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	Tonbridge Grammar School

APPLICATION FOR EMPLOYMENT




Please carefully read the job profile contained in this pack before completing this form.

Please ensure that you complete ALL sections.  Your application will be treated in the strictest of confidence.

	Post applied for:


	


	Surname:


	
	Title:
	

	Forename(s):


	
	
	


	Full Address:

(inc postcode)


	


	Teaching Post Only

DfE No:

Date awarded:
	
	Teaching Post Only

NQT Induction 
Date completed:
	


	Are you entitled to work in the UK without a work permit?
	Yes / No



	If ‘No’ what is the expiry date of your current work permit?
	

	What date did you become resident in the UK?

(Please enter date or write not applicable)
	


	National Insurance No:
	


	Daytime Contact No:


	
	Evening Contact No:


	

	Mobile No:
	
	E-Mail address:




	Where did you see this post advertised?
	


Education and Training

Original documentation of qualifications will be required at interview.

TEACHING QUALIFICATIONS

Qualifications Achieved Training as a Teacher:

	COLLEGE/UNIVERSITY
	FROM
	TO
	FULL/PART TIME
	QUALIFICATION ACHIEVED
	DATE OF AWARD

	
	
	
	
	
	


Detail subjects and key stages you are qualified to teach.
	


Qualifications other than Teaching (list in descending order)

	COLLEGE/UNIVERSITY
	FROM
	TO
	FULL/PART TIME
	QUALIFICATION ACHIEVED
	DATE OF AWARD

	
	
	
	
	
	


Secondary Education

Please list GCSE/A level or equivalents including grades achieved.

	SCHOOL
	FROM
	TO
	SUBJECT AND GRADES
	DATE AWARDED

	
	
	
	
	


EMPLOYMENT

	Name and address of 

your current or most recent Employer:

Date started:
	Job Title:

Details of role:



	Current or last Payscale/

Resp Allowances:
	
	Current  or last salary per annum:
	

	Date of leaving:

(if applicable)
	
	Reason for leaving current or last post:
	


Please list your previous employment history, giving details requested below.  Please give details of all employment and explain any gaps in your job history, using a separate page if necessary.

	Date Employed From/To

From
	To
	NAME AND ADDRESS OF EMPLOYER

POST & RESPONSIBILITY

(please state type and size of school e.g. mixed comp.1200)
	SIZE/TYPE OF SCHOOL


	DETAILS OF POST


	REASON FOR LEAVING

	
	
	
	
	
	


Membership of Professional Organisations and Institutions:

	
Name of Organisation
	Date achieved
	Membership Status
	By examination

(Yes/No)

	
	
	
	


Please list relevant professional development and training in the last 3 years:

Please continue on a separate sheet if necessary.

	Title of Course
	Provider & Location
	Date Completed
	Qualification obtained (if any)

	
	
	
	


Additional Supporting Information:
At Tonbridge Grammar School we support and encourage all staff to look for every opportunity to use their skills and abilities.  This is your opportunity to tell us as much as possible about yourself and will help us make a fair decision in the selection process.  

Using the job profile and person specification as a guide, please use the following section to provide evidence of the ways in which you would meet the personal specification of the post.

You may wish to outline:

· your philosophy on teaching and learning

· your leadership/management vision

· your ideas on curriculum development

· the additional skills and qualities which you would bring to this post

	


Activities & Interests, including any public duties, community or voluntary work experience: 

	


REFEREES

Please give the names, addresses, e-mail addresses and positions of 2 referees. Your first reference must be the Head Teacher if your current or most recent employer is a school. 
Referees will be asked about all disciplinary offences which may include those where the penalty is expired if related to children. Referees will also be asked whether you have been the subject of any child protection concerns, and if so, the outcome of any enquiry. We will also ask about any performance and/or attendance concerns.  References will not be accepted from relatives or from people writing solely in the capacity of friends.

It is normal practice to take up references on shortlisted candidates prior to interview. Please be aware that schools are also required to undertake online recruitment checks (including social media) on shortlisted candidates.  This is in line with the most recent version of the Keeping Children Safe in Education statutory guidance.
	Name of referee (in full):

Title or relationship to

Applicant:


	

	Name of business:


	

	E-mail Address: 

	


I consent to Tonbridge Grammar School contacting this referee to obtain information in line with our privacy notice for applicants.  YES/NO
Signed……………………………………………………………
	Name of referee (in full):

Title or relationship to

Applicant:


	

	Name of business:


	

	E-mail Address:

	


I consent to Tonbridge Grammar School contacting this referee to obtain information in line with our privacy notice for applicants.  YES/NO

Signed………………………………………………………………..
Please note: references will be sought for all candidates short listed for interview in advance of the interviews taking place.  
	If you are successful, when could you start the job?
	


	Are you aware of any matter which might call into question your integrity as an employee or bring you or the school into disrepute?
	             Yes   /   No


If yes, please give brief details ……………………………………………………………………………............................................
………………………………………………………………………………………………………………………………………………………………………
	Are you on the Children’s Barred List (List 99 and PoCA List), have you ever been disqualified from working with children or been subject to any sanctions imposed by a regulatory body e.g. National College for Teaching and Leadership (previously the General Teaching Council)? It is a criminal offence for barred individuals to seek or undertake work with children. 
	Yes   /   No


Data protection Statement

Tonbridge Grammar School retains on file information (including health and equalities data) from this form and attached documents.  This is required for recruitment and equal opportunities monitoring purposes, the payment of staff salaries and the prevention and detection of fraud.  All information will be dealt with in accordance with the data protection legislation.

