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Application for Employment
	Applicant’s name:
	

	Title of post:
	

	Name of school applying for:  
All                                       
Corsham Primary School                    Queen’s Crescent School  
Ivy Lane School                                Aloeric Primary School 


Ludwell Primary School                     Greentrees Primary School


Pitton CofE Primary School                Winterslow CofE Primary School

Central Team                  



	Vacancy advertised:
	

	Job reference no:
	

	Closing date:
	

	Teacher no:
	


GUIDANCE FOR COMPLETION OF THE APPLICATION FOR EMPLOYMENT FORM
	· This information has been compiled to assist you in the completion of the application form.  Please remember the application form is an essential part of our selection process and the information you give will assist in selecting a shortlist of candidates for interview.  It is therefore important that you complete the application in full.
· Please complete all sections of this form using black ink or type.

· The equality and diversity monitoring form will be detached prior to shortlisting. This is to ensure that your application is dealt with objectively.

· Applications will only be accepted if they are completed in full.



	· Read through the information you have been sent and particularly study the advertisement, job description and person specification (where applicable).

· Complete as fully as possible, all the sections.  If any information requested is not applicable to you then please state this in the relevant section.

· Curriculum Vitae (CV) – Please do not enclose a CV.  You are asked to complete the application form in full.  It is however, acceptable to provide additional information in support of your application but this should be relevant to the vacancy you are applying for.
· Returning your form – please return to the address given in the supporting information.  



	1. PERSONAL DETAILS

	Forename/s


	Surname



	Preferred Title (Mr/Mrs/Miss/Ms/Dr/Other)


	Previous Surname/s



	Address
	Known as



	
	National Insurance Number


	
	Home Telephone No



	
	Mobile Telephone No



	
	Work Telephone No



	
	Email Address (Please be aware this email address will be used for correspondence relating to this application if disclosed.)




	2. EDUCATION AND QUALIFICATIONS
Please include all public examinations passed, including GCSE, NVQ/GNVQ and A Levels (or equivalents).  For degrees, please specify class and division and whether honours were achieved or not.

For professional teaching qualifications please state the age-range/subject(s) you are trained to teach.  If qualified teaching status was gained overseas, please indicate whether this qualification is recognised in the UK.



	Dates attended
(month and year)

	Name and location of school/college/university
	Qualifications gained 

(including grades)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	3. TRAINING AND PROFESSIONAL DEVELOPMENT

Please give details of training or professional development courses that are relevant to your application



	Course dates


	Course Title
	Qualification obtained
	Course provider/ Awarding Body

	
	
	
	


	4. PRESENT EMPLOYMENT (or most recent if not currently working)
If you are applying for a teaching post and are not currently employed as a teacher, please provide details of the school, academy, college or local authority where you were most recently employed.

	Employer (with address and contact name for reference purposes)


	Dates
From     To
	Salary
	Notice

Period
	Reason for Leaving post

	Employer

Contact Name

Address

Tel No

	
	
	
	
	

	Job Title



	Main Duties




	5. PREVIOUS EMPLOYMENT

Please start with the most recent employment first and work backwards.

Please ensure all periods of time are accounted for and any gaps in employment since leaving education are evidenced, for example, a year off to look after a child.  Please include any volunteering roles. 
You may attach an additional sheet if required.  



	Employer (with address and contact name for reference purposes)

	Dates

From       To
	Salary
	Job Title & Main Duties
	Reason for leaving post



	Employer

Contact Name

Address

Tel No
	
	
	
	

	Employer

Contact Name

Address

Tel No

	
	
	
	
	

	Employer

Contact Name

Address

Tel No

	
	
	
	
	

	Employer

Contact Name

Address

Tel No

	
	
	
	
	

	Employer

Contact Name

Address

Tel No

	
	
	
	
	


	6. REFEREES

Please give the names, addresses and occupations of two professional referees, one of whom should be from a senior person at your present or most recent employer (if currently unemployed).   These references should cover at least the last 5 years employment and therefore a third referee will need to be provided if necessary. 

Please do not provide two references from the same employer unless they are your only employer, in which case please provide details of two separate line managers.
If you have previously, but are not currently, working with children, one reference must be from your employer at this time.   

If you are self-employed, you should quote a client, your accountant or solicitor. 

If you have just completed full time education one reference should be from your university or college.  

