HEREWARD HOUSE SCHOOL
APPLICATION FORM


	




POST APPLIED FOR:			


PERSONAL DETAILS 
	Last Name
	

	First Name(S)
	

	Title
	

	Previous Name
	

	Address
	

	Home/Mobile Telephone Number
	

	Email Address
	

	National Insurance Number
	

	DfE Number (if applicable)
	



	If selected for appointment, you will be asked to produce evidence of your entitlement to work in the UK, in accordance with the Asylum and Immigration Act 1996.

	Do you currently have the right to work in the UK?

	YES/NO

	Will you require visa sponsorship from the School in order to take up this appointment?
	YES/NO

	Please note that Hereward House School is not able to sponsor applicants for a work visa.

	Have you ever been convicted of a criminal offence, or are you currently subject to criminal proceedings?
	YES/NO

	If yes, please provide details in the Self-Disclosure Form at the end of this application form. Please also refer to the Declaration for further information regarding criminal record disclosure requirements.

	Are you barred from engaging in regulated activity with children?
	YES/NO

	Where a role involves engaging in regulated activity, it is an offence to apply for that role if the applicant is barred from engaging with regulated activity relevant to children. 













EDUCATION AND ACADEMIC QUALIFICATIONS

	School/College/University
(Please use name and address)
	From
	To
	Subjects, Qualifications, Certificates Grades, and awarding body

	Secondary Education: 












	
	
	

	Higher Education













	
	
	

	Further postgraduate qualifications (including PGCE)








	
	
	

	Any other relevant qualifications (including date and awarding body)









	












CURRENT APPOINTMENT (or most recent)

	Post Held
	
	Date
Appointed
	

	Employer
	

	Employer’s address





	



	Responsibilities Held
	








	Salary Scale Position (e.g. Main Scale, Upper, any additional allowances)
	


	Total Salary
	


	Date Left (if applicable)
	


	Reason for Leaving
	









PREVIOUS APPOINTMENTS (please start with most recent)
Please complete in full (since leaving school) and include details of any work outside of teaching, voluntary work and reasons for any gaps in employment (i.e. travel or time-out)

	Employer (name and address)
	Post Held and responsibilities during your time there. 
	Dates of Service 
(Year and Month)
	  Reason for leaving

	





	
	
	

	






	
	
	

	






	
	
	

	




	
	
	

	




	
	
	



	Please explain any gaps in employment below. (Since leaving school, including month and year of gaps)

	







	Have you lived or travelled abroad for more than 3 months continuously in the last 10 years? If so please provide details.

	











INTERESTS 










					

REFEREES
Please provide details of two referees, one of whom must be your current or most recent employer. If you currently work, or have previously worked, in a school, one referee must be the Head Teacher of your current or most recent school. References will be sought prior to interview.

	REFEREE 1 – Head Teacher of your current or most recent school (School Business Manager or Bursar are acceptable for non-teaching roles)
	REFEREE 2

	ORGANISATION
	ORGANISATION

	NAME
	NAME

	POSITION
	POSITION

	ADDRESS








	ADDRESS





	TEL NO
	TEL NO

	EMAIL ADDRESS
	EMAIL ADDRESS

	In what capacity do you know the referee?

	In what capacity do you know the referee?

	If you are known to either referee by any other name please give details

	



 
COVER LETTER

Please attach to your application a cover letter giving your reasons for applying for the post and include any information, highlighting skills, abilities and previous experience that you consider relevant to your suitability for the post advertised. 




[bookmark: _Hlk103699906]Self-Disclosure Form 
Please complete the Self-Disclosure Form below.  


· I confirm that I am not on the Children’s Barred List, disqualified from working with children or subject to any sanctions imposed by a regulatory body.

· I confirm that I am not disqualified from working in early years provision or later years provision with children under the age of eight.

· I am not subject to any sanctions or prohibitions by a regulatory body (relevant posts only)

· I understand that, if I am offered the post, the offer will be subject to satisfactory confirmation of my medical fitness to carry out the role, and I agree to complete a health questionnaire as part of the School’s pre-employment checks.

· I understand that:-
· the School applies for an Enhanced Check for Regulated Activity from the DBS
· the school will check the Children's Barred List in respect of all positions at the School which amount to regulated activity.  
· it is unlawful for the School to employ anyone who is barred from working with children.  
· it is a criminal offence for any person who is barred from working with children to attempt to apply for a position at the School.  
· if I am successful in my application, I will be required to undertake an Enhanced DBS form.
· employment with the School is conditional upon the School being satisfied with the result of the Enhanced DBS check.
· failure to disclose any spent or unspent convictions and cautions that are not “protected”, will result in any offer of employment being withdrawn, summary dismissal if my employment has already commenced, and possible referral to the Police.
· any information disclosed will be handled in accordance with any guidance and/or code of practice published by the DBS.

· I consent to the information provided in this form being processed in accordance with UK GDPR, the Data Protection Act 2018 and the School’s Privacy Notice.



SIGNATURE:________________________________________   DATE:_________________________







DECLARATION


Hereward House School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  

As the job for which you are applying involves substantial opportunity for access to children, it is important that you provide us with legally accurate answers.   

As part of the shortlisting process, the School will consider carrying out an online search on shortlisted candidates as part of its due diligence. This may help to identify any incidents or issues that have happened, and are publicly available online, which the School may want to explore with an applicant at interview. This forms part of the School’s wider safeguarding due diligence which aims to prevent and/or deter individuals who may be unsuitable to work with children from working in a school environment.

As you are applying for a position that requires Disclosure and Barring Service (“DBS”) clearance, under the Rehabilitation of Offenders Act 1974, you are required to disclose any spent or unspent convictions and cautions. Please note that the amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013) provide that certain spent convictions and cautions are 'protected' and 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 at the DBS website www.gov.uk/dbs.  All other spent or unspent convictions and cautions must be disclosed.

Up front disclosure of a criminal record may not debar you from appointment as we shall consider the nature of the offence, how long ago and at what age it was committed and any other relevant factors. 






SIGNATURE:________________________________________   DATE:_________________________


[bookmark: _heading=h.gjdgxs]By signing here, I hereby certify that all information I have provided in the Application Form and Self-Disclosure Form is true and valid. I agree to the School carrying out reference and background checks as necessary. If any information provided is found to be false or materially incorrect, the School may withdraw any offer of employment or, where employment has commenced, take appropriate action, including terminating my employment. 


Thank you for your application. Please send to The Bursar, Hereward House School, 14 Strathray Gardens, London, NW3 4NY, together with your cover letter or email to Office@herewardhouse.co.uk 

2