Unless you have immediately beforehand been in the employment of this Governing Body, all appointments will be subject to satisfactory references, and confirmation of full Disclosure and Barring Service and Occupational Health Clearance.

Declaration by Applicant

I declare that the information I have given in this application is accurate and true.  I understand that providing misleading or false information will disqualify me from appointment OR, if appointed, may result in my dismissal.

	Signed:

	
	Date:
	


PLEASE RETURN YOUR COMPLETED APPLICATION FORM TO:

The Head Teacher, Tonbridge Grammar School, Deakin Leas, Tonbridge, Kent, TN9 2JR

Or via email: personnel@tgs.kent.sch.uk

Please complete the attached Self-declaration of Criminal Offences form and

 return to the School in a separate envelope.  Thank you.

THIS PAGE IS LEFT INTENTIONALLY BLANK

SELF-DECLARATION OF CRIMINAL OFFENCES

The post you have applied for is exempt from the Rehabilitation of Offenders Act (ROA) 1974.  You must disclose details of any spent or unspent cautions or convictions.  Appointment to posts exempt from the ROA will be subject to the successful candidate obtaining an enhanced disclosure from the Disclosure and Barring Service.  We would ask that you make known any details of any police reprimands, cautions or warnings that are likely to be disclosed by the request of an enhanced disclosure from the DBS.

Please read carefully the accompanying notes and then enter any convictions and cautions below.  Please enter NONE if applicable.

	Offence
	Date of Conviction / caution / reprimand / bind over
	Sentence

	
	
	


Please list below details of any pending prosecutions.  Please enter NONE if applicable.

	Court to which summoned
	Appearance Date
	Alleged Offence

	
	
	


I certify that:

i. I have read and understood the attached guidance notes;

ii. To the best of my belief the information I have entered is true and I understand that any false information or failure to disclose criminal convictions will result, in the event of employment, in a disciplinary investigation by the Governing Body and is likely to result in dismissal.

Signed: ______________________________________     Date: _____________________

Print Name: _______________________________________________________________

Position applied for: _________________________________________________________

Notes

1.   Under the Criminal Justice & Courts Services Act 2000 it is an offence for an individual who has been disqualified from working with children to knowingly apply for, offer to do, accept or do any work in a ‘regulated position’. 

2.   As the post for which you are applying is one that will give you substantial unsupervised access to children and young people it is covered by The Rehabilitation of Offenders Act 1974 (Exceptions) Orders from time to time enacted and in force. You are therefore required to disclose `spent' as well as `unspent' criminal convictions, cautions or reprimands or bind overs and any pending prosecutions against you in line with the requirements below.

3.   You must declare the following:

· Cautions given less than 6 years ago (where you were over age 18 at the time of caution)

· Any convictions, whenever they occurred, relating to an offence from a prescribed list available from: https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check or from your school office.
· All convictions that resulted in a custodial sentence (regardless of whether served and whenever they occurred). 
· Where you have more than one conviction all convictions must be declared.
· Other convictions given less than 11 years ago (where you were over age 18 at the time of conviction)
· Other convictions given less than 5.5 years ago (where you were under age 18 at the time of conviction)
4.   The information you provide (by completing the form) will be treated as strictly confidential and will be considered only in relation to the post for which you are applying. 

5.   Disclosure of a conviction, caution, reprimand, bind over or pending prosecution does not necessarily mean that you will not be appointed; a person’s suitability will be looked at as a whole in the light of all the information available, and in accordance with the Governing Body’s on the employment of ex-offenders, a copy of which can be obtained from the Governing Body.  A main consideration will be whether the offence is one which would make a person unsuitable to work in the capacity of the post applied for.  If you disclose information which you are not required to, this will be disregarded.  Any information provided which is not relevant to employment will be disregarded

6.   A conviction includes: 

a. A sentence of imprisonment, youth custody or in a young offenders institution;

b. An absolute discharge, conditional discharge, bind over;

c. A fit person order, a supervision or care order, a probation order or community punishment order or an approved school/academy order arising from a criminal conviction; 

d. Simple dismissal from the Armed Forces, cashiering, discharge with ignominy, dismissal with disgrace or detention by the Armed Forces.

e. Detention by direction of the Home Secretary;

f. Remand centres, secure training centres or in secure accommodation; 

g. A suspended sentence;

h. A fine or any other sentence not mentioned above. 

7.  A caution is a formal warning about future conduct given by a Senior Police Officer, usually in a Police Station, after a person has admitted an offence.  It is used as an alternative to a charge and Positive Prosecution.  

8.  A Reprimand has replaced a Caution for young people under 15.  A young person given a second formal warning about future conduct is then given a formal warning. 

9.  A Bind over is an order which requires the defendant to return to Court on an unspecified date for sentence.

10.  Driving offences must be declared unless excluded by the criteria in 3. above. 

11.  Failure to disclosure convictions, cautions, reprimands or bind overs and any pending prosecutions may, in the event of employment result in dismissal or disciplinary action by the Governing Body.

As the post for which you are applying falls within the category for which a criminal record disclosure is required, if you are selected for appointment, you will be required to apply for an enhanced Disclosure & Barring Service (DBS) disclosure.  A refusal to make such an application could prevent your employment.
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