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SCHOOL LEADERSHIP

TEACHING

APPLICATION FORM

SHEFFIELD CITY COUNCIL VISION

To be among the best performing councils,
providing the best quality services in the country.

To work in active partnership with the
community to create a successful Sheffield
with a good quality of life for all its residents.
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Completing your form

Please complete the enclosed form, giving as much information as you can that is relevant to the job for which you are applying.

We are required to monitor the recruitment and selection process to ensure we comply with our duty to eliminate unlawful discrimination and promote equal opportunities. It is essential that the Equal Opportunities Monitoring Form is completed and returned with your application.

If you have not been contacted within four weeks of the closing date, please assume your application has been unsuccessful.

Thank you for your interest in the post.

Equal Opportunities

Sheffield City Council is the largest employer in South Yorkshire and is entrusted with delivering a wide range of services to the general public.

The Council sets a high standard for both its employment practices and its service provision.

People are recruited and promoted on the basis of their merits and abilities and no job applicant or employee receives less favourable treatment on the grounds of racial group, origin or nationality, sex, disability, marital status, age, sexual orientation, political or religious beliefs or trade union activity.

Disability Discrimination Act

We welcome applicants from people with disabilities. If you are selected to attend for interview, you will be asked if you require any special arrangements.

Following the questions at interview there will also be time to discuss any reasonable adjustment that may be required to enable you to carry out the job.

If you require assistance in completing this application form, please contact Children and Young People’s Human Resources, Bannerdale Centre, Carterknowle Road, Sheffield S7 2EX.

Asylum and Immigration Act

If shortlisted you will be asked to bring relevant documentation to interview. Please contact Children and Young Peoples’ Human Resources if you need further advice.

Ex-Offenders

The City Council believes that gaining employment is the best help an ex-offender can get to avoid returning to crime. However, the nature of some posts requires us to know about criminal records or convictions in order to be able to make informed decisions.

Relationships

If you are the parent, grandparent, partner, child, stepchild, adopted child, grandchild, brother, sister, uncle, aunt, nephew, niece or an existing Councillor, Governor, employee or the partner of such a person at the school to which you are applying, you must enclose a written statement to that effect with your application.

Complaints Procedure

If you have a complaint regarding the recruitment process, please write to the Head of Children and Young People’s Human Resources, Bannerdale Centre, Carterknowle Road, Sheffield S7 2EX, giving full details; we will investigate and respond within 28 working days.

Data Protection

We have a Data Protection Officer who can be contacted in the Chief Executive’s Directorate, Town Hall, Sheffield S1 2HH.

FORMATION FOR APPLICANTS

GUIDELINES FOR SCHOOL LEADERSHIP TEACHING APPLICATION FORM
Suitability for the Post

Please ensure you address all sections of the person specification in your application. Try to provide recent examples of how you demonstrate you can meet these requirements. Ensure your application is relevant and relates to the individual school where you are applying to work.

Please ensure you also complete the enclosed insert and return with your completed application form. CVs will not be accepted.

Assessment Centres

If you are applying for a school senior leadership position and your application is successful, you may be required to attend an assessment centre where you will be asked to undertake a number of exercises relevant to the role. You will be informed of whether you are to attend an assessment centre if you are shortlisted for the post.

As part of an assessment centre for school senior leadership positions, you may be asked to undertake an online personality questionnaire. The questionnaire will be completed electronically prior to the day. Please ensure you include an email address on your application form.

If you choose not to apply

If you decide not to apply for the post, we would be grateful for any feedback you can provide in relation to your reasons. Please complete the enclosed postcard and return to the Recruitment Team. This information will only be used by Human Resources to improve the recruitment process for teachers in Sheffield.
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APPLICATION FOR A SCHOOL LEADERSHIP TEACHING POST WITHIN SHEFFIELD LA
	AS (POST TO WHICH YOU ARE APPLYING):                                                                                                                
AT (SCHOOL/SERVICE):                                                                                                                                                 


	Please return this form either by e-mail or post to the address shown on the website. Details of the school/service area, post reference number and closing date will also be available on this web page.




	PERSONAL DETAILS (BLOCK CAPITALS PLEASE):

	Surname/family name:                                         
Forename:                                                                   

Please state any other surname/family name used previously:                                         

	Address:  

                      
                        
                      
                      
Post code:       

	Daytime contact telephone numbers:  

Work:      
Home:       
Mobile number:      
E-mail address:       


	DCFS reference number:       
	   National Insurance number:       

	General Teaching Council registered? (Please mark with a cross)                             YES  FORMCHECKBOX 
        NO  FORMCHECKBOX 
 
Date of award of Qualified Teacher Status (QTS):                                                                                  
If after 7 May 1999, have you completed your induction year?                                    YES  FORMCHECKBOX 
        NO  FORMCHECKBOX 
                                                                                         
If no – please give details of outstanding induction period:                                                                     


	EMPLOYMENT (Please give details of your current or most recent employment. Please also provide details of any other employment which, if appointed to this post, would mean you would be working an average of more than 48 hours per week.) 

