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The Queen Katherine School Multi Academy Trust

INFORMATION FOR THE GUIDANCE OF APPLICANTS

Please read these instructions before completing the application form. 

1.
This application form will be photocopied and circulated to senior staff, Governors and others involved in the appointment. Applicants are requested to word-process their application form.

2. 
Please complete each section on each page of the form. Should there be insufficient space for all your details (e.g. on courses attended) please feel free to continue on a separate sheet of paper. 
3. 
A separate letter of application must be submitted with this form. (Please note, CV’s will not be accepted). The letter, which should supplement the information provided on the form, will be regarded as an important part of your application. Guidelines on writing your letter of application are given below. 

Only candidates that have been shortlisted will be contacted prior to interviews.  If you do not hear from us please assume that, in this application, you have been unsuccessful.  

4. 
Appointment to this post is subject to a police check and medical clearance. The successful applicant will be required to submit a completed form detailing previous addresses etc.
5.
Appointment is subject to receipt of two satisfactory references, including your most recent employer. Where an applicant is not currently working with children, but has done so in the past, a reference will be sought from the last employer relevant to working with children. References from relatives cannot be accepted.  
6. 
This application form should be returned to the following email address – applications@queenkatherine.org  

7.
Shortlisted candidates will usually be invited by e-mail, please check your in-box on and shortly after the closing date
THE LETTER OF APPLICATION 

You must include with the application form a formal letter of application addressed to the Headteacher. Letters should be no more than two sides of A4 in Arial font no smaller than size 11. This letter is your opportunity to convince the selection panel that you are a strong contender for the post, and to differentiate yourself from other equally well-qualified candidates. 

The letter must be word processed. Use clear English – please remember some members of the selection panel may not be familiar with educational "jargon". 

Selection is about fitting the person to the job. The letter should therefore clearly convey your views of education and what you believe you could bring to the particular post for which you are applying. You should aim to convince the selectors that you are capable of carrying out your stated intentions. 

Tailoring the letter to the particular school/post means studying the background details of the school/post and relating your own skills, experience and knowledge to the stated requirements. However, simply having done something does not demonstrate valuable experience or good practice. You should aim to show how you have learnt from your past experiences and that you can be able to transfer that learning to a new context.
	
	WARNING

As this appointment involves work with and/or access to children, the appointment will be subject to a police check of any previous criminal convictions.
	



      The Queen Katherine Multi Academy Trust

        CONFIDENTIAL
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APPLICATION FOR A TEACHING STAFF APPOINTMENT

	Particulars of post sought

	Post
	

	School
	

	Where did you see the post first advertised?
	TES

School Website

County Council Website
Other  _____________________________________________



	Name of applicant

	Surname
	
	Title
	

	Forename(s)
	
	Preferred name
	

	Current address


	

	Postcode
	
	Home Tel.
	

	Email
	
	Mobile Tel.
	

	Date available to commence work
	

	DFE Number
	

	National Insurance Number
	


Expectation: The Governors of The Multi Academy Trust expect staff to uphold the values and ethos of the school and actively promote our vision.

	

	The Queen Katherine School

Appleby Road

Kendal

Cumbria

LA9 6PJ

Tel:  01539 743900
	[image: image1.emf]
	George Hastwell School

Moor Tarn Lane

Barrow-in-Furness

Cumbria

L14 3LW

Tel: 01229 475253


	
	Walney School

Sandy Gap Lane

Barrow-in-Furness

Cumbria

LA14 3JT

Tel: 01229 471528


	Details of study, qualifications and experience

Secondary and Further Education

	Name of School/FE College
	Dates
	Level
	Subjects and Grades
	Date of Award

	
	From
	To
	
	
	

	
	
	
	
	
	

	Higher Education
	
	
	
	
	

	Name of Institution
	Dates
	Full time or Part-Time
	Main Subject
	Subsidiary Subjects
	Qualifications gained (including class)

	
	From
	To
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Relevant courses attended within the past five years
	Course Details
	Accreditation (if relevant)
	Dates

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Present post

	Name of school
	
	Date of appointment to present school:
	

	Address


	Title of present post:
	

	
	Reason for leaving:
	

	
	Are you a threshold teacher?

When did you become such:
	YES/NO

	
	
	

	
	Upper Pay Allowance U1-U3
	

	Type


	Main Pay Scale Point (M1-M6)
	

	Name of LA


	Teaching & Learning Responsibility 
	

	
	Spot salary of TLR
	£

	Number on roll
	Boys, Girls or Mixed
	Special Needs Allowance (1-2)
	

	School age range
	Recruitment & Retention Allowance (1-5)
	

	Subject(s) taught


	Current salary
	£

	Main duties and responsibilities of present post (bullet point)

	


	Previous work experience (in chronological order) since leaving full time education. Please include non-education posts and explain any breaks in work history and reasons for leaving. Continue on a separate sheet if necessary.

	Name & type of school (including LA) / Organisation
	Post held & any management allowance
	Boys, Girls, Mixed
	Number on roll
	Ages taught
	Subject(s) taught / Role responsibilities
	Dates

	
	
	
	
	
	
	From
	To

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Other relevant experience (paid or unpaid)
	Name of employer/organisation
	Exact details and nature of work/experience
	Dates

	
	
	From
	To

	
	
	
	


Other Teaching Ability

The ability to teach other subjects may strengthen your application. Please detail below other subjects you have taught and to what level.

	Name of employer/organisation
	Subject


	Level / s
	Dates

	
	
	
	From
	To

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please highlight below any qualifications which would enable you to teach other subjects.

	Name of Institution
	Dates
	Full time or Part-Time
	Main Subject
	Subsidiary Subjects
	Qualifications gained (including class)

	
	From
	To
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Software Use

Please highlight below any relevant software you have used previously (e.g. SIMS / Microsoft Office / Word / Microsoft Excel / Microsoft Outlook) indicating your level of ability. 

	Software
	Basic
	Intermediate
	Advanced

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Rehabilitation of Offenders Act 1974 (ROA)

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 and Barring Service before the appointment is confirmed. 

	References:

You are required to provide the details of two referees, one of whom should be your current Headteacher. Appointment will be dependent on receiving two suitable references. Referees will be asked about whether you have been the subject of any safeguarding concerns.
Please note, it is normal practice that we contact referees as soon as applicants confirm that they can attend interview. 



	Name:

Title:
	Name:

Title:

	Address:

Relationship to applicant:
	Address:

Relationship to applicant:

	Telephone No:
	Telephone No:

	e-mail:
	e-mail:


Canvassing directly or indirectly shall disqualify the candidate concerned.
All information contained in this form will be treated as STRICTLY CONFIDENTIAL.   
In the interests of economy, receipt of your application will not be acknowledged and only short listed candidates will be contacted. 

However, we will hold your application securely for 6 months in case a suitable vacancy arises – please advise if you do not wish for us to do so.

Declaration 
I declare that the above information is complete and accurate and I understand that any offer of employment is subject to a) satisfactory references b) a satisfactory enhanced DBS check and check of the Barred list where appropriate c) the entries on this form are complete and accurate d) a satisfactory medical report.

I confirm that I have not been disqualified from working with children, cautioned or sanctioned in this regard.                                               
	Signature:
	
	Date:
	


