[image: ]Application form for JRCS/Castle Green
 – Non-Teaching Staff



· Please save this form to your desktop and complete each section of the form off-line
· The completed form should then be uploaded as a Word document via the TES website
· Only applications submitted on this form will be considered - please do not send a CV
· Any incomplete applications will be either returned or disregarded
· Please incorporate your personal statement in the relevant section on the form
· Please do not alter the font or font size on this form, nor delete any sections of the form, even if they are not relevant to you
· By sending this application, you are certifying that the information contained is complete and correct to the best of your knowledge
· [bookmark: _Hlk220496117]Any discrepancies or anomalies in the information or issues arising from references, your self-disclosure form or an online search will be taken up at interview
· To acknowledge receipt of this application, we will email a reply to the address submitted 
· If you have not received confirmation within two working days, please call the School on 020 8270 6222.

Thank you for your interest in the Jo Richardson Community School and we look forward to receiving your application.

Lisa Keane
Headteacher


JRCS is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.


General information

Legal surname


Legal Forenames


[bookmark: _Hlk8125008]Prefer to be known as


Title (eg, Mr, Mrs, Miss, Ms, Dr)


Former names (if any)


Position applied for


Salary scale of position applied for



Full postal address (including postcode)


Home telephone number


Work telephone number


Mobile telephone number


Email address


Do you have the right to work in the UK?


If yes, please state on what basis (UK citizen, EU settled status, skilled worker visa, graduate visa, youth mobility visa, other – please provide full details)


Date of birth


National Insurance number


Where did you see this position advertised?


Do you have a friend or relative (including partner) who is a Councillor, School Governor, or works for the Council or one of the Borough’s schools?  If yes, please give details


In the event of a successful application for a post working with children, you will be required to apply for an enhanced DBS disclosure.  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.

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

Shortlisted candidates will be asked for a self-disclosure of their criminal record or information that would make them unsuitable for the position.  

You are required to declare any cautions, convictions, reprimands or warnings which are not protected (ie, that are not filtered out*), as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).  You are also required to disclose any pending criminal proceedings against you or current police investigations, including those relating to other employment or matters outside work.  You must declare if you are on List 99/Children’s Barred List or are disqualified from working with children.  This requirement applies not just at the point of recruitment but also during your engagement.  Having a criminal record will not necessarily prevent you from taking up appointment or continuing in post; it will depend on the nature of the offence(s) and their relevance to your work.  However, should you not declare any of the above and this is subsequently revealed, for example through the DBS check, then this engagement may be terminated.  Any information given will be treated in the strictest confidence and with due regard to the ROA and data protection laws and will be processed in accordance with our privacy notice.

[bookmark: _Hlk220400592]We may conduct online searches of shortlisted candidates as part of our due diligence checks.

Please indicate either ‘not applicable’ or ‘yes’ (if yes and if you are shortlisted, you will be sent a self-disclosure form which must be returned prior to interview)


Are you in receipt of an enhanced DBS certificate?


If yes, please provide the date obtained and from which LA


If you have spent more than three months abroad within the last five years, it will be your responsibility to provide us with evidence of appropriate police clearance for each country visited.  Please indicate either ‘not applicable’ if this does not apply to you, or whether you currently have this information available.



Qualifications and training 

The boxes below will expand every time you press ‘return’ – please list chronologically. Please make sure each row of information is lined up when you have finished. 

	Date from
(MM/YY)
	Date to
(MM/YY)
	School / college
	Subject
	Qualification
	Level and grade
	Date achieved

	
	
	
	
	
	
	



	Date from
(MM/YY)
	Date to
(MM/YY)
	University / college
	Qualification
	Subsidiary subject
	Degree class
	Date achieved

	
	
	
	
	
	
	



	Date from
(MM/YY)
	Date to
(MM/YY)
	Other relevant training undertaken
	Validated / provided by
	Date achieved

	
	
	
	
	




Employment history

[bookmark: _Hlk8125115]Please give details of jobs held.  The boxes below will expand every time you press ‘return’.  Please make sure each row of information is lined up when you have finished.  Please start with your most recent employment and list chronologically.

	Date from
(MM/YY)
	Date to
(MM/YY)
	Employer (company name) and address for current employer
	Job title and duties undertaken – please indicate notice required for current employment
	Salary
	Reason for leaving/wishing to leave
(including early termination of contract)

	
	
	
	
	
	




Disciplinary/capability

Have you been subject to disciplinary proceedings (excluding sickness absence)?  If yes, please give details


Have you been subject to capability proceedings in the last two years of employment?  If yes, please give details



Periods when not in employment

Please account below for any periods when not in employment or education, however brief, and give details of your activities during these times.

