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              MANOR LEAS INFANT SCHOOL

            APPLICATION FORM FOR EMPLOYMENT

         CONFIDENTIAL

	Telephone: 01522 681810 

	Confidential – For Official Use Only 

	Email:


enquiries@manorleasinfant.org
	Acknowledged 
	

	Headteacher : Miss Claire Turner 
	Interview Date
	

	
	Time
	

	
	Result Notified 
	


Please complete the application form 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.

	Application for the post of:



	Closing Date: 
	How did you hear about this vacancy?



	Title:

	Surname:
	Forename(s):

	Previous Surnames (if applicable):

	Prefer to be known as:

	Address:

Post Code:
	National Insurance number:



	
	Teacher Reference number:



	
	Mobile telephone number (preferred):



	
	Home telephone number (alternative):



	
	Work telephone number (if we may call you there):



	Email:



	All candidates invited for interview will be required to produce original documentation that proves their right to work in the UK. You will receive further information about acceptable documentation if you are invited to attend an interview.

Do you have the right to work in the UK? *Yes / No (*Please delete as appropriate)


	If appropriate, please state the expiry date of your right to work in the UK and/or your work permit.
	Expiry Date:



EDUCATION, TRAINING, QUALIFICATIONS AND PROFESSIONAL MEMBERSHIPS
Please complete in chronological order. Documentary evidence of relevant qualifications/memberships must be presented at interview and must be originals.  Please continue a separate sheet if necessary and attach it securely to your application form.

	Name(s) of Educational Establishment
	Full or Part Time
	Dates
	Qualifications achieved



	
	
	From
	To
	Subject


	Level
	Grade

	
	
	
	
	
	
	


	Professional Courses Attended and CPD in the last 3 years 

	Subject
	Organising body
	Date(s)
	Duration

	
	
	
	


TEACHING QUALIFICATION

	Date qualification awarded (Month & Year):


	Date of completion of probation:



CURRENT EMPLOYER

	Employer: 

	Job Title:
	Date appointed:
	Salary:

	Type of school:

	Number on roll:
	Age range taught:
	Period of notice required:

	Summary of Main Duties




PREVIOUS EMPLOYMENT
Please include in chronological order and continue a separate sheet if necessary.

	Employer
	Job Title
	Dates 

(Month and Year)
	Full or Part Time
	Reason for Leaving

	
	
	From
	To
	
	

	
	
	
	
	
	


PERIODS OF UNPAID ACTIVITY

Please give reasons and duration for any gaps when you have not been in employment after the age of 18 years, for example, raising a family, unpaid voluntary work, time travelling

	Details
	Dates (Month & Year)

	
	From
	To

	
	
	


PERSONAL STATEMENT

Please explain how you would relate your education, training and experience (including those not related to employment) to the requirements of the post for which you are applying.

	(Maximum of 2 sides of A4, font size 12)



CRIMINAL CONVICTIONS

Criminal convictions (Please read this section carefully)

All applicants are required to provide full details about any criminal record they may have.

The successful applicant will be required to make an application to the Disclosure & Barring Services (DBS) for disclosure under the provisions of the Police Act (1977).  The School will confirm your identity at the interview and submit the application to the DBS, paying the necessary fee. Manor Leas Infant School retains a copy of your DBS certificate on file.

The 1997 Police Act allows employers to obtain information about people who are being considered for appointment to positions involving work with children, vulnerable adults or other positions of trust.  The post you are applying for is subject to an enhanced disclosure and you must provide details of all convictions, either in the UK or abroad. For specified offences, adult cautions for specified offences and all convictions that resulted in a custodial sentence.

Under the Criminal Justice and 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”.  The position you are applying for is a “regulated position”.

Guidance and criteria on the filtering of these cautions and convictions can be found on the Disclosure and Barring Service website.

You must also inform us if you are on /Barred list, disqualified from working with children, or subject to sanctions imposed by a regulatory body, e.g. The National College of School Leaders (Formally The General Teaching Council.) 

