	Job Application Form
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	Job applied for:
	

	
	

	Reference number:
	

	
	

	Closing date:
	


Personal Details

	Last name
	

	

	First name(s)
	

	

	Address
	


	
	

	

	Postcode
	
	Tel: Mobile
	

	

	Tel: Home
	
	Email address (home)
	

	

	Tel: Daytime
	
	Email address (work)
	


	Do you require a work permit to take up employment in the UK
	Yes
	
	No
	
	

	

	National Insurance Number
	

	

	Are you applying for this post as a job share?
	Yes
	
	No
	
	

	


	Have you successfully completed a period of induction as a qualified 
	Yes
	
	No
	
	

	teacher in this country? (for teachers only)
	

	

	If yes please give details of completion
	

	

	Are you registered with the GTC? (for teachers only)
	Yes
	
	No
	
	

	

	If so please give details of your GTC
	

	Reference number (DfE number) (e.g. 12/34567)
	

	

	Are you subject to any conditions or prohibitions placed on you by
	Yes
	
	No
	
	

	the GTC (or another GTC in UK?) - (for teachers only)
	

	

	If yes please give details
	

	
	
	
	
	

	Do you have Qualified Teacher Status? (for teachers only)
	Yes
	
	No
	
	

	

	If yes please give date of award
	

	

	QTS Certificate Number if applicable
	

	(for teachers only)
	


Present or Most Recent Employment

	Name and address of 
	

	
	

	employer
	

	

	
	

	

	Post code
	
	

	

	Tel
	
	Fax
	

	

	Email
	

	

	Post held
	
	Grade/spine 
	

	
	
	point
	

	

	Basic salary per annum £
	
	Allowances
	

	

	Date started
	
	Until
	

	

	Notice required
	
	
	

	

	Brief description of duties
	

	

	
	

	

	
	


References

Please give names and addresses of two people who can verify your employment record and can provide an assessment of your suitability for this post. One must be your present or most current manager.

Please note that we reserve the right to approach any of your previous employers for a reference.  If your last post did not include working with children, a reference will be sought from the employer by whom you were most recently employed to work with children.

	Name
	
	
	Name
	

	
	
	
	
	

	Job Title
	
	
	Job Title
	

	
	
	
	
	

	Company/ School name
	
	
	Company/ School name
	

	
	
	
	
	

	Address
	
	
	Address
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Postcode
	
	
	Postcode
	

	
	
	
	
	

	Tel
	
	
	Tel
	

	
	
	
	
	

	Fax
	
	
	Fax
	

	
	
	
	
	

	Email
	
	
	Email
	

	
	
	
	
	

	Employment 
	from 
	
	
	Employment 
	from
	

	
	
	
	
	

	dates
	to
	
	
	dates
	to
	

	
	
	
	
	

	Can we approach this referee?
	Y/ N
	
	Can we approach this referee?
	Y/ N


REFEREES WILL BE CONTACTED BEFORE THE INTERVIEW UNLESS OTHERWISE STATED
Previous Employment

Start with the most recent and list details of employment since leaving full time education. Do not leave any gaps. If necessary you should include full time or part time education or training and any periods of unemployment and periods for raising a family.        
	Employers name and address
	
	From
	
	To
	
	Job title

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Please continue on a separate sheet if necessary

Education, Qualifications and Training 
Secondary/Further
	From
	
	To
	
	Qualification results with grades
	
	School/College/University

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


 Academic/Professional

	From
	
	To
	
	Qualification results with grades
	
	School/College/University

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Other training course attended - including short, in-service training

	From
	
	To
	
	Qualification results with grades
	
	School/College/University

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Other qualifications, membership of professional bodies

	

	

	

	

	


Please continue on a separate sheet if necessary

Personal Statement

Please support your application with a statement in which you explain how you meet the requirements of the post as described in the person specification. Explain what you have to offer in terms of your experience, skills and knowledge gained in relevant unpaid or voluntary work, study or training. Attach additional sheets if necessary and please address the items in the person specification in the order given. If you do not send us this statement, you will not be considered for interview.

Before writing your statement refer to the guidance notes attached to this application form.

	


Please continue on a separate sheet if necessary

Safeguarding Statement

The Free School Norwich is committed to safeguarding and promoting the welfare of children and young people, and expect all staff and volunteers to share this commitment.

Relatives and Other Interests

	Are you related to, or do you have a personal 
	Yes
	
	No
	
	

	relationship with an Employee of the School or a Councilor?
	

	
	

	If yes, please give name
	

	
	

	Department
	
	
	Relationship
	


Disclosure of a Criminal Record

A copy of The Free School Norwich's guidance on the employment of ex-offenders is enclosed within the application pack.

The Rehabilitation of Offenders 1974(Exceptions) (Amendment) Order 1986 does not apply to posts where there is access to children. This means that applicants for employment which involves working with children and young people must disclose any criminal record.

If the post that you are applying for involves such access it will be included on the Person Specification form.  If your application is successful, you are required to make these disclosures and consent to The Free School Norwich on behalf of the school, verifying the accuracy of your response with the Criminal Records Bureau. 

