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NORMANHURST SCHOOL

68-74 Station Road, North Chingford

London E4 7BA

Tel:  020 8529 4307    

Fax:  020 8524 7737

info@normanhurstschool.co.uk

www.normanhurstschool.co.uk

APPLICATION FORM 

FOR