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Application form
	Title:


	Surname:


	Forename:



	Position applied for: 


	Date you are able to commence duty:  


	Home Address

	National Insurance No: 


	Telephone (Home): 
	

	Telephone (Work): 
	

	Mobile: 
	

	Email: 
	

	Are you free to remain and take up employment in the UK? Please tick the relevant box: Yes     ⁬         No     ⁬  
If you are selected for an interview, and before you can commence employment, you will need to provide documentary evidence that you are entitled to work in the UK. This will require you to produce original not a copy of the document(s) as shown in the Appendix. 


	Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 (as amended in 2013).
It is an offence for an individual to attempt to engage in regulated activity (working with children). As a result, an individual would be unable to carry out the advertised role if they have certain criminal convictions. 

As part of the application process, we ask candidates about whether they have any criminal convictions that would prevent them from fulfilling the role. This is to ensure the candidate is suitable to work for the school. The school are also required to carry out a DBS check in order to determine your suitability for the role. 

Having a criminal record will not necessarily bar you from working with us. We will take into account the circumstances and background of any offences and whether they are relevant to the position in question, balancing the rights and interests of the individual, our employees, pupils, parents, suppliers and the public.

We will treat all applicants, employees and volunteers fairly but reserve the right to withdraw an offer of employment if you do not disclose relevant information, or if a DBS check reveals information which we reasonably believe would make you unsuitable for the role. The amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are “protected” and are not subject to disclosure to employers and cannot be taken into account.
Do you have any convictions, cautions, reprimands or final warnings that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order
 1975 (as amended in 2013).

 *Yes                              No     ⁬ ⁬   
*If the answer is yes, please provide full details below: -




Original documentation of qualifications will be required prior to an appointment.
	Secondary, Further Education and Higher Education

	Institution
	Dates (From/To)
	Full or 

Part Time
	Qualifications Obtained (with Subjects/Grades)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	If any course you have taken has been extended beyond the normal period, state reason and period of extension. Please also account for any gaps in your education.



	If applicable: 

Name of Teacher Training Institute _________________________________ 
Date in attendance  _______________________________________________
Qualification obtained _____________________________________________
Date of QTS Qualification __________________________________________
Teacher Reference No _____________________________________________



	In Service Training And Other Qualifications Obtained

	Please supply details of In Service Training and other relevant qualifications undertaken in the last five years and list on a separate sheet then attach to this form



	Training Provider
	Subject
	Duration
	Qualifications Obtained (if applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Continued Professional Learning (CPD)

	Please give details (including dates) of subsequent qualifications, training or research. Continue on a separate sheet if required.



	Previous Employment: Any gaps must be recorded in the section below 
Present (or most recent) Post

	Name of Employer


	Title of current post and nature of employment
	Full or Part Time
	From
	To
	Reason for Leaving & Salary on leaving £

	
	
	
	
	
	

	Other Employment History 

	Name of Employer


	Title of post and nature of employment
	Full or Part Time
	From
	To
	Reason for Leaving & Salary on leaving £

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Please account for any gaps in your employment record:




	Supporting Statement

In addition, you are asked to provide a supporting statement of no more than 4 A4 pages using the space below, detailing:

· Why this particular post attracts you?
· How your skills and experience fit you to the post and the contribution you could make


	

	
References: 
References will only be sought for shortlisted candidates prior to interview. If you have any concerns about this, please contact us on 02072598770. 


	Please nominate three referees. Your current or most recent employer must be your first referee unless you have not been in employment before.
If any of your references relate to your employment at a school or college, your referee must be the Headteacher or Principal. If you are currently working with children, your present employer will be asked about any disciplinary offences relating to children, current and or time expired; whether you have been the subject of any child protection concerns and, if so, the outcome of these investigations. If you are not currently working with children but have done so previously, the second reference must be that employer. 

Referees should have direct knowledge of your professional capabilities and performance.


	Referee 1  Name: 

	Job title: 

	Address: 

	Telephone: 

	
	Email: 

	
	In what capacity do you know the referee? 

	Referee 2  Name: 

	Job title:  

	Address: 

	Telephone: 

	
	Email: 

	
	In what capacity do you know the referee? 

	3. Referee 3  Name: 

	Job title: 

	Address: 

	Telephone:  

	
	Email: 

	
	In what capacity do you know the referee? 

	The Academy welcomes applications from disabled people. Please indicate in the box below if there is anything that we need to take into consideration to ensure that the shortlisting process is fair in relation to your disability. 




	How did you learn of this vacancy? 


	Your application form should be emailed to hr@uclacademy.co.uk no later than the closing date given in the advertisement.  
Please complete all sections and sign the form. If you are emailing the form to the above email address please save and send your attachment with your Surname, First Name and the position for which you are applying.
Thank you for your interest in the UCL Academy 

	I declare that the information I have given on this form is correct, true and complete and understand that any false statement may be sufficient cause for rejection or if employed, dismissal. I understand that my application form will be retained on file for a period of twelve months and give my consent for the personal data supplied to be used for the purposes of recruitment and selection. I also confirm I can produce original documentation of my qualifications and right to work in the UK. 
Signature: 

Print Name: 
Date: 


	If you do not hear from us within two weeks of the closing date, please assume that your application has not been successful on this occasion. 

It is the Academy’s policy to retain all applications forms for unsuccessful applicants for a period of twelve months after which time they are securely destroyed.
All information you send to us is strictly confidential and will be used for the purposes of this recruitment process only. It will be processed and held in accordance with the principles of the Data Protection Act 2018 and GDPR statutory guidance.