All disclosures of a criminal record are strictly confidential. Checks are made only in connection with your application for employment with children and for no other purpose. 

Disclosure of a criminal record will not necessarily debar you from employment with The Free School Norwich, this will depend upon the nature of the offence(s), frequency and when they occurred. 

If you require further information, please contact The Norwich Free School on: 01603 761044. Any offer of employment will not be confirmed where there is a failure to give relevant information.

	Do you have a criminal record? (This includes Criminal
	Yes
	
	
	No
	
	

	Conviction/s or police caution/s, spent or otherwise)


If Yes, in the event of you being shortlisted for this post, you will be required to give full details of your criminal record, in confidence, to an HR professional prior to completing an application for a criminal record check with the Criminal Records Bureau.

Applicants should note that providing false information to obtain employment is a criminal offence.

Independent Safeguarding Authority

The need to register with the Independent Safeguarding Authority (ISA) is currently under review.

Declaration

I confirm that the information I have given on this form is correct and understand that, if appointed on the basis of false information, I am liable to be summarily dismissed. I freely give my explicit consent that the information which I give on this application form may be processed in accordance with the Data Protection Act 1998.
	Signed
	
	
	Date
	


	Name in block capitals
	


Equal Opportunities Monitoring Information

Please note that this information is processed anonymously in order that we can monitor the effectiveness of our policies and procedures and comply with legislation. We need accurate data on the composition of our workforce to do this. It is important that you complete this page, which is removed from your application form before the shortlisting stage.

	Name
	

	

	Job Reference
	

	
	

	Post title
	


	How did you find out about this vacancy – if it was
	
	

	an advertisement, please name the publication:
	
	
	


	Date of birth
	


	Sex
	Male
	
	Female
	
	Trans-gender
	


Disability

	Do you consider that you have a disability under the 
	Yes
	
	No
	
	

	Equality Act* - see below.


*The definition of disability according to the Equality Act 2010, is: "A physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day to day activities". A long term effect is one that has lasted 12 months, is likely to last 12 months or, is likely to last the rest of the person’s life.

Additional Information

We try to make reasonable provisions for people with a disability. If there is any special help that you may require at the interview, please detail below e.g. sign language interpreter, wheelchair access.

	

	

	

	

	

	

	


I would describe my race or ethnic origin as: (Please tick the appropriate box below)

	Asian or Asian British
	
	
	Black or Black British
	

	
	
	
	
	

	Bangladeshi
	
	
	Caribbean
	

	
	
	
	
	

	Indian
	
	
	Black and Asian 
	

	
	
	
	
	

	Pakistani
	
	
	African:
	

	
	
	
	
	

	Other Asian background (please state)
	
	
	Eritrean
	

	
	
	
	
	

	
	
	Ghanaian
	

	
	
	
	
	

	Mixed
	
	
	Nigerian
	

	
	
	
	
	

	White and Asian
	
	
	Somali
	

	
	
	
	
	

	White and Black African
	
	
	Other African background (please state)

	
	
	
	
	

	White and Black Caribbean
	
	
	

	
	
	
	
	

	Other Mixed background (please state)
	
	
	
	

	
	
	
	
	

	
	
	White
	

	
	
	
	
	

	
	
	
	British
	

	
	
	
	
	

	Chinese or other Ethnic Group
	
	
	Greek/Greek Cypriot
	

	
	
	
	
	

	Chinese
	
	
	Irish
	

	
	
	
	
	

	Filipino
	
	
	Kurdish
	

	
	
	
	
	

	Vietnamese
	
	
	Turkish/Turkish Cypriot
	

	
	
	
	
	

	Other Ethnic Group (please state)
	
	
	Other White background (please state)
	

	
	
	
	
	

	
	
	

	
	
	
	Any Other Ethnic background (please state)
	

	
	
	
	
	

	Not Declared
	
	
	


Data Protection Act

We will process all data in compliance with the provisions of the Data Protection Act 1998.

Please sign below to freely give your explicit consent to allow the information, given on this form, to be processed in accordance with the Data Protection Act 1998 for HR and payroll purposes, equal opportunities monitoring and to fulfill statutory requirements, including but not limited to Equalities Act 2010.
	Signed
	
	
	Date
	


Guidance for candidates applying for a job with The Free School Norwich
Please read this carefully BEFORE you start to fill in the application form.

General

The application form plays a crucial part in the selection process, both in deciding whether you will be invited to an interview and at the interview itself. It is vital that you complete this form as fully and accurately as possible. We will not make any assumptions about your experience, knowledge, skills and abilities to do the job.

You should complete the form and Personal Statement in black ink or use a PC. The application may be photocopied or scanned and some colours do not photocopy or scan clearly.

Read the Advertisement, Job Description, Person Specification and other accompanying information carefully before you start. All parts of the application form must be completed.
Personal Details

Complete this section fully and clearly. If you do not know your National Insurance number, you can obtain it from your local Benefits Agency office. All successful applicants will be required to produce documentary evidence of their eligibility to work in the UK*. Verification of identity is required before confirmation of appointment.