	Post title:      
Employing Authority:      
Address:       
                      
                      
Post code:      
Telephone number:      

	Salary details
Salary per annum:      
Scale point:      
Additional allowances (e.g. UPS/TLR):      
Leadership group:      

	School/employer
Name of school/establishment:

                 
Address:         
                        
                        
                        
Post code:      
Telephone number:      
	School/employer details
NOR:      
Group size:      
Age range of school:      
 FORMCHECKBOX 
 Boys school

 FORMCHECKBOX 
 Girls school

 FORMCHECKBOX 
 Mixed sex school

 FORMCHECKBOX 
 Maintained school

 FORMCHECKBOX 
 Non-maintained school

 FORMCHECKBOX 
 Private (i.e. public) school

 FORMCHECKBOX 
 Authority-run school/establishment
 FORMCHECKBOX 
 Faith school

Please state faith (if applicable):       


	Main duties and responsibilities:
     
Date appointed:                                                       Date left (if applicable):      

	If appointed, please give the date on which you could commence employment:      
Please specify your reason for leaving or for looking for a new post:      



	PREVIOUS EMPLOYMENT (Please give details of the position you held before your current or most recent employment. If you are/were employed in two concurrent roles, please give details of the second role here.)



	Post title:      
Employing Authority:      
Address:      
                     
                     
Post code:      
Telephone number:      

	Salary details
Salary per annum:      
Scale point:      
Additional allowances (e.g. UPS/TLR):      
Leadership group:      

	School/employer
Name of school/establishment: 

     
Address:      
                     
                     
                     
Post code:      
Telephone number:      
	School/employer details

NOR:      
Group size:      
Age range of school:      
 FORMCHECKBOX 
 Boys school

 FORMCHECKBOX 
 Girls school

 FORMCHECKBOX 
 Mixed sex school

 FORMCHECKBOX 
 Maintained school

 FORMCHECKBOX 
 Non-maintained school

 FORMCHECKBOX 
 Private (i.e. public) school

 FORMCHECKBOX 
 Authority-run school/establishment

 FORMCHECKBOX 
 Faith school

Please state faith (if applicable):       


	Main duties and responsibilities:

     
Date appointed:                                                       Date left (if applicable):      

	If appointed, please give the date on which you could commence employment:      



EMPLOYMENT HISTORY (Please give details of all previous jobs since leaving full-time education. Details should been given for any periods unaccounted for by employment, education or training, e.g. unemployment, voluntary work, raising a family, travelling etc. Please continue on additional sheets if necessary.)

	From month/
Year
	To month/
year
	Place of work/employer

(if applicable)
	Reason for

Leaving
	Scale allowance/
salary
	Title

/responsibility

	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	EDUCATION & QUALIFICATIONS - HIGHER EDUCATION
If you’re a Primary Teacher, please give the age range you’re trained teach and (if applicable) your curriculum specialism.

If you’re a Secondary Teacher, please give the subjects you’re trained to teach and the level to which you can teach them.


	Place of study
	Dates
	Main subjects
	Subsidiary subjects
	Qualifications gained, e.g. degree, certificate, doctorate, diploma etc. (including classification)

	     
	     
	     
	     
	     


	     
	     
	     
	     
	     


	     
	     
	     
	     
	     


	     
	     
	     
	     
	     


	     
	     
	     
	     
	     


	     
	     
	     
	     
	     


	     
	     
	     
	     
	     

	SECONDARY AND FURTHER EDUCATION


	School or establishment attended

	From month/year
	To month/year

	     
	     
	     


	     
	     
	     


	     
	     
	     


	     
	     
	     


	OTHER RELEVANT COURSES ATTENDED IN THE LAST FIVE YEARS



	Details of course, including training provider
	Dates attended



	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	     
	     


	YOUR PERSONAL STATEMENT AND SUITABILITY FOR THE JOB

Based on the information you have received, please state why you are suitable for this specific post in this particular establishment. Please try to relate your statement to the person specification for this position.

Please also complete the enclosed insert.

