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                  West Kirby Grammar School 


Application for Appointment as a Headteacher/Deputy Headteacher/Assistant Headteacher

Please complete in Black Ink in Block Capitals
	1.
	Post Information
	

	Position applied for:
	DEPUTY HEADTEACHER

	Name of School:
	WEST KIRBY GRAMMAR SCHOOL

	2.
	Personal Details
	

	First Name(s):
	
	Last Name:
	

	Title:
	
	Previous Surname(s) – 

(if  applicable):
	

	Address:
	

	
	Postcode
	

	Email:
	
	Tel No:
	
	Mobile No
	

	National Insurance No:
	
	GTC No:
	
	DOB:
	

	3.
	Current Post Details

	Present Post:
	
	Present Salary & Pay Spine
	

	Additional Allowances, eg TLRs:
	

	Present School:
	

	Present Local Authority:
	
	Group Size:
	

	Date from:
	
	Date to:
	
	Full or Part Time:
	

	No on Roll:
	
	Boys/Girls/Mixed:
	
	Key Stage/ Subject:
	

	4.
	Post School Academic & Professional Qualifications

	University/College
	Qualification obtained

(Class & Division if appropriate)
	Date Awarded
	Subject(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	5.
	Employment History

	
	In chronological order please, starting with your current post first.  



	a).
	Current post – Key areas of Responsibility and Achievements.



	
	

	
	Previous Employment

	b).
	School Name
	
	Dates (from & to)
	

	
	Local Authority Employer
	
	Key Stage/

Subject
	

	
	Post Held Additional Responsibilities
	
	No on Roll
	

	
	Key areas of Responsibility and Achievements.

	
	

	c)
	School Name
	
	Dates (from & to)
	

	
	Local Authority Employer
	
	Key Stage/ Subject
	

	
	Post Held Additional Responsibilities
	
	No on Roll
	

	
	Key areas of Responsibility and Achievements.

	
	

	d)
	School Name
	
	Dates (from & to)
	

	
	Local Authority Employer
	
	Key Stage/ Subject
	

	
	Post Held Additional Responsibilities
	
	No on Roll
	

	
	Key areas of Responsibility and Achievements.

	
	

	
	
	
	
	

	e)
	School Name
	
	Dates (from & to)
	

	
	Local Authority Employer
	
	Key Stage/ Subject
	

	
	Post Held Additional Responsibilities
	
	No on Roll
	

	
	Key areas of Responsibility and Achievements.

	
	

	f)
	School Name
	
	Dates (from & to)
	

	
	Local Authority Employer
	
	Key Stage/ Subject
	

	
	Post Held Additional Responsibilities
	
	No on Roll
	

	
	Key areas of Responsibility and Achievements.

	
	

	
	If required continue on an additional sheet.  Please tick if you have attached an additional employment history sheet.    (

	
	

	6.
	Other Non-Teaching Employment or Experience

	
	Examples include Further Education, voluntary work, Youth Service, Vocational, etc

	Post/Status
	LA/Responsible Body
	Dates

	
	
	From
	To

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	7.
	Recent & Relevant Training Courses 

	
	Courses attended other than initial training in the last 3 years, including short courses & seminars.

	Title of Course
	Duration
	Dates

	
	
	

	8.
	Letter of Application

	
	Please indicate whether you have attached a letter of Application (maximum no of pages 2 x A4)

Please note CVs will not be passed on to the Selection Panel.



	
	Letter attached  (please tick one)

	(
Yes
(
No

	9.
	Referees

	
	Please give details of 2 referees, the first must be your current or most recent employer.

	Referee No1 (Current Employer)
	Referee No 2

	Name
	
	Name
	

	Position
	
	Position
	

	Address
	
	Address
	

	
	
	
	

	
	
	
	

	
	
	
	

	Tel No
	
	Tel No
	

	Fax No
	
	Fax No
	

	E-Mail
	
	E-Mail
	

	Name of LA
	
	Name of LA
	

	
	
	
	

	10.
	Advertisement

	Where did you see this post advertised?
	


	All sections on this page must be completed and signed.

	11.
	Rehabilitation of Offenders Act 1974

	The Rehabilitation of Offenders Act (Exemption) Order 1975

	The provision under the above legislation relating to non-disclosure of spent convictions does not apply to any employment as a teacher in a school or any other employment which is carried out wholly or partially within the precincts of a school, being employment of such a kind as to enable the holder to have access to persons under the age of 18 in attendance at the school in the course of his or her normal duties.

You must, therefore, give information concerning any previous convictions or cautions, whether or not they are “spent” within the meaning of the Act.

Failure to disclose any conviction or caution could lead to an application being rejected or may later lead to the dismissal of a successful applicant.

Please note that only motoring fixed penalties are not convictions under the Law and, therefore, do not need to be declared.

	Have you ever been convicted of any offence or “bound-over” or given a caution?
	Yes
	No

	
	
	

	If yes, please give details on a separate sheet and attach it to this form in a sealed envelope marked “Confidential Disclosure”.



	12.
	Canvassing

	Canvassing members of the committee or the Governors of the respective schools, both directly or indirectly, is forbidden and will disqualify applicants.