*A copy of the Asylum and Immigration Act 1996 (Section 8) is available from Education HR including a list of the accepted documents.
Present or most recent employment

It is important to give full information, including the organisation or school you work in, or most recent employment if not currently working, full dates, address and other requested details.
References

All appointments are subject to verification of employment and suitability of the candidate for the post applied for. It is our policy to approach the referees of all shortlisted candidates. We reserve the right to approach any previous employer for a reference.  If your last post did not include working with children, a reference will be sought from the employer by whom you were most recently employed to work with children.

Previous employment for all support staff (non-teaching) posts

Ensure that you put in full dates, names addresses and your job title. Be careful not to leave any unexplained gaps. Details of part time and relevant voluntary work should also be entered.
For applicants for teaching posts only

Complete Appendix A including full details of any unpaid work and also details of work outside teaching. This helps in an accurate assessment of your salary and gives us your service history. Do not leave any unexplained gaps.
Education, Qualifications and Training

Ensure you give all the information requested, including dates, establishment where you studied and make clear the level of any examinations e.g. GCSE, GCE 'O' Level or 'A' Level or equivalents etc. and the grades you obtained. Also include here any skills training you have had. You will be required to produce original documentary evidence of any qualifications relevant to the job, and these will be detailed on the Person Specification.

Proof of qualification is required before the appointment is confirmed.
Relatives and other interests

If this applies to you, please give the name of the employee, the department that they work in and the relationship e.g. husband, daughter.
Personal Statement

This statement is an important part of the application form. This is where you should describe your experience, skills and abilities. As a guide, 1-2 sides of A4 are usually sufficient. You must demonstrate competence in all areas listed in the Person Specification by giving short examples. Describe how you match the requirements of the job; include experience gained from previous jobs, community or voluntary work. Ensure that the information you give us is well organized, relevant and brief. You may find it helpful to list each person specification requirement as a separate heading to explain how you meet that requirement.

If you do not send us this statement, you will not be considered for short listing. CVs will not be accepted.
Additional information

If this applies to you, please let us know the help you require and we will ensure that reasonable adjustments are made where possible.
Disclosure of a criminal record

The Free School Norwich operates a Disclosure procedure in line with CRB guidelines. If you are selected for appointment to a post that involves access to children you will be subject to this procedure. All Disclosures are carried out in the strictest confidence and are made only in connection with your application for employment and for no other purpose. The application for an Enhanced Disclosure will be activated before your first day of work.

Posts that involve such access include: all school based posts, youth workers, early years service posts, Education Psychologists, Education Welfare Officers as well as all office based posts where the postholder, on occasion will be required to visit any establishment where there are children.

A copy of our policy on the Employment of Ex-Offenders is enclosed in the application pack. Please contact Education HR on 0207 527 5787/ 5950 if you would like further clarification about the post you are applying for.

If you are selected for employment, you will be required to give full details of your criminal record to a Senior HR Manager, in confidence, prior to completing an application for an Enhanced Disclosure with the Criminal Records Bureau. This information will remain strictly confidential and will only be seen by those responsible for the recruitment decision. The information will be shredded in line with our policy on the handling and storage of information relating to criminal record disclosures.
Declaration

Under the Data Protection Act 1998, we must ask you to freely give your explicit consent to the processing of information on this application form in accordance with The Free School Norwich's registration under that same Act for personnel and payroll purposes, equal opportunities monitoring and to fulfill statutory requirements.
Independent Safeguarding Authority

The need to register with the Independent Safeguarding Authority (ISA) is currently under review.

Equal opportunities monitoring information

All job applicants are expected to complete the monitoring details of the form in order to assist us in complying with statutory requirements. All successful applicants are expected to support the policy actively. Copies are available from Education HR on 0207 527 5787/ 5090.
Appendix A Salary Assessment - for teachers only

Your employer should notify you of the calculation of your salary and allowances annually. If you have not been employed as a teacher for some time, please give the details of your last known salary and all allowances paid. If you do not know how your salary is made up, please mark this part of the form 'not known'.

Before you send your completed application to us, please read it thoroughly and ensure all sections of the application have been completed legibly and fully and you have addressed all the criteria in the Person Specification.

	PREVIOUS EMPLOYMENT/CAREER HISTORY FOR TEACHING STAFF ONLY
	Appendix A

	Include all of your career history including any work outside education

	Name 
	
	DfE number
	

	Date you obtained you QTS
	
	GTC registration number
	

	Detail subjects and/or age ranges you are qualified to teach:
	

	

	

	From
	To
	Name/type of school or establishment
	Approx roll
	FT/PT hours per week (fte)
	Post title
	Current Salary Assessment 

	
	Qualifications/ Experience on Mainscale
OR 

Upper Pay Scale spinal column point
	

	
	
	

	
	Any Allowances for the following
Recruitment or Retention

TLR

Special Needs
	

	
	
	

	
	Leadership

Range

Spine point

Other payments
	L      to L

L


	
	
	

	Please continue on a separate sheet if necessary


Please read the guidance notes on


Page 8 before completing this form.	


Write clearly in black ink/type as


this form will be photocopied.











