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APPLICATION FORM FOR APPOINTMENT TO A POST AT MANOR LEAS JUNIOR ACADEMY
Please complete clearly in black ink or typescript. This application form must be completed in full. A CV will not be accepted as a replacement for any part of this form.

We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.

	For non-teaching posts you can disregard the shaded boxes if these are not relevant to you.

	Please complete all grey areas. Where a tick is required, click in the relevant box and press Ctrl + #


Please return this form to the school unless you are applying for a head teacher post where you must return it to the Chair or the Clerk to Governors. If you have not been invited for an interview within 4 weeks of the closing date, please assume that your application has been unsuccessful on this occasion.

	Post Details
	

	Post applied for:
	

	at:
	MANOR LEAS JUNIOR ACADEMY
	


	Personal Details

	Your title: (optional)
	
	Date of birth:
	dd/mm/yyyy

	First Name(s):
	

	Surname:
	

	Previous Names Known by:
	

	Address and postcode:
	

	Home phone number:
	
	Work phone number (optional)
	

	Mobile phone number:
	
	
	

	Email:
	

	DCSF Reference number (formerly DfES/DFEE):
	
	NI Number:


	

	
	
	If you do not have an NI number please give details on a separate sheet

	Referees

Please give details of two referees. If you are, or have recently been employed, one must be your current or last employer. If you have worked with children in the past one of your referees must be able to make reference to your work with children. If your current or last employment was within a school, one referee must be the head teacher. If you are a student, one should be a senior staff member from your place of study. Your referees must not be a relative or partner.

	1. 
Name
	
	2. 
Name
	

	
Job Title
	
	
Job Title
	

	
Address
	
	
Address
	

	
Daytime phone number
	
	Daytime phone number
	

	
Email
	
	
Email
	

	
Capacity in which known to you
	
	
Capacity in which known to you
	

	Referees will be taken up after shortlisting and before interview. We may request additional referees.



	Present or last employment
If you have more than one post please provide details of the most relevant post here and include your other post/s under ‘Previous Employments.’



	1. 
	Post Title:
	

	2. 
	Name and Address of workplace:
	

	3. 
	Salary + any additional responsibility points or allowances:
	

	4. 
5.                    
	Dates of employment: 

Reason for leaving:

	

	6.
	Type of school including Single / Mixed Sex:
	

	7.
	Number on roll:
	

	8. 
	Age range taught:
	

	Key Duties and Responsibilities

	


	Previous Teaching/Leadership Posts

Please list in chronological order. Be explicit about the type of school or college and the length of time that the post was held. Please give reasons and duration for any gaps when you have not been in employment.

	Name of Local Authority
	Name, contact details and type of School/College and whether single/mixed sex
	Approx Number on Roll
	Age Range Taught
	Post Title, Grade or Scale, Full or Part Time
	Dates (month and year)
	Reason for Leaving

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Continue on a separate sheet if necessary and attach it securely to your application form.
	Previous Employments (other than teaching)

Please include any voluntary work, giving reasons and the duration of any gaps when you have not been in employment.  *There can be no gaps in the history – applications with gaps will be rejected.

	Name and contact details of previous employers
	Position and Responsibilities
	Dates (Month and Year)
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Continue on a separate sheet if necessary and attach it securely to your application form.

	Education, Training, Qualifications  Professional Members

	Please list in chronological order. Documentary evidence of relevant qualifications/memberships must be presented at interview.

	Secondary, Higher & Further Education / Organising Body / Professional Association
	Qualification Achieved
	Level & Grade
	From / To (month and year) Full or Part Time

	
	If relevant include key stage training, subject specialisms, specialist training or special studies (publications or research dissertations)
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Continue on a separate sheet if necessary and attach it securely to your application form.

	Personal Statement

While referring to the Job Description and Person Specification, explain how you would relate your education, training and experiences (including those not related to your employment) to the requirements of the post for which you are applying.

	If you are applying for a head teacher post describe:

· Your educational philosophy

· The extent of your experience with respect to staff, curriculum and financial management

· Your professional attitude towards

· Staff appointments

· The professional development of teachers

· The school governors, parents and the local community

· The management of change

	


	Positive about Disabled People

	Manor Leas Junior Academy welcomes applications from disabled people. We have been awarded the ‘Positive About Disabled People’ symbol in recognition of our commitment to ensure that disabled people are supported and treated fairly at every stage of their selection, employment and career development.

