
 
 

GUIDANCE NOTES FOR JOB APPLICANTS  
 

Thank you for your job enquiry at our School 
 

The information you provide on this application form and additional sheets will determine whether you are short-
listed for interview. Please note that CV’s will not be accepted. 
 
If you do not understand anything on the form, please ring the School or contact telephone number in the information 
pack. A job description and person specification is enclosed with this pack. They should be used in conjunction with 
these guidance notes when you complete the application form. 

 
PERSONAL DETAILS - Please enter your details fully and clearly so we may contact you about your application. 

 
REFEREES - Give the names and addresses of two referees, one of whom must be your current employer (or most 
recent if unemployed).  If you have not been employed before, give details of teachers/lecturers or others who know 
you well enough to comment on your ability to do the job. Relatives and friends must not be used. 

 
SELF DISCLOSURE FORM - In addition to the Application Form, shortlisted candidates will be sent a Self Disclosure 
Form and asked to complete and return it prior to interview.   

 
QUALIFICATIONS AND OTHER RELEVANT TRAINING - Give details of your relevant qualifications and training 
courses. (You will be asked to produce proof of relevant qualifications if you are interviewed). 
 
Look at the person specification to see which qualifications/training are essential. You may also have gained 
qualifications and attended training that, although not essential, are relevant to the job. 

 
We are also interested in any relevant courses that did not lead to an examination or qualification and will take into 
account equivalent education/qualification gained overseas or as part of a vocational training scheme. 

 
PERSONAL STATEMENT- Please use up to two A4 sheets to explain why you are suitable for this position, focusing on 
the job specification. 
 
Share specific examples of your relevant experience, skills, and knowledge that demonstrate how you meet the criteria 
outlined in the person specification. 
 
Carefully review both the job description and person specification as you prepare your statement. 
 
Highlight Personal Skills: Be positive about your personal skills and achievements, as they can be just as important as 
professional experience. 

 
EXPERIENCE - We are interested in all employment you have undertaken. If you have not had a full time or 
permanent job, please give details of any other employment you may have had (work experience, part time, 
voluntary or holiday work). 

 
IT IS IMPORTANT THAT ANY GAPS IN YOUR WORK HISTORY ARE FULLY EXPLAINED ON THE FORM. 

 



DATA PROTECTION 
 

The information you have supplied on this application form may be processed by computer, or may form the basis of 
manual records. Downsview School is committed to safeguarding and promoting the welfare of children and to 
equality of opportunity.  References for short listed candidates will be sought prior to interview and an Enhanced 
Disclosure via the DBS will be completed on the successful applicant.  
 
In line with recommendations in Keeping Safe In Education, a basic internet search for all shortlisted candidates will 
take place.  No decisions about hiring will be based solely on the personal information found in online searches and a 
candidate will always be given the opportunity to address any issues or concerns highlighted in the search during 
interview.  Photographic identification and certificates of all relevant qualifications will need to be provided at 
interview stage. 

 
In line with the General Data Protection Regulation (GDPR) and the expected provisions of the Data Protection Act, 
the school is responsible for holding and protecting personal data.  The school is required to share some data with the 
Local Authority and the DfE.  For further information on who we share data with, please see our Privacy Notices which 
you can find by following the link https://www.downsview.croydon.sch.uk/policies/.  Downsview is GDPR compliant 
and is registered with the ICO. 
 
DISABILITY - The School / Council welcomes applications from people with disabilities. 

 
Please let us know if you need additional assistance from us in order to complete the application form or prior to 
attending the selection process (special parking, ground floor venue, sign language interpreter, large print, wheelchair 
access, etc.) 
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