If there is a gap in employment then a personal reference from someone who can comment on your skills and ability to perform the role is acceptable, this must not be someone you are related to or someone who is writing as a friend.

The Trust reserves the right to seek any additional references we deem appropriate and also to refuse any application forms that do not have this section completed in full.
Please let your referees know that you have listed them as a referee, and to expect a request for a reference should you be shortlisted.



	Referee 1 – Current employer – please complete all details in full
	Referee 2 – please complete all details in full

	Name


	Name



	Organisation


	Organisation

	Address

Email Address

Telephone No
	Address

Email Address

Telephone No



	Capacity in which known/occupation


	Capacity in which known/occupation



	Will this be a professional or character reference?


	Will this be a professional or character reference?



	I agree to this referee being contacted 

once I have accepted an invitation to interview. 

Yes/ No
	Please note that this referee will be contacted automatically once you are shortlisted.  Due to timescales a request may be made prior to your interview acceptance.


If either of your referees knows you by a different name, please state:
	7. ADDITIONAL INFORMATION
· Any information you provide will be used in the assessment of your suitability for this post.  Please describe in more detail any experience, skills etc. you have which are relevant to this job (referring to the person specification for this post), or any project or voluntary work, caring duties or hobbies that you feel are relevant.

· Please give your reasons for applying for this post.



	


8. DISCLOSURE AND BARRING AND CHILDCARE DISQUALIFICATION 
Pickwick Academy Trust is legally obligated to process a Disclosure and Barring Service (DBS) check before making appointments to relevant posts. 
DBS code of practice - GOV.UK (www.gov.uk)
It is an offence to apply for the role if the applicant is barred from engaging in regulated activity relevant to children.

The DBS check will reveal both spent and unspent convictions, cautions, reprimands and final warnings, and any other information held by local police that’s considered relevant to the role.  Any information that is “protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) will not appear on a DBS certificate and does not need to be disclosed to an employer.
We will use the DBS check to ensure we comply with the Childcare Disqualification Regulations.
It is an offence to provide or manage childcare covered by these regulations if you are disqualified. 

Any data processed as part of the DBS check will be processed in accordance with data protection regulations and the Pickwick Academy Trust’s privacy statement.

Any job offer will be conditional on the satisfactory completion of the necessary pre-employment checks.

Do you have a DBS certificate?
  Yes  
    No
If you have lived or worked outside of the UK for 3 months or more in the last 5 years, a Certificate of Good Conduct will be required. 
Have you lived or worked outside of the UK for 3 months or more in the last 5 years? 
 
Yes                   No
9. RIGHT TO WORK IN THE UK 
Pickwick Academy Trust will require you to provide evidence of your right to work in the UK in accordance with the Immigration, Asylum and Nationality Act 2006.
By signing this application, you agree to provide such evidence prior to your start date.
Do you require a work permit?        Yes / No
10. RELATIONSHIP TO THE TRUST 
Please list any personal relationships that exist between you and any of the following members of the Trust community:
- Trustee

- Governor

- Employee

- Pupil

	Name


	Relationship
	Role at the Trust

	
	
	

	
	
	

	
	
	


	11. TEACHER STATUS

	Teacher Reference Number:
(Successful applicants will be required to provide evidence e.g. Teaching Certificate or card, confirming your Teacher Reference Number)

	Do you have QTS:    Yes/No
QTS Certificate number (where applicable):

Date of QTS qualification:

(Successful applicants will be required to provide a copy of their QTS Certificate)

	Have you successfully completed the period of induction as a qualified teacher:  Yes/No 

If Yes, please provide the date of completion, and Local Authority and organisation where induction was completed:
(Successful applicants will be required to provide evidence e.g. written notification from the appropriate body)


	12. ADDITIONAL INFORMATION

	Do you have a valid UK/European driver’s licence?                                                       Yes/No


	Do you have regular access to the use of a car, if this post involves travel?                    Yes/No


	The Working Time Regulations place a maximum limit on weekly hours worked.  

Will you continue in any other employment should you be offered this appointment?      Yes/No
If yes, how many hours per week:



PLEASE NOTE:

· Deliberate omission or falsification of information could lead to the disqualification of your application or later dismissal if appointed.