We are committed to interviewing all disabled applicants who meet the minimum criteria of the role applied for. Please tick the box below if you consider yourself to have a disability*. In addition please advise us of any reasonable adjustments which are needed to ensure this interview is accessible to you.

*For this purpose, disability is defined as any physical or mental impairment which has a substantial and long term adverse effect on your ability to carry out normal day to day activities. Long term means the effect of the impairment has lasted at least twelve months, is likely to last for twelve months, or is likely to last for the rest of a person’s life


	I consider myself to have a disability
	Yes
	
	No
	

	I require some reasonable adjustments to enable me to attend an interview
	Yes
	
	No
	

	If ‘Yes’ please give details


	Rehabilitation of Offenders Act 1974
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 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.



	If you are a foreign national or a UK resident who has lived or worked abroad, you must obtain a Certificate of Good Repute from that country(ies) Embassy in the UK. For example if you have worked in France, you must obtain a Certificate of Good Repute from the French Embassy in the UK.


	Immigration, Asylum and Nationality Act (2006)
In accordance with the Immigration, Asylum and Nationality Act 2006, Manor Leas Junior Academy requires new members of staff to provide documentary evidence that they are entitled to undertake the position applied for/have an ongoing entitlement to live and work in the United Kingdom. Therefore, all candidates shortlisted for interview are required to complete a declaration and to produce acceptable specified documentary evidence at interview.

I confirm that I am legally entitled to work in the UK                                          
Safeguarding Vulnerable Groups Act (2006)
Manor Leas Junior Academy is obliged by law to operate a checking procedure for employees who have substantial access to children and young people.

I confirm that I am not barred by the Disclosure & Barring Service from working with or applying to work with children or included on the DBS Children’s Barred List                                 
Rehabilitation of Offenders Act (ROA) 1974 (Exceptions) Order 1975 (as amended 2013)

Posts which involve substantial access to children are exempt from provisions contained within this Act under which the job applicants are entitled to withhold information about any previous criminal background which is either unspent or would otherwise be considered ‘spent’ under the terms of the Act. However, changes to the legislation in 2013 mean that spent convictions may be protected and do not have to be disclosed to prospective employers. Employers cannot take protected offences into account when making employment decisions. If the job for which you have applied involves substantial access to children and you have been shortlisted for the post, you will be provided with a form on which you will be asked to disclose any relevant previous criminal background. We will provide more information on protected offences at that stage.

If you are the successful applicant, you will be required to have an Enhanced Disclosure & Barring Service disclosure & we will also check the DBS barred list (children).  Failure to complete this form will result in your application not proceeding any further. The possession of a criminal record will not automatically debar you from consideration for the post for which you have applied. Any information given will be treated as confidential and will only be used in relation to the post for which you have applied.

I agree that the appropriate enquiry may be made to the Disclosure & Barring Service    
Data Protection Act 2018

The information provided by you on this form as an applicant will be stored securely either on paper or electronically in accordance with our obligations under the Data Protection Act 2018 and General Data Protection Regulation. The information provided will be processed solely for the purpose of recruitment and any other activity relating to this recruitment. For more information in relation to how we process your personal data, please see our privacy policy. 

I hereby give my consent for the information provided on this form to be held on computer or other relevant filing system and to be shared with other 3rd Party Processors for the purpose of this recruitment in accordance with Data Protection 2018.  
Disclosure

A candidate for any appointment with Manor Leas Junior Academy must state below any known relationship to any member of the Manor Leas Junior Academy staff or Governing Body when making an application. A candidate failing to disclose such a relationship or seeking to improperly influence the recruitment and selection process shall be disqualified from appointment, or if appointed, shall be liable to dismissal without notice.  
Are you related to any member of the Manor Leas Junior Academy Governing Board or existing employees of Manor Leas Junior Academy?                 Yes                    No  
If YES, give details:      

 FORMTEXT 

     




	Retired Teachers
Under the Teachers Pensions Regulations those teachers who are in receipt of a pension and retired on or after 01/04/1997 on grounds of ill health cannot be employed unless you surrender your pension and are deemed fit to be employed as a teacher again.