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.

Guidance about whether a conviction or caution should be disclosed can be found on Gov.uk website.

Criminal records will only be taken into account for recruitment purposes when the conviction is relevant.  Having an ‘unspent’ conviction will not necessarily bar you from employment.  This will depend on the circumstances and background of your offence(s).  Any information disclosed will be treated sensitively and in confidence and will only be used in deciding a candidate’s suitability for the post applied for.

Following the shortlisting process for this role you will be asked to complete a Self-Declaration for any criminal cautions or convictions. We will treat the information you provide as strictly confidential, and we will only take this into account when the conviction/caution is relevant.

The post you are applying for is subject to a DBS Disclosure.

Any information disclosed will be treated sensitively and in confidence and will only be used in deciding a candidate’s suitability for the post applied for.  

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

DBS Update Service 

	Are you a registered member of the DBS Update service through payment of an annual subscription?

                                                                                                                                                                     
	YES
	NO

	If Yes, do you give consent to Manor Leas Infant School and/or the HR provider to carry out a Status Check on sight of your original certificate?
	YES
	NO

	To enable a Status Check to be carried out, please provide the following information:


	Applicant’s Surname
(as shown on DBS Certificate):


	

	DBS Certificate Number:


	

	Update Service Number:
	

	I enclose the original DBS Certificate and hereby consent for a copy to be taken to allow the update service check to be performed


	YES
	NO

	Signature 


	Outside Interests and Activities

Please state briefly below, what your main leisure interests and hobbies are, particularly where these are relevant to the position for which you are applying.




Please see the following links to our school website for our Privacy notice and Child Protection and Safeguarding policy.
Privacy Notice - Recruitment
Child Protection & Safeguarding Policy
Are you, to your knowledge, related to or a personal friend of any employee or governor at Manor Leas Infant School











   Yes / No
	If Yes        

NAME:


	

	RELATIONSHIP


	


A candidate who fails to disclose their relationship to the Headteacher or Governor of the school, may have their application rejected.  If appointed, they may be subject to disciplinary action or dismissal.
Do you have any outside private business interests that may conflict with those of the School’s business?    
    Yes / No

	If yes, please describe your private interest:




Declaration

· I certify that the information I have given on this form is true and accurate to the best of my knowledge.

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

· I understand that deliberate omissions and incorrect statements could lead to my application being rejected or to my dismissal if appointed to the post.
· I understand the school will undertake a basic online check for all shortlisted candidates .
· I authorise the School to undertake the necessary pre-employment checks and to verify any information given.

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

· I acknowledge that the School will process data about me and retain it in the manner described above and I hereby consent to this.

Signature:
__________________________________                   Date:
__________________

REFEREES

Please note all references will be taken up after shortlisting and before interview.  We may request additional references.

You must supply full contact details for a minimum of two referees. One referee must be your current or last employer however if you have never had an employer, one referee must be a senior staff member from your last place of study.  One referee should be able to refer to your most recent work with children. If you current or last employment was within a school, one referee must be the Headteacher.  A referee must not be a relative or partner.  If you cannot meet the criteria outlined above, you can supply a character reference from a professional person known to you. 

Please note both referees cannot be from the same place of employment.

Referee 1 – Current or Most Recent Employer (if a School, this should be from the Headteacher)

	First name:
	Surname:



	Organisation:


	Address:



	Email:


	

	Mobile or daytime number:
	Alternate number:



	Job Title:
	Known since (MM/YY):



	Capacity in which known to you:
	Type of reference (Academic/Character/Work):




Referee 2

	First name:
	Surname:



	Organisation:


	Address:



	Email:


	

	Mobile or daytime number:

	Alternate number:



	Job Title:
	Known since (MM/YY):



	Capacity in which known to you:
	Type of reference (Academic/Character/Work):




Manor Leas Infant School Hykeham Road Lincoln Lincolnshire LN6 8BE