     


ADDITIONAL INFORMATION
	If the post you are applying for is full-time would you like to job-share it?                YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 


	RELATIONSHIP: Are you related to any councillor, senior officer (including Head or Deputy Headteachers in Sheffield schools) or a member of any governing body relevant to this appointment?
                                       If YES, give name:          Relationship:      


	The post you are applying for is subject to an order under Section 4(4) of the Rehabilitaion of Offenders Act 1974. Applicants are therefore not entitled to withhold information about convictions which, for other purposes are ‘spent’ under the provisions of the Act. If you are to be recommended for the post you will be subject to a Criminal Records Bureau check.

This will be an enhanced disclosure.

You must therefore disclose any convictions, cautions, warnings, reprimands, binding over or other orders, pending prosecutions or criminal investigations. Failure to disclose this information could result in the withdrawal of a job offer, dismissal or disciplinary action. Any information given will be completely confidential and will be considered only in relation to an application for positions to which an order applies.

I have read the above statement and (please mark with a cross):

                                                                                          I have no convictions to declare    FORMCHECKBOX 
                           
                                                                                          I have convictions to declare          FORMCHECKBOX 

If you do have convictions to declare, please set down the details on a separate sheet and place in a sealed envelope marked ‘private and confidential’. This should be sent by post to the Human Resources Section shown in the vacancy details screen for the post for which you are applying.

Please give details of the post for which you are applyiong and your contact details. For confidentiality purposes this information must not be sent by e-mail.



	Have you ever been dismissed for gross misconduct or on grounds of capability from employment with Sheffield City Council or any other employer?                             YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 


If YES state from where and when:      


	MEDICAL CLEARANCE: In accordance with the Education (Teacher Qualifications and Health Standards) (England) Regulations 1999, an offer of appointment will be subject to medical clearance.



	Other than any details you may have given on Page 1, are you in receipt of any income or pension from Sheffield City Council, including any payments received via agency work?

                                                                                                                                    YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 



	Are you in receipt of an ill health pension from the Teachers’ Pensions Agency?
                                                                                                                                    YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
  
 If YES please give the date on which this pension commenced:      



	REFERENCES: Please provide details of at least two referees, both of whom must have managed you in an employment capacity.

If you are a Headteacher, you must provide a reference from both your Local Authority representative and your school’s Chair of Governors.

If you are a Deputy or Assistant Headteacher, you must provide a reference from both your Headteacher and your Chair of Governors.

If you are applying for a position in a faith school, please use the additional reference section for a faith reference from a faith leader.

If your current or most recent post did not involve working with children or young people, please provide an additional reference from your most recent experience of working with children and young people.


	REFEREE 1 (Past or most recent employer – please see above notes)
	REFEREE 2 (Please see above notes) 



	Name:          
Position:       
	Name:          
Position:       

	Address:      

	Address:      


	Telephone no:        
Fax no:                    
E-mail address:      
	Telephone no:        
Fax no:                    
E-mail address:      

	ADDITIONAL REFEREE (3) (To be used if your current/previous post did not involve working with children or young people or you require a reference from a faith leader)
Name:                                                          Post:      
Address:      
Telephone no:                                              Fax no:      
E-mail address:       



	Please note that we are unable to offer appointments to school positions without two satisfactory references. References are taken up for all shortlisted candidates. If you wish for a reference not to be taken at this stage, please state why. Sheffield City Council and the governing body of any school to which may be applying reserves the right to contact any previous employer in relation to your application.



	You may use a Councillor or Council employee or school governor as a referee if they are not directly involved in the recruitment process (unless no alternative exists).  However, any attempt to influence the process in your favour or on your behalf will disqualify you.



	By signing this form you authorise us to check any information you have given with third parties (e.g. previous employers) and you authorise them to disclose your personal information to us.



	DECLARATION
The information on this form is true and correct and will be used as part of my contract of employment.  I accept that any false statement or omission may lead to the job offer being withdrawn or me being dismissed if appointed to the post.


	Signature:       
	Date:       


For teaching vacancies in Sheffield please visit www.sheffield.gov.uk/jobs
[image: image4.jpg]



	AS (POST TO WHICH YOU ARE APPLYING):                    
AT (SCHOOL/SERVICE):                                                      
SURNAME/FAMILY NAME:                                                  
FORENAME:                                                                               
IF APPOINTED WILL THIS BE YOUR FIRST ASSISTANT HEADSHIP?   FORMDROPDOWN 

                                                                      


It is not anticipated that candidates will have begun NPQH or intend to do so.
	Have you completed or are you currently completing

the National Professional Qualification for Headship (NPQH)?   FORMDROPDOWN 

If yes, please state:

Your candidate number:                      
Date commenced:                                 
Date completed/to be completed:      



	If unsuccessful in this application, would you like Sheffield City Council to contact you in relation to other similar school senior leadership vacancies in Sheffield? (Please note that your details will only be used for Sheffield City Council recruitment purposes and will not be disclosed to any third parties in accordance with the Data Protection Act 1988.)   FORMDROPDOWN 

Preferred method of contact:  FORMDROPDOWN 

Your email address:      
Your preferred telephone number:      



In completing the following section of the application, please be as open and honest with your answers as possible. In the example you provide for each area, please provide specific details of your role and the actions you took.