	General Teaching Council for England
It is a legal requirement for qualified teachers teaching in a maintained school, non-maintained school or pupil referral unit in England to be registered with the General Teaching Council for

England (GTC(E)). This includes supply teachers and centrally employed teachers who spend any

proportion of their time teaching in these schools.
You need to be aware that if appointed a check will be carried out by the Authority with the GTC(E) to ensure that you are registered with them. The check will also cover any disciplinary sanctions that may have been imposed by the GTC(E) in respect of an individual teacher through their own disciplinary process.


	Where did you see this vacancy advertised?

(Please be specific, e.g. Lincolnshire County Council website/ LincLine/ School Website/ Word of Mouth/other)

	


	Declaration
1.
The information I have given on this form is true and accurate to the best of my 
knowledge.

2.
I have read or had explained to me and understand all the questions on this form.

3.
I understand that deliberate omissions and incorrect statements could lead to my application being rejected or to my dismissal if appointed to the post.

4.
I understand that evidence of my qualifications will be required during the selection interview process.

5.
I understand that satisfactory references, DBS disclosure, medical clearance and evidence of the right to work in the UK are required before any final offer of employment can be made.

Signed …………………………………      Date ………………………………………………… 
If submitting this form via email you are declaring that the information stated is true and accurate. You will be asked to sign this form if you are invited to an interview.


	Recruitment Monitoring
Manor Leas Junior Academy is committed to achieving fairness and equality in employment as contained within the Academy’s Equal Opportunities Policy. We aim to ensure that unfair discrimination does not take place at any stage of employment including within the recruitment procedure. By completing this monitoring form you will be supporting the Academy in meeting its commitments to review and monitor the effectiveness of the recruitment procedure and help us ensure that these procedures are open and available to everyone. 
This page will be detached from your application form, stored securely and confidentially and will not be taken into account when making the appointment.
Surname:………………….
Title:…………….      First Name:………………….

Nationality: ………………….
Date of birth:
………………….
Gender: Male: 󠆿…… Female:……  Intersex: …….. Non-Binary: …… Prefer not to say:…..

If you prefer to use your own term, please specify here…………………………………….
Post Applied for:…………………………   Full time/Part Time: …………………………….



	What is your ethnic group?

Choose ONE Section from A to F, then tick the appropriate box to indicate your cultural background.

	a) White
	d) Black, Black British

	
	British
	
	Caribbean

	
	Irish
	
	African

	
	Any other White background, please write in
	
	Any other Black background, please write in

	
	
	
	

	b) Mixed
	e) Chinese, Chinese British

	
	White and Black Caribbean
	
	Chinese

	
	White and Black African
	
	Any other background, please write in

	
	White and Asian
	
	

	
	Any other Mixed background, please write in
	
	

	
	
	
	

	c) Asian, Asian British
	f) Gypsy / Traveller

	
	Indian
	
	Romany Gypsy

	
	Pakistani
	
	Irish Traveller

	
	Bangladeshi
	
	Any other Traveller background, please write in

	
	Any other Asian background, please write in
	
	

	
	
	
	

	
	I prefer not to disclose
	
	


	To which age band do you belong?
	16-19
	
	20-24
	
	25-29
	
	30-34
	
	35-39
	

	
	40-44
	
	45-49
	
	50-54
	
	55-59
	
	60+
	


	The Disability Discrimination Act 1995 defines disability as:
A disability is defined as any physical or mental impairment which has a substantial and long term adverse effect on your ability to carry out normal day to day activities. Long term means the effect of the impairment has lasted at least twelve months, is likely to last for twelve months, or is likely to last for the rest of a person’s life.

	Do you consider yourself to have a disability?
	Yes
	
	No
	
	I prefer not to disclose
	


	Religion / Belief

	Christian (all denominations)
	
	Buddhist
	
	Jewish
	
	Muslim
	
	Sikh
	

	None
	
	Other please specify:
	       Prefer Not to disclose: 


	
	
	


�





       Right to work evidence (office use only)





RETURN TO:   Nicky Hodgson, School Business Manager


 Manor Leas Junior Academy, Hykeham Road


 Lincoln, LN6 8B


t: 01522 881 370


e: nicky.hodgson@manor-leas-junior.lincs.sch.uk

















PLEASE READ AND COMPLETE OUR PROSPECTIVE EMPLOYEE PRIVACY NOTICE BEFORE COMPLETING THIS FORM.  BOTH FORMS MUST BE RETURNED TOGETHER.
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