[image: image1.wmf]
Employment Application Form


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
	

	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 
	                                                                                                 

	Subjects/age groups taught
	

	Date appointed to current post
	

	Current salary 
	

	Last day of employment
	

	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 
	
                     
                                                        

	Date appointed to current post
	

	Current salary
	

	Last day of employment
	

	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
	Full
or Part time
	Dates
	Reason 

	Position 
	other employer, or description of activity
	on roll, 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 / Subject                             
	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
	Qualifications  Subject / Level Obtained
	Subjects Passed with Details of Standard / Grade 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:

	Teaching Regulation Agency (General Teacher Council Registration / NCTL)Date:
	
	Teaching Regulation Agency (General Teacher Council Registration / NCTL) 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.
GENERAL DATA PROTECTION REGULATIONS (GDPR)
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 and subsequent GDPR.
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 declaration for the candidate recommended for appointment may be forwarded to the Academy’s 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.