· Canvassing of Pickwick Academy Trust’s employees or Governors, directly or indirectly, will disqualify your application.
•
Any candidate proceeding to interview stage will be asked to complete a ‘Relevant Conviction Form’ which requires the declaration of relevant criminal convictions/cautions.
· The appointment is subject to: the receipt of 2 references which are satisfactory to the Trust and show that you will meet the skills and ways of working, which we have highlighted as important for the role; a satisfactory Work Health Assessment; documentation to establish your Right to work in the UK; proof of your identity and current address; the satisfactory results of an Enhanced Disclosure (with barred list check if working in regulated activity) and a Certificate of Good Conduct if you have worked or lived abroad for 3 months or more in the last 5 years.
· Completion and submission of this form is taken as consent to process the information that you have provided.

· Data protection notice: 
Throughout this form, we ask for some personal data about you.  We collect personal data only for specified, explicit and legitimate purposes, whether by automated means, such as collection, recording, storage, retrieval, use, disclosure, dissemination, erasure, or destruction (GDPR article 4).
- We process personal data lawfully, only where it is adequate, relevant, and limited to what is necessary for the purposes of processing.

- We keep accurate personal data, only for the period necessary for processing, and take all reasonable steps to ensure that inaccurate personal data is rectified or deleted without delay.

- We adopt appropriate measures to make sure that personal data is secure, and protected against unauthorised or unlawful processing, accidental loss, destruction, or damage.

- We do this to ensure a candidate is suitable for the role and to make sure reasonable adjustments can be made for those applicants who have a disability.

- Processing of personal data ensures that a fair recruitment process has taken place.
We will not process personal data of applicants for reasons other than the recruitment and selection process. Where we process special categories of personal data or criminal records data to perform obligations, this is done under the employment exemption (GDPR Article 9).
In some cases, the organisation will need to process data to ensure that it is complying with its legal obligations. For example, we must check an applicant’s entitlement to work in the UK.
Please find further information in the enclosed Privacy Notice - Applicants. 

· If your application is successful, further information regarding the Trust’s data protection responsibilities will be provided in the Privacy Notice for Employees – Privacy Notice for the school workforce, those employed to teach, or otherwise engaged to work at the schools within Pickwick Academy Trust.
· At Pickwick Academy Trust, we are committed to safeguarding children and promoting the welfare of children and young people and we require anyone joining our school to actively contribute to this commitment.  All successful candidates will be subject to Disclosure and Barring Service (DBS) checks along with other relevant employment checks.
	Please sign and date here to confirm that the information given is accurate.

Signature



	Date



	Please also complete the Equality and Diversity Monitoring Form.


Please also complete the Equality and Diversity Monitoring Form below.  Please ensure that the forms are detachable from the application form.

Please therefore keep this page blank.
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EQUALITY AND DIVERSITY MONITORING FORM

Pickwick Academy Trust is committed to equality of opportunity for all.  Our aim is to ensure that no applicant or employee is discriminated against or is disadvantaged by policies, procedures, conditions or requirements.  

The information provided on the Equality and Diversity Monitoring Form will be separated from the job application, treated as strictly confidential, used for statistical analysis only and will be destroyed after 6 months.  The information will be processed in accordance with the General Data Protection Regulations 2018.

We would appreciate it if you would complete this form by placing a tick (() in the appropriate box within each category.
The Trust is committed to ensuring that applicants with disabilities or impairments receive equal opportunities and treatment. 
If you have a disability or impairment, and would like us to make adjustments or arrangements to assist if you’re called for an interview, please state the arrangements you require:
	Title of post applied for:


	External application
(delete as appropriate)

	Internal Application

(delete as appropriate)

	What is your date of birth?



	What is your gender?    Male                       Female          

                                   

                                   Other                     Prefer not to say 

                     

	How would you describe your ethnic origin? 

White                                                                           Black or Black British                       

      British                                                                           African                                         

      Irish                                                                             Caribbean
      Gypsy or Irish Traveller                                                  Any other Black                         
                                                                                          background
      Any other White background

Other Ethnic groups                                                     Asian or British Asian
      Arab                                                                             Bangladeshi

      Any other ethnic group (pls specify)                                Indian
                                                                                         Pakistani

                                                                                         Chinese

Mixed Heritage                                                                                                                                                          
     White and Asian                                                            Prefer not to say

     White and Black African

     White and Black Caribbean

     Any other mixed background
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