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S E D B E R G H 
S C H O O L

Application for Employment
Strictly Confidential

	The School is legally required to carry out a number of pre-appointment checks which are detailed in the School's Staff Recruitment and Selection Policy. The information you are being asked to provide in this form is required so that the School can comply with those legal obligations should your application be successful. Please note that in order to be considered for a position at the School, you must complete this application form in full. A Curriculum Vitae will not be accepted in place of a completed application form.



	SECTION 1: PERSONAL DETAILS

	POSITION BEING APPLIED FOR:

	

	DAYS & HOURS AVAILABLE FOR WORK:

	

	WHERE DID YOU SEE THE ADVERTISEMENT FOR THIS POST?

	




	TITLE:
Dr/Mr/Mrs/Miss/Ms/Other (please specify)
	FULL NAME:
	PREVIOUS NAMES (if applicable):
	PREFERRED NAME:

	DATE OF BIRTH:

	DAYTIME PHONE NUMBER:


	ADDRESS:

	EVENING PHONE NUMBER:


	
	LANDLINE PHONE NUMBER:


	
	MOBILE PHONE NUMBER:


	
	EMAIL ADDRESS: 




	ARE YOU ELIGIBLE FOR EMPLOYMENT IN THE UK?

	Yes ☐
	No ☐

	PLEASE PROVIDE DETAILS: 




	HAVE YOU READ THE SCHOOL’S Safeguarding Policy?
	Yes ☐
	No ☐




	PERSONAL CONNECTIONS TO SEDBERGH SCHOOL OR CASTERTON, SEDBERGH PREP SCHOOL (in order to ensure that our recruitment process is as fair and objective as possible, we ask that you please declare here whether you have any personal connection(s) within either School. This should include to pupils, staff or governors).
	









	SECTION 2: EDUCATION 

Please begin with your most recent. Please include both months and years when giving dates.	


	NAME OF SCHOOL/COLLEGE/UNIVERSITY
	DATES OF ATTENDANCE 


	EXAMINATIONS

	
	From 
(MM/YY)
	To
(MM/YY)
	Subject(s)

	Result(s)


	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	Please note that you will be required to provide original copies of certificates if invited for interview.




	SECTION 3: OTHER VOCATIONAL QUALIFICATIONS, SKILLS OR TRAINING 

Please provide details of any 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.


	




















	SECTION 4: CURRENT EMPLOYMENT

Please include both months and years when giving dates.


	
NAME OF CURRENT / MOST RECENT EMPLOYER: 


	
CURRENT / MOST RECENT EMPLOYER’S ADDRESS:





	
CURRENT / MOST RECENT JOB TITLE:


	
DATE EMPLOYMENT STARTED (MM/YY): 

	
DATE EMPLOYMENT ENDED, IF APPLICABLE (MM/YY):

	
CURRENT SALARY / SALARY UPON LEAVING:

	

	


	
	
	



	
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 list all previous employment, whether or not you consider it relevant to the post for which you are applying. This should include full-time and part-time work, paid or unpaid, any periods of self-employment or volunteering. Please start with the most recent first and include both months and years when giving dates. Any gaps in employment should be clearly accounted for. 


	DATES
	NAME & ADDRESS OF EMPLOYER
	POSITION HELD & BRIEF DETAILS OF DUTIES
	REASON FOR LEAVING

	From 
(MM/YY)
	To
(MM/YY)
	
	
	

	




	
	
	
	

	




	
	
	

	






	SECTION 5 CONTINUED: PREVIOUS EMPLOYMENT AND / OR ACTIVITIES SINCE LEAVING SECONDARY EDUCATION

Please use the ‘additional employment history’ sheet if necessary. 


	DATES
	NAME & ADDRESS OF EMPLOYER
	POSITION HELD & BRIEF DETAILS OF DUTIES
	REASON FOR LEAVING

	From 
(MM/YY)
	To
(MM/YY)
	
	
	

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	



	SECTION 6: GAPS IN YOUR EMPLOYMENT

Please list all gaps in employment eg., periods looking after children, sabbatical year. Please include both months and years when giving dates. 


	DATES
	REASON FOR GAP

	From 
(MM/YY)
	To
(MM/YY)
	

	

	
	



	


	
	

	


	
	





	SECTION 7: INTERESTS

Please give details of your interests, hobbies or skills; in particular any which could be of benefit to the School for the purposes of enriching its extra-curricular activities.


	








	SECTION 8: SUITABILITY 

Please give your reasons for applying for this post, including why you believe you are suitable for the position.  You are advised to study the job description and person specification and describe any personal qualities, 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.  Please continue on a separate sheet if necessary.


	


































	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. 

Neither referee should be a relative or someone known to you solely as a friend. Due to Safer Recruitment guidelines, we are required to seek references prior to any interview at Sedbergh School. The School reserves the right to take up references from any previous employer.

If the School receives a factual reference i.e. one which contains only limited information about you, additional references may be sought. If you have previously worked overseas the School may take up references from your overseas employers. The School is also required to telephone your referees in order to verify the reference they have provided.


	REFEREE 1 (CURRENT / MOST RECENT EMPLOYER)
	REFEREE 2
Character reference ☐ Professional reference ☐

	Name:
	

	Name:
	

	Position:
	

	Position:
	

	Organisation:
	

	Organisation:
	

	Address:
	


	Address:
	

	Telephone number:
	

	Telephone number:
	

	Email address:
	

	Email address:
	

	May we contact prior to interview?

	
Yes ☐
	
No ☐

	May we contact prior to interview?

	
Yes ☐
	
No ☐




	*Should you not wish for us to contact your current employer prior to interview, please provide the details for a third referee.

Please note that, if successful at interview, we will be required to contact your current employer prior to making an offer of employment.
	REFEREE 3 
Character reference ☐ Professional reference ☐

	
	Name:
	

	
	Position:
	

	
	Organisation:
	

	
	Address:
	


	
	Telephone number:
	


	
	Email address:
	





	SECTION 10: REHABILITATION OF OFFENDERS ACT 1974

Please be aware that it is unlawful for the School to employ anyone to work with children if they are barred from doing so, and it is a criminal offence for a person to apply to work with children if they are barred from doing so.  


	I confirm that I have not been barred from working with children and am not named on Section 142 of the Education Act 2002 (previously known as List 99) or the Disclosure and Barring (DBS) Children’s Barred List.
	
Yes ☐
	
No ☐


	I confirm that I am not subject to any pending criminal convictions, pending criminal actions or court hearings.
	
Yes ☐
	
No ☐


	In certain circumstances the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2014) does provide that certain convictions and cautions are ‘protected’ and are not subject to disclosure to employers and cannot be taken into account. This is known as filtering*.
*Information on filtering can be found at: DBS filtering guide - GOV.UK (www.gov.uk).
You must declare any criminal offence, including cautions, bind-overs, reprimands or final warnings, whether “spent” or “unspent” (unless subject to filtering). 
Do you have any?
	











Yes ☐
	











No ☐


	If you have answered “Yes” to the above, please confirm that you are sending details of any “unspent” or “spent” convictions, cautions, reprimands, bind-overs, final warnings or other pending criminal convictions/actions/court hearings, in an email marked ‘Strictly Private & confidential’ to: hradmin@sedberghschool.org 
	
Yes ☐
	
No ☐




	SECTION 11: DECLARATION


	I certify that to the best of my knowledge and belief, the information given in this application is factually correct. I understand that if I have given any false information, or withheld relevant details, my application may be rejected or, in the event of becoming an employee, may result in my work as an employee being terminated. 

Signed:

Date:

Where this form is submitted electronically and without signature, electronic receipt of this form by the School will be deemed equivalent to submission of a signed version and will constitute confirmation of the declaration at Section 11.











	SECTION 12: ONLINE CHECKS


	Sedbergh School are required to conduct online searches about all shortlisted applicants as part of our selection and appointment process, in accordance with Keeping children Safe in Education guidance, in order to identify any incidents or concerns which are publicly available online. By signing this application, you acknowledge that such searches may be conducted as part of the process. 




	SECTION 13: RECRUITMENT AND GDPR


	It is the School'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 or civil partnership status, religion or religious belief, disability or age.  
The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. A copy of the School's Staff Recruitment and Selection Policy and Safeguarding Policy is available for download from the School's website. Please take the time to read them.
We may process your personal information for carefully considered and specific purposes which are in our interests and enable us to enhance the services or information we provide. We will always keep your details safe and secure. ‘We’ includes Sedbergh School, the charity, its charitable and all trading subsidiaries, including Casterton Sedbergh Prep School, Sedbergh School Developments Limited, Sedbergh School International Limited and Sedbergh School International Summer School.
UK GENERAL DATA PROTECTION REGULATIONS
Our Privacy Notices regarding the collection, safekeeping and use of your data can be found on our website (Privacy Policy - Sedbergh School) or by request from The Bursar (Compliance), Sedbergh School, Malim Lodge, Sedbergh LA10 5RY. (tr@sedberghschool.org) If you have any concerns about the data we hold or do not wish to receive any further communications from us, don't hesitate to contact The Bursar(Compliance).
Sedbergh School will use the information given for the legitimate interests of recruitment and selection. If you become a member of Sedbergh School Staff the information will remain confidential and will be used for the purpose of personnel administration by designated staff only. If you are not successful, the information will be destroyed.
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