Please provide only one example for each section.

Please limit your answers to the spaces provided. You may include any further information under the ‘suitability for the post’ section of the application form.

Thank you.

SEVEN KEY AREAS OF RESPONSIBILITY
Key area 1 – Shaping the Future

In what way have you worked with others to create a shared vision and a strategic plan for your school? How did you communicate these visions and values and work with others to create a shared culture and positive climate?

Your response: 

     
 Key area 2 – Leading, Learning and Teaching

Explain how you have raised the quality of teaching and learning for pupils’ achievement. How did you set high standards and ensure creative, responsive and effective approaches to learning?

Your response:

     
Key area 3 – Developing Self and Working with Others

In what ways have you managed effective relationships and communication with others? How have you demonstrated your commitment to continuing professional development and managed supporting staff to achieve high standards through performance management and continuous professional development/?

Your response:

     
Key area 4 – Managing the Organisation

Explain (a) How you have ensured that the school and resources within it are organised to provide an efficient, effective and safe learning environment (b) How you have sought ways of improving the school through the use of improvement plans and rigorous evaluation.

Your response:

     
Key area 5 – Securing Accountability

How have you demonstrated that you are responsible and accountable to the whole school community? How have you worked with the governing body to enable it to meet its responsibilities?

Your response:

     
Key area 6 – Strengthening Community

Explain (a) How you have taken into account the richness and diversity of your school’s community (b) How you have worked in partnership with parents and other agencies for the well-being of all children.

Your response:

     
Key area 7 – Safeguarding and Promoting the Welfare of Children

Explain (a) How you have ensured a safe and supportive school culture (b) How you have ensured the welfare of children is safeguarded and promoted in line with current best practice and LA advice.

Your response:

     

EQUAL OPPORTUNITIES MONITORING FORM












        For office use only


CONFIDENTIAL INFORMATION                                                 App No

The information given on this sheet will not be used to make decisions about who is recruited.  The form will not be seen by the Shortlisting/Interview Panel.  It will be stored securely by the Human Resources Section who will use the information to improve equality in recruitment and overall service delivery.

	Please complete this form in full BLOCK CAPITALS

Your Surname/family name       
Forenames/first names       
Preferred title (please mark with a cross)

MR  FORMCHECKBOX 
       MRS  FORMCHECKBOX 
       MS  FORMCHECKBOX 
       MISS  FORMCHECKBOX 
       Other (please specify)      
Your date of birth        (day)             (month)             (year)


	Which best describes your racial or cultural origins?  (Please mark appropriate category with a cross)

	White:
	British
 FORMCHECKBOX 

Irish
 FORMCHECKBOX 

Any other white background      FORMCHECKBOX 
  Please specify      

	Mixed/Dual Heritage:
	White and Black Caribbean
 FORMCHECKBOX 

White and Asian
 FORMCHECKBOX 

White and Black African
 FORMCHECKBOX 

Any other mixed background     FORMCHECKBOX 
  Please specify      

	Asian or

Asian British:
	Indian
 FORMCHECKBOX 

Pakistani
 FORMCHECKBOX 

Bangladeshi
 FORMCHECKBOX 

Any other Asian background     FORMCHECKBOX 
  Please specify      

	Black or

Black British:
	Caribbean
 FORMCHECKBOX 

Somali
 FORMCHECKBOX 

Other African
 FORMCHECKBOX 

Any other black background      FORMCHECKBOX 
  Please specify      

	Chinese:
	Any Chinese background
 FORMCHECKBOX 
  Please specify      

	Any other Ethnic group:
	Yemeni
 FORMCHECKBOX 

Other Arabic
 FORMCHECKBOX 

Any other ethnic group
 FORMCHECKBOX 
  Please specify      

	Do you consider yourself to be disabled?

YES  FORMCHECKBOX 
        NO  FORMCHECKBOX 
 (Please mark with a cross)

	How did you find out about this job?  (Please mark one of the following with a cross)

	 FORMCHECKBOX 

Sheffield City Council Website

 FORMCHECKBOX 

Times Educational Supplement (TES)

 FORMCHECKBOX 

TES Website 
	 FORMCHECKBOX 

Teacher Vacancy List (TVL)

 FORMCHECKBOX 
       Word of Mouth (Please specify)

 FORMCHECKBOX 

Other – (Please specify)      


	Signed      
	Date      