A candidate for any appointment under the Council shall when making application, disclose whether he or she is related to:

a) a member of the Council;

b) a Senior Officer employed by the Council;

c) a person employed by the Local Authority;

d) a governor of the school.

A candidate who fails to disclose any such relationship shall be disqualified from the appointment and if appointed, shall be liable to dismissal without notice.

	Are you related to any member or employee of the Metropolitan Borough of Wirral? – (please tick)
	Yes
	No

	
	
	

	What is the relationship?
	

	13.
	Application Validation
	
	
	

	I certify that the information I have given is correct and that I agree to obtain an Enhanced Level CRB Disclosure via the Local Authority as and when necessary.

	Signed:
	
	Name
	
	Date
	

	14.
	Interview
	
	

	If you do not hear from us within six weeks of the closing date, please assume that your application has not been successful. You will find the closing date in the advertisement.




 Pre-Employment Identity & Qualification Checks

To be completed by the Applicant
	Applied for School
	West Kirby Grammar School

	Applied for Post
	Deputy Headteacher


	Full Name
	

	Date of Birth
	

	National Insurance Number
	

	Current Address
	

	Previous Addresses in Last 5 Years – Continue on separate sheet if required
	

	Previous Surnames & Dates
	

	DfES Number
	


For Office/Admin Use Only

	
	Signature Check complete
	
	Signature Check complete

	Photographic ID Check 
	
	Right to Work in UK
	

	Address Check  –

(2 items)
	
	PGCE (Teachers Only)*
	

	Birth Certificate
	
	Qualified Teacher Status (QTS)*
	

	National Insurance No  (from P45/P60)
	
	Induction Certificate (Teachers Only)*
	

	DfES Number & GTC Registered
	
	Skills Test Result*
	

	Marriage Certificate  (if App)
	
	Performance Mgt Certs (Threshold)*
	

	Legal Name Changes  (if App)
	
	Other Professional Qualifications*
	

	References Received x2
	
	NPQH status if requ’d (Headteachers only)
	


* - Take Copies to be sent with Application & Appointment Request

Children & Young People’s Department

Superannuation



                                          
Yes
No

1.
 Do you currently contribute to a Superannuation/Pension Scheme?
(

(
a.
If yes which Scheme is it? ____________________________________________________

b.
If Teachers’ Superannuation, please indicate any special provisions applicable (eg 
Widowers Benefit)


_________________________________________________________________

2. If you have changed schemes, name of previous scheme and date of change:

_________________________________________________________________

3. Have you made a valid election for part-time service to be Superannuable?

Yes
No



 (

( 
if Yes – state date   ______________

4. National Insurance Number: ________________________

-------------------------------------------------------------------------------------------------------------------------

Monitoring of Appointments for Equal Opportunities

	The Council operates a policy of equal opportunity. To assist the monitoring of this policy and for that purpose only, please provide the following details

	Sex
	
	Date of Birth
	
	Marital STatus
	
	Nationality
	

	Ethinc Origin – Please Tick one



	White
	British
	
	Mixed
	White & Black-Caribbean
	

	
	Irish
	
	
	White & Black-African                            
	

	
	Other*
	
	
	White & Asian
	

	
	
	
	Other*
	

	Asian or Asian-British
	Indian
	
	Black or Black-British
	Caribbean
	

	
	Pakistani
	
	
	African
	

	
	Bangladeshi
	
	
	Other*
	

	
	Other*
	
	
	
	

	Chinese
	Chinese
	
	* - Other Definition
	

	
	Other*
	
	
	

	Are you disabled?
	Yes / No
	Details
	

	If Registered Disabled
	Registration No:
	
	Expiry Date:
	


Children & Young People’s Department

Notes of Guidance on completing the application

The application will be provided in hard form or electronic form. 

Currently applications are only accepted in hard copy 

Completing the Application Form

Decisions about who will be selected for interview will be based on the information you give in the application form. Therefore, all Sections of the application form should be completed.

You are invited to submit a letter of application and to keep this to a maximum of 2 x A4 sides of paper.

CV’s will not be accepted and will not be submitted to the selection panel for consideration.

Consideration as to appointment or interview will be based upon a completed form and letter of application. This will provide the Authority with all the necessary information.

Please ensure that you have completed and signed where appropriate sections 11 to 14.

Equal Opportunities

The Metropolitan Borough of Wirral, Children & Young People’s Department considers the fair provision of services and opportunities to all those it services and employs, irrespective of sex, creed, marital status, race disability, age and sexual orientation, to be a fundamental importance to the Department’s well being. (The Local Authority respects the rights of governing bodies of voluntary aided schools to recruit staff of a particular creed and faith in line with the school’s ethos).

The policy applies to potential and actual workers and relates to all aspects of employment, including recruitment, pay, terms and conditions of service, promotion, training, transfer, grievance and disciplinary procedures, and to the arrangements made for working in the Authority.

The Authority is implementing its policies through:-

· Improving recruitment & selection procedures

· Training

· Monitoring results

NB: The section “Monitoring of Appointments for Equal Opportunities” does not form part of the application but will be used by the Authority for general monitoring purposes.
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