairment resulting from or consisting of a mental illness only if the illness is a clinically well-recognised mental illness;
· long term, means the effect of the impairment has lasted at least 12 months or is likely to last for 12 months or is likely to last for the rest of a person’s life;

· normal day-to-day activities are defined as: mobility; manual dexterity; physical co-ordination; continence; ability to lift, carry or otherwise move everyday objects; speech, hearing or eyesight; memory or ability to concentrate, learn or understand; perception of the risk of physical danger.  NB Any disability which does not have a substantial and long term effect on one or more of them is not considered to be a disability.

Other conditions included within the definition of disability not already outlined above are:

· a recurring condition which has recurred over more than 12 months or is likely to recur over more than 12 months;

· a progressive condition, eg cancer, multiple sclerosis, muscular dystrophy or HIV which has, or has had, an effect on normal day-to-day activities;

· people with severe disfigurements, although some with deliberately acquired  disfigurements will not be covered;

· people registered as disabled under the Disabled Persons (Employment) Act 1944 on 12 January 1995 and on the date the employment right comes into force, who will be deemed to be covered for 3 years after 2 December 1996.  People with a history of disability will also have protection, even if they do not now have a disability.

THE KING’S SCHOOL GRANTHAM

EQUAL OPPORTUNITIES MONITORING FORM

The King’s School is an Equal Opportunity employer.  The Governors are committed to ensuring that applicants and employees from all sections of the community are treated equally and not discriminated against on the grounds of gender, colour, race, nationality, marital or civil partnership status, religion or belief, sexual orientation, disability or age.  In order to help the Governors monitor this responsibility (and for no other reason), you are asked to provide the information requested below.

We would be grateful if you would complete this form and return it with your completed Application Form but in a separate envelope.  You are not obliged to answer all the questions but the more information you supply, the more effective our monitoring will be.  The information you provide will be used solely for monitoring purposes.

APPLICATION FOR POST OF:  ………………………………………………………………………

(1) I would describe my ethnic/cultural origin as: (indicate by circling appropriate origin)

WHITE                                 BLACK OTHER                        PAKISTANI

BLACK CARIBBEAN
      INDIAN                                     CHINESE

BLACK AFRICAN                 BANGLADESHI

    ANOTHER GROUP*

*(please specify) …………………………………           

         (2)  My country of birth is ………………………………   

         (3)  N.I. No. ………………………..

             Under the provisions of Section 8 of the Asylum and Immigration Act 1996 all newly appointed candidates will be asked to produce documentary evidence that they have permission to work in the UK.  Normally a valid British/EEA passport or work permit will be sufficient for this purpose, but if one is not available, alternative documentation may be requested.

(4) I learned of this vacancy through (please specify) ………………………………………

          (5)  My sex is (please specify)    MALE   FEMALE         Date of birth …..…………………

SURNAME: ………………………………………  FORENAME: …………………………

SIGNED …………………………………………………………….. DATE: ………………

Thank you for your assistance

FOR MONITORING USE – (to be completed after appointment is made)

	NOT 

INTERVIEWED
	INTERVIEWED
	APPOINTED
	FULL TIME
	LESS THAN

FULL TIME

	
	
	
	
	


DATA PROTECTION STATEMENT





The King’s School Grantham will use the information you have provided on this application form, together with other information we may obtain about you, e.g. from your referees and from carrying out security or DBS checks (when such checks are relevant to the post), to assess your suitability for employment with us, for administration and management purposes and for statistical analysis. We may disclose your information to our service providers and agents for these purposes and by submitting this application form you are consenting to our processing for this for the purposes above.





If your application is unsuccessful, we will keep your information for 12 months in accordance with legal requirements and for administration purposes.





In accordance with General Data Protection Regulation, you have right of access to the information we hold about you and you have the right to correct any inaccuracies in your information. 














