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Application Form
Applicants are required to complete ALL parts of this form and should refer to the Candidates Guide for Completion of the Application Form  

	

Application for the post of:  




	Surname(s) (Block Capitals):


	Initials:


	Permanent address:








Address for correspondence (if different from permanent address):





Email:

Contact Numbers

Home:                                     Work:

Mobile:





	TEACHERS:
Department for Education (DfE) Teachers’ Reference Number:

QTS Status:  Yes ☐  No ☐
QTS Certificate Number	:
Date of qualification as a teacher:



	
	National Insurance Number:




	
	DISCLOSURE AND BARRING SERVICE (DBS)

Certificate Number:

Date of Certificate:



	


	










EDUCATION

	Education (Applicants should be prepared to produce evidence of qualifications held)

	Give details (including dates) of Secondary Schools, Colleges and Universities attended and particulars (including dates) of Qualifications obtained including: -

a) School Leaving Examinations/A Levels/GCSE/CSE/NVQ’s etc. and awarding body

Teachers:
                 b) Teaching Certificate or Post-Graduate Certificate/Diploma (state course pursued and main
                      subjects)

                 c) Degree (state whether Pass or Honours and give Class, Division and subjects, making clear
                     which are main and subsidiary)


                 d) Date of Statutory Induction Period  
                      

                 e) Any other certificates or diplomas

	Dates
	Name of Course and Secondary School/College/University Attended
	Qualifications obtained

	From
	To
	
	

	












	
	
	



	Education Courses 	Give details of courses attended; please include dates, nature, and duration (full or part time) and name of organising body.

	













	Membership of Professional / Technical Bodies

	Professional/Technical Body





	Date(s)

	Grade(s)







CURRENT EMPLOYMENT

	Current Post (or last employment where applicable)

	Job Title:


	




	Salary:
	


	Name and Address
of Employer:

	







	Salary Scale/
Point on Scale:
	



	
	
	Date Appointed:
	

	If a school, please provide no. on roll, type and age range:

	



	

Notice Required:



Reason for Leaving:



	





EMPLOYMENT HISTORY

	Please list Employment History in Chronological order. 

	Dates
	Name of School and Employer (LA or MAT).
If a Teacher in a school please provide size, type and age range taught.
	Job Title and Salary Scale
(State whether full or part time)
	Reason for Leaving

	From
	To
	
	
	

	








	
	


















	
	



	In line with safer recruitment processes all gaps (of over 7 days) must be accounted for, including periods of unemployment, parental leave, extended travel, volunteering, etc.  
Please complete the below with all gaps in employment or education history for all gaps (of over 7 days) from leaving school to the current date.

	Dates
	Details
	Reason
	

	From
	To
	
	
	

	














	
	
	
	



REFEREES

	Names and Addresses of Two Referees

Please provide the following details for two people to whom we can apply for a reference, regarding your experience and suitability for this post.  You are required to supply two employment references, one of which must be your current or most recent employer. If the role you are applying for involves contact with children and young people you are asked to provide a referee who can give a reference based on when you have previously worked with children and young people.  For posts, where safeguarding vetting is required, we may approach any of your previous employers for this information.  

References will be requested prior to interview, unless you tick the relevant box.

	1. 
 Name:
 Position:
 Relationship to you:
 Address:





Post Code:
Tel No.:
E-mail address:

Can we contact your referee prior to interview? 
 Yes |_|  No  |_| 
	2.	
Name:
Position:
Relationship to you:
Address:





Post Code:
Tel No.:
E-mail address:

Can we contact your referee prior to interview? 
 Yes |_|  No  |_| 




Please note that an offer of appointment is conditional upon receipt of a least two satisfactory references                  




	Additional Information

	Taking account of the requirements set out in the person specification, describe how your knowledge, skills and experience relate to this post. These may have been gained through paid employment, domestic responsibilities, voluntary or community work, spare time activities and training. (Do not use more than two sides of A4 as continuation sheets).






























































DECLARATION

	Disclosure Information 

	All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974. However, amendments to the Exceptions Order 1975 (2013 & 2020) provide that when applying for certain jobs and activities, certain spent convictions and cautions are 'protected'. These are not subject to disclosure to employers and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the Ministry of Justice website.  

Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview. You may be asked for further information about your criminal history during the recruitment process. If your application is successful, this self-disclosure information will be checked against information from the Disclosure & Barring Service before your appointment is confirmed.  
 



	Online Searches

	In line with Keeping Children Safe in Education the School will carry out online searches on shortlisted candidates only. These checks are focussed on gaining an insight into the candidate’s suitability to work with children.  In carrying out online searches the School will use publicly available information from internet search engines, websites and social media platforms.



	Eligibility to Work in the United Kingdom 

	To ensure this School complies with legislation, you will be required to provide documentary evidence showing that you are entitled to work in the United Kingdom in accordance with the Immigration, Asylum and Nationality Act 2006.




	Data Protection Information 

	The personal information supplied by you on this application form will be processed in accordance with data protection legislation and used only to consider your application for employment with this school. 

If you are shortlisted, contact will be made with the referees you supply on the application form and a confidential reference will be sought from them.

The information you supply on the Recruitment Equality Monitoring Form will be used for those purposes stated only and will be retained in an anonymised form so that it cannot be linked to individual applicants. The information you supply will be retained only as long as necessary for the purposes of recruitment and monitoring. 