	Date from
(MM/YY)
	Date to
(MM/YY)
	Reason

	
	
	




Personal statement in support of your application

Please indicate below why you feel you are suitable for this position.  You should make reference to your previous experience, your skills and your hobbies and interests.  The box below will expand.  Just type or paste in your statement as normal.
[bookmark: _Hlk8124384]Start typing here





References

[bookmark: _Hlk8125176]Please give details of two employers who can provide us with a reference, one of whom must be your current or most recent employer.  In the case of schools, the referee must be the Headteacher.  If you are using a second referee from the same school or organisation, this should be your line manager, not a colleague.  However, please only use a second referee from the same organisation if you have been working there for more than five years.  In all other cases, please provide the Headteacher/manager at your previous organisation.

If you are not currently working with children but have done so in the past, referee two should be the person who most recently employed you in work with children.

Your referees should be in a position to comment on your professional ability and have agreed to act as your referee.

Please note that we reserve the right to approach any of your previous employers for a reference.

You should only give personal references if employment references are not available.

[bookmark: _Hlk8125212]By providing this information, you are giving your authority to us to approach your referees.

References are usually taken up prior to interview.  Have you any objection?  If so, please state why.


Referee one   (Your current / most recent employer)
[bookmark: _Hlk8125242]
Name


Position (must be the Headteacher in the case of schools)


Relationship to you (eg, line manager)

[bookmark: _Hlk8124749]
School, college or organisation they work for


Address


Daytime phone number (essential)


[bookmark: _Hlk8124794]Business email address (essential - personal email addresses are not acceptable)



Referee two

Name


Position


Relationship to you (eg, line manager)


School, college or organisation they work for


Address


Daytime phone number (essential)


Business email address (essential - personal email addresses are not acceptable)



Declaration

I confirm that the information I have given on this form is true and correct and that nothing relevant has been omitted, and you can treat it as part of any future contract of employment.  
I understand that if I do not provide complete and correct information, you may withdraw an offer of employment or, if I am already employed, dismiss me immediately, together with possible referral to the police, if appropriate.  

I have read the Privacy Notice for Job Applicants and give my consent for you to process my personal information and understand that you will deal with all the information in line with Data Protection legislation.

This authority is under a duty to protect the public funds it administers, and to this end may use the information you have provided on this form for the prevention and detection of fraud.  It may also share this information with other bodies responsible for auditing or administering public funds for these purposes.

I understand that sending this application from my email address will count as my signature for this purpose.  (If you have an electronic signature, please insert it here.)


Don’t forget to save this document as a Word document as described at the top of this form before uploading it back via the TES website.  Please do not email it direct to JRCS.


Please complete the Equal Opportunities Section which starts on the next page.

Equal Opportunities Monitoring

We are committed to ensuring equal opportunities in employment and by law must monitor the racial diversity of people applying to us for employment.  This section will help us to monitor the effectiveness of the LA’s Equal Opportunities in Employment Policy.  Please note, completion of this form is optional.

The information requested below is for statistical purposes only and is covered by Data Protection legislation, so we can only use the information for the purpose given.

Thank you for your co-operation.

Status (please delete/highlight as appropriate) 
Single / Married or Civil Partnership / Divorced / Legally Separated / Prefer not to say

Sex (please delete/highlight as appropriate)
Male / Female / Prefer not to say

Ethnic Origin (please highlight as appropriate)
White	Black / Black British
British (WBRI)	African (BAFR)
Irish (WIRI)	Caribbean (BCRB)
Any other white background (WOTH) – please specify	Any other black background (BOTH) – please specify

Asian / Asian British	Mixed
Bangladeshi (ABAN)	White and black Caribbean (MWBC)
Indian (AIND)	White and black African (MWBA)
Pakistani (APKN)	White and Asian (MWAS)
Any other Asian background (AOTH) – please specify	Any other mixed background (MOTH) – please specify

Chinese / Chinese British	Other ethnic group
Chinese (CHNE)	Please specify (OOTH) – please specify

Prefer not to say

Disability
Do you consider yourself to have a physical, learning, sensory or mental health impairment or disability?  Please indicate if you prefer not to say.


If Yes, please specify


Caring Responsibilities
Do you have any caring responsibilities?  (A carer is defined as someone who: “ … cares for, or expects to care for, husband, wife or partner, a relative such as a child, uncle, sister, parent-in-law, son-in-law or grandparent, or someone who falls into neither category but lives at the same address as the carer.”)  Please indicate if you prefer not to say.
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