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Dear Applicant,

We sincerely appreciate your interest in joining our team at The New School. Working with us is a tremendous opportunity because you will be part of an incredibly passionate group of staff who take great pride in providing a unique and empowering educational experience that places our young people's agency at the forefront. As a team, we work collaboratively across all departments, which is exciting, fun and can be challenging at the same time.

For us, recruitment is not a tick-box exercise but the start of a meaningful work relationship. We seek individuals enthusiastic about nurturing our young learners' growth and development and who can support, innovate and drive forward practices in all school areas. We understand that finding the perfect fit for both our team and our young people is paramount, and we're always open to discussing the role in greater detail and addressing any questions or uncertainties you may have about whether our school aligns with your aspirations.

Should you have any enquiries or require further information, please don't hesitate to contact us at dhama@thenewschool.org.uk.

We look forward to hearing from you and wish you the best of luck with your application!

Warm regards,
The New School Community












Safeguarding Information for Candidates

The New School is committed to providing a safe and secure environment for our pupils.  Safeguarding and Child Protection are at the forefront of everything we do, and that duty starts before people start working with us. We expect our staff, volunteers and all those connected with the school to share in this commitment. We have robust safeguarding practices at every level of our organisation.

We have detailed some of the steps we take to fulfil our safer recruitment duty below.  Please read this carefully before applying for one of our roles. We cannot accept applications that do not meet our safeguarding requirements.

References

The School will take up references which cover the last five years of your employment. In addition, we may seek further references which we deem relevant from a safeguarding point of view.  Please note the following requirements for referees:

· Where your previous post is in education, we will always seek a reference from the Headteacher in addition to any referees which you put on the form.
· Email addresses must be work or other professional addresses. We cannot accept references from personal email addresses, e.g., Hotmail or Gmail. If you put down a character reference, we require this to be from a professional email address – e.g., if you are naming your solicitor, it must be from his/her office address.
· We don’t accept family members as referees.
· You must disclose any gaps in employment in the box provided. We will not process applications with unexplained gaps.
· Time spent overseas must be set out in the box provided. We might require evidence of good conduct from overseas visits, and it is your responsibility to obtain these.

You must list all organisations you have worked for, both full-time and part-time. Please include any voluntary or unpaid work. If you run out of space on the application form, please continue on a separate sheet. Please include dates of employment in all cases.  Any gaps must be accounted for as outlined above.












Job Application Form

Application Guidance

· Please complete all sections of this form. We don’t accept incomplete Application forms.  If any information requested does not apply to you, then please state this in the relevant section.
· The equality and diversity monitoring form will be detached before shortlisting to ensure your application is handled objectively.
· Read through the information you have been sent and particularly study the advertisement, job description and person specification (where applicable). 
· You can find information about our governance structure and ethos on our school’s website. Please also see our school policies. 
· Please do not enclose a CV and complete all sections of this application form.  It is acceptable to provide additional information supporting your application, but this should be relevant to the vacancy you are applying for.
· Please note that it is a legal requirement for employers to check that any prospective employee has the right to work within the UK.  Please see the Right to Work section to understand the checks required. 

Education and Training

For all our roles, teaching and non-teaching,  you should let us know your GCSE, A-Level and or/degree qualifications in the relevant section. You will be asked to show evidence of these during the process.

Declaration

You will be asked at the interview to confirm that the information detailed in your application form is correct. 

Please complete this accurately, giving as many details as possible of your skills and experience relating to this job application. Short-listing will be based on the information gathered from the form.

Please note that all offers are subject to a satisfactory Disclosure and Barring Services (DBS) check and references, verification of relevant qualifications and confirmation of your right to work within the UK.