	FOR OFFICE USE ONLY: To be completed by Recruiting Line Manager

	DATE RECEIVED


	DATE ACKNOWLEDGED
	SHORTLISTED Y/N


	REASON



	INTERVIEWED Y/N
	PROOF OF RIGHT TO WORK Y/N
	RESERVE CANDIDATE Y/N 

(meets requirements but other candidate more suitable on this occasion)
	UNSUITABLE :
Y/N

Reason

Applicant withdrawn

Failure to attend interview

No right to work in UK

Did not demonstrate relevant experience/knowledge/skills/ability

Qualification not met

Any other reason 


Short Form Privacy Notice for Application Forms

This notice explains what personal data we will hold about you, how we collect it, and how we will use and may share information about you during the application process. We are required to notify you of this information, under data protection legislation. 

Please ensure that you read this notice as well as our privacy notice which can be found as part of the application pack information which details how we use your information.

Why Do We Collect This Information?

Once you have submitted an application form, the Academy use this information in order to take a decision on recruitment and to take steps to enter into a contract.


What Information Do We Collect?

We collect the following information from the application form in order to take a decision as to recruitment: 
· Name 

· Address

· Contact details 

· Work history  

· Right to work in UK (NI number)

· Current salary information

· Reference contact details 

· Criminal record information 

· Teacher reference number (if applicable)

· Qualifications 

· Disability 

How we may share the information

We may also need to share some of the above categories of personal information with other parties, such as HR consultants, recruitment agencies and professional advisers. Usually, information will be anonymised but this may not always be possible. The recipient of the information will be bound by confidentiality obligations. We may also be required to share some personal information as required to comply with the law.

How long we keep your information

We keep the personal information that we obtain about you during the recruitment process for no longer than is necessary for the purposes for which it is processed. How long we keep your information will depend on whether your application is successful and you become employed by us, the nature of the information concerned and the purposes for which it is processed. Full details on how long we keep personal data for is set out in our data retention policy, located on the UCL Academy website.

Appendix

Under the Immigration, Asylum and Nationality Act 2006, before you can commence employment you will need to provide documentary evidence that you are entitled to work in the UK. This will require you to provide the relevant original document, or documents, detailed in either List A or List B below.  The document(s) will be checked and a copy retained on the individual's personnel file. Photocopies of originals - even those supposedly certified as a "true copy of the original" by a lawyer will not be accepted as proof of eligibility to work in the UK. 

LIST A

( A passport showing that you, or a person named in the passport as your child, are a British citizen or a citizen of the UK and Colonies having the right of abode in the UK.

( A passport or a national identity card showing that you, or a person named in the passport as your child, are a national of a European Economic Area country or Switzerland.

( A residence permit, registration certificate or document certifying or indicating permanent residence issued by the Home Office or the UK Border Agency to a national of a European Economic Area country or Switzerland.

( A permanent residence card or document issued by the Home Office or the UK Border Agency to the family member of a national of a European Economic Area country or Switzerland.

( A passport or other travel document endorsed to show that you are exempt from immigration control, are allowed to stay indefinitely in the UK, have the right of abode in the UK, or have no time limit on your stay in the UK.

( An Immigration Status Document issued by the Home Office or the UK Border Agency to you with an endorsement indicating that you are allowed to stay indefinitely in the UK or have no time limit on your stay in the UK, when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government agency or a previous employer.

( A full birth certificate issued in the UK which includes the name(s) of at least one of your parents, when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government agency or a previous employer.

( A full adoption certificate issued in the UK which includes the name(s) of at least one of your adoptive parents, when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government Agency or a previous employer.

( A birth certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government agency or a previous employer.

( An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government agency or a previous employer.

( A certificate of registration or naturalisation as a British Citizen, when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government agency or a previous employer.

( A letter issued by the Home Office or the UK Border Agency to you which indicates that you are allowed to stay indefinitely in the UK when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government agency or a previous employer.

LIST B

( A passport or travel document endorsed to show that you are allowed to stay in the UK and are allowed to do the type of work in question.

( A Biometric Residence Permit issued by the UK Border Agency to you which indicates that you can stay in the UK and are allowed to do the work in question.

( A residence card or document issued by the Home Office or the UK Border Agency to a family member of a national of a European Economic Area country or Switzerland.

( A work permit or other approval to take employment issued by the Home Office or the UK Border Agency when produced in combination with either a passport or another travel document endorsed to show that you are allowed to stay in the UK and are allowed to do the work in question, or a letter issued by the Home Office or the UK Border Agency to you or the Company confirming the same.

( A Certificate of Application issued by the Home Office or the UK Border Agency to or for a family member of a national of a European Economic Area country or Switzerland stating that you are permitted to take employment which is less than six months old when produced in combination with evidence of verification by the UK Border Agency Employer Checking Service.

( An Application Registration Card (ARC) issued by the Home Office or the UK Border Agency stating that you are “allowed to work” or “employment permitted”, when produced in combination with evidence of verification by the UK Border Agency Employer Checking Service. 

( An Immigration Status Document issued by the Home Office or the UK Border Agency to you with an endorsement indicating that you can stay in the UK, and are allowed to do the type of work in question, when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government agency or a previous employer.

( A letter issued by the Home Office or the UK Border Agency to you or the Company, which indicates that you can stay in the UK and are allowed to do the work in question when produced in combination with an official document giving your permanent National Insurance Number and your name issued by a Government agency or a previous employer.