For further information, please see our privacy notice for job applicants: Recruitment-Privacy-Notice.pdf



	Relationships 

	If you are related to anyone on the Governing Body, a member of staff or a pupil, please state below and the relationship. (This does not prevent such persons from giving as a reference a written testimonial of your ability, experience or character, for submission to the School with your application for employment).

Name:                                                Position:                                              Relationship: 




	Declaration: 
I hereby apply for employment with Northfield School). To the best of my knowledge all the particulars I have given are true. I understand that the deliberate provision of false information may disqualify me from employment or render me liable to instant dismissal if coming to light after my employment. I also understand that canvassing of anyone on the Governing Body or a member of staff whether done directly or indirectly, will result in this application being disqualified.

Name:                                                                                                 Date:  


	
Please return the form as stipulated on our advert: HR@northfieldssc.org FAO Catherine Frost.

If you are not called for interview within 30 days of the closing date please assume that you have been unsuccessful in your application.




[bookmark: _Hlk211850086]

Recruitment Equality Monitoring Form
THIS SECTION WILL BE REMOVED BEFORE THE SELECTION PROCESS
	Gender
	

	Age
	[bookmark: Text316]     

	Date of birth
	DD/MM/YYYY

	Marital Status
	



	Where did you see this post advertised?
	[bookmark: Dropdown8]



	Ethnic Origin

	White
	[bookmark: Dropdown9]

	Any other white background – please specify
	[bookmark: Text318]     

	Black / African / Caribbean / Black British
	

	Any other black background – please specify
	[bookmark: Text319]     

	Asian / Asian British
	

	Any other Asian background – please specify
	[bookmark: Text320]     

	Other ethnic groups
	

	Any other ethnic background – please specify
	[bookmark: Text321]     

	Mixed / multiple ethnic groups
	

	Any other mixed / multiple ethnic background -  please specify
	[bookmark: Text322]     



	Country of Birth
	[bookmark: Text324]     

	Nationality
	[bookmark: Text325]     

	Dual Nationality – please specify
	[bookmark: Text323]     



	Religion and belief
	

	Sexual orientation
	

	Has your gender identity changed from the gender you were assigned at birth?
	

	Are you currently pregnant or on maternity leave
	



	Disability

	We are a Disability Confident Employer and undertake to interview any applicant who declares a disability and who meets the essential (minimum) criteria for the job.

	Do you consider yourself to be a person with a disability as described in Section 60 of the Equality Act 2010 or do you have a medical condition which automatically qualifies you to have a disability as defined in the Equality Act 2010?  
	



	
Eligibility to work in the United Kingdom

	To ensure the Council complies with legislation, you will be required to provide documentary evidence showing that you are entitled to work in the United Kingdom.

	Are there any restrictions regarding your right to work in the UK?
	[bookmark: Dropdown19]

	[bookmark: Text326]If yes, please give details:       






Applicants Guide for Completion of the Application Form

Please read the following before completing your application form

	General

	· Your application will be assessed against the criteria listed on the person specification.
· We do not accept CVs as part of your application; you must complete the application form 
· An invitation for interview is based on the information provided in the application form so make sure all sections are completed clearly and as fully as possible.
· Make sure your application relates to the person specification where provided
· If you run out of space you may use additional pages unless stipulated elsewhere. Do not personalise any supplementary sheets i.e. name
· Make sure your application form is returned by the closing date.
· If you have not heard from the School within 30 days you should presume you have been unsuccessful for the position.
· Keep a copy of your application; it will be useful to refer to for preparation if you are called for interview.

If you have a disability that prevents you from completing the application form please contact the School in the first instance.



	Education/Education Courses

	In providing this detail applicants must be prepared to produce evidence of qualifications that are essential to the post. 
Do not attach certificates to the application form as evidence will be requested if you are successful.
Any education courses that are listed should be relevant to the position.



	Employment History/Gaps in Employment or Education History

	Please state in chronological order all of your previous jobs/teaching positions the dates, the name of the school/employer and if a teacher provide the size, type and age range taught, post and salary details and the name of your current or last employer/school. 
In line with safer recruitment processes all gaps (of over 7 days) must be accounted for, including periods of unemployment, parental leave, extended travel, volunteering, etc.  Please state all gaps in employment or education history from leaving school to the current date.



	References

	Please complete this section fully and clearly. This is important contact information.
Referees must be able to produce information about your suitability for the post. References provided by relatives, friends or people with whom you live are not acceptable.
You will need to provide the names of two referees. One referee must be your current or most recent employer. The second referee should be a previous employer or someone who can give information about you that is relevant to the job. If you are a school or college leaver please give the name of your Headteacher or tutor. Alternatively, if you have had other part time work the person you worked for may be prepared to act as referee.
If the role you are applying for involves contact with children and young people you are asked to provide a referee who can give a reference based on when you have previously worked with children and young people.  For posts, where safeguarding vetting is required, we may approach any of your previous employers for this information.  
It is advisable to contact your referees at an early stage to let them know that you wish to give their name and ensure that they are willing to act as a referee.  References will be requested prior to interview, unless you have stated otherwise in the body of the application form.
Please note that an offer of appointment is conditional upon receipt of a least two satisfactory references.                 

	Declaration

	You must sign and date your application after completing all the declaration sections in full.
We also need to know if you are related to anyone within the School/Governing Body, a member of the Governing Body or an employee or pupil. This is to ensure that you are neither disadvantaged nor favoured in your application. You must not canvass any Governor, or member of staff of this School to gain employment. This will disqualify your application.
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