	INFORMATION ABOUT THE ROLE




	Role you are applying for: 

	Where did you hear about the role?:



	INFORMATION ABOUT YOU



	Title: 
	Last Name: 

	First Names: 
	Previous Last Name 
(if applicable):

	Address: 

Post Code: 

	Email Address:

	Telephone Number(s):


	National Insurance Number: 



	PRE-EMPLOYMENT CHECKS




	RIGHT TO WORK



	Do you have the right to work in the UK?  
	☐Yes 
☐No       

	If yes, please state on what basis: 

	☐ UK citizen 
☐ EU settled status 
☐ Skilled worker visa 
☐ Other – please provide full details below



It is a legal requirement for employers to ensure that any prospective employee is legally entitled to live and work in the UK. We treat all applicants equally and ask all candidates selected to attend an interview to bring original documentation to confirm their Right to Work in the UK, e.g. passport, full birth certificate and official document confirming your name and national insurance number or a passport/travel document/ letter from the Home Office. Once the successful candidate has been appointed, the unsuccessful candidate's documents will be destroyed confidentially.  
Disclosure and Barring Service (DBS)
The School is legally obliged to process an enhanced Disclosure and Barring Service (DBS) check before making appointments to relevant posts. 

The DBS check will reveal both spent and unspent convictions, cautions, reprimands and final warnings, and any other information held by local police that’s considered relevant to the role. Any information “protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 will not appear on a DBS certificate.

For posts in regulated activity, the DBS check will include a barred list check.  It is an offence to seek employment in regulated activity if you are on a barred list. Any data processed as part of the DBS check will be processed in accordance with data protection regulations and the School’s privacy notice. 

Only applicants who have been shortlisted will be asked for a self-declaration of their criminal record or information that would make them unsuitable for the position.

Any convictions that are self-disclosed or listed on a DBS check will be considered case-by-case.

Please tick to show you have read and understood this section:   ☐

References
Please give details of at least two referees, the first of which should be your current or most recent employer.  If you cannot provide two referees from previous employment (for example, insufficient work history), you can provide a character reference.  However, this must be from a contact in a professional relationship, as we cannot accept references from family members, partners or friends.
The School reserves the right to seek any additional references we deem appropriate. In particular, for education roles, please be aware that we will additionally contact the Principal/Headteacher if s/he is not given as a referee. 


	Name: 
	Job Title: 

	Organisation:
	Your relationship with the referee?


	Address: 

	Email: 
	Telephone: 

	Can we contact them before the interview? 



	Name: 
	Job Title: 

	Organisation:
	Your relationship with the referee?


	Address: 

	Email: 
	Telephone: 

	Can we contact them before the interview? 



	Name: 
	Job Title: 

	Organisation:
	Your relationship with the referee?


	Address: 

	Email: 
	Telephone: 

	Can we contact them before the interview? 





	EMPLOYMENT HISTORY



Gaps in Employment
[bookmark: _heading=h.30j0zll]Please use the space below to detail and explain any gaps in employment. 
	


Time Spent  Overseas
In the last ten years, have you spent any periods of 2 months or more overseas?  If yes, please give details.  You may be required to obtain a Certificate of Good Conduct for time spent overseas.
	



Employers
Please list in order (most recent job first) all the organisations you have worked for, full-time and part-time. Please include any voluntary or unpaid work.  Continue on a separate sheet if necessary.
Current Employment 
	Organisation Name/address: 

	Job title: 

	First date of employment:
	Last date of employment: 

	Salary: 

	Reason for Leaving (required):

	Short summary of responsibilities (max 100 words): 

	Notice period:

	Full-time or part-time? (if part-time, how many days a week?):






Previous Employment
	Organisation Name/address: 

	Job title:

	First date of employment:
	Last date of employment: 

	Salary: 

	Reason for Leaving (required):

	Short summary of responsibilities (max 100 words): 

	Full-time or part-time? (if part-time, how many days a week?):



	Organisation Name/address: 

	Job title:

	First date of employment:
	Last date of employment: 

	Salary: 

	Reason for Leaving (required):

	Summary of responsibilities (max 100 words): 

	Full-time or part-time? (if part-time, how many days a week?):



	Organisation Name/address: 

	Job title:

	First date of employment:
	Last date of employment: 

	Salary: 

	Reason for Leaving (required):

	Short summary of responsibilities (max 100 words): 

	Full-time or part-time? (if part-time, how many days a week?):



	Organisation Name/address: 

	Job title:

	First date of employment:
	Last date of employment: 

	Salary: 

	Reason for Leaving (required):

	Short summary of responsibilities (max 100 words): 

	Full-time or part-time? (if part-time, how many days a week?):





	EDUCATION AND TRAINING






All applicants 

Please enter details of any education you have received that is relevant to the job you are applying for, what subject(s) you were studying, the date you started and finished the course, whether it was full or part-time, evenings etc. You should also tell us what qualifications or certificates you have - including any GCSEs, A-levels, Diplomas or Degree Qualifications. Original certificate/s must be produced at the interview stage.

	Dates
From
	
To
	Subject Studied/ Where
	Full/Part Time
	Qualification Awarded

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	








	INFORMATION IN SUPPORT OF YOUR APPLICATION



Abilities, skills, knowledge and experience.
Please use this section to explain how you meet the requirements of the Job Description. Where applicable, please describe your experience of working with young people.
(max 500 words)

	















	Personal Profile 


What makes you an effective communicator? (max. 200 words)
	




What is it you would like to improve in your practice? (max. 200 words)
	





What is your motivation for working with young people and for a role in The New School? (max. 200 words)
	





	


Do you require any reasonable adjustments to be made to assist you in your application or with our recruitment process?

	 DATA PROTECTION & DECLARATION



The information given on this form will form part of the employment contract for successful candidates. The information you give will only be used for the purpose of HR processes, and for pre-employment checks following a provisional job offer. We may contact other relevant organisations to check the factual information you have given in this application form. The information will be stored electronically and disposed of after 6 months if your application is unsuccessful.

I declare that the information I have given in this application is correct and complete. I understand that any false statements or failure to disclose information requested on this form may result in my application being disqualified or may lead to my dismissal or disciplinary action if appointed. 

I agree to abide by the School’s policies, and I understand that if I do not, I may be dismissed or be subject to other disciplinary action. I have reviewed and understood the Privacy Notice regarding GDPR and give my consent to the information in my application being processed in line with the policy.

	Date : 


	Signed: 

Print Name: 



Please complete and return via email to our HR support: dhama@thenewschool.org.uk  or call 020 4513 0505 if you have any questions.  Name your file like this before you attach it to your email: “2024 NAME OF ROLE YourFirstNameSurname.pdf”

Before you send this back to dhama@thenewschool.org.uk, have a look at this checklist:

☐ I have read the job description, and I seem to be a good fit
☐ I have filled in all parts of the application form and have saved it

Thank you for your time and effort!


Privacy Statement  

Who we are: The New School is the Data Controller.   
Why do we need your data: Your details are required by the school to facilitate the recruitment process, employment process and staff administration at the school.   
What is the lawful basis for processing this data: This information is necessary for the school’s legitimate interests.  The New School keeps all candidate data and their job applications confidential throughout the hiring process, and it will only be visible to persons relevant for decision-making.
Who will this data be shared with: We will only share your data with third parties if we are legally obliged.   
How long will we keep your data: we will hold your data for as long as we have a lawful basis to process your data. 











Please also complete the Equality and Diversity Monitoring Form below.  
Please ensure that the forms are detachable from the application form.
 
Please therefore keep this page blank.








































EQUALITY AND DIVERSITY MONITORING FORM

The New School is committed to equality of opportunity for all.  Our aim is to ensure that no applicant or employee is discriminated against or is disadvantaged by policies, procedures, conditions or requirements. 

The information provided on the Equality and Diversity Monitoring Form will be separated from the job application, treated as strictly confidential, used for statistical analysis only and will be destroyed after 6 months.  The information will be processed in accordance with the General Data Protection Regulations 2018.

We would appreciate it if you would complete this form by placing a tick in the appropriate box within each category.

The New School is committed to ensuring that applicants with disabilities or impairments receive equal opportunities and treatment.

If you have a disability or impairment, and would like us to make adjustments or arrangements to assist if you’re called for an interview, please state the arrangements you require:

	Title of post applied for:
	

	Date of birth:
	

	What gender do you identify as:
	
	Male
	

	Female
	

	Other
	

	Prefer not to say
	







How would you describe your ethnic origin?
	White

	British
	

	Irish
	

	Gypsy or Irish Traveller
	

	Any other white background
	



	Black or Black British

	African
	

	Caribbean
	

	Any other Black background
	



	Asian or British Asian

	Bangladeshi
	

	Indian
	

	Pakistani
	

	Chinese
	



	Mixed Heritage

	White and Asian
	

	White and Black African
	

	White and Black Caribbean
	

	Any other mixed background
	



	Other Ethnic Groups

	Arab
	

	Any other ethnic group (please specify)
	



	Prefer not to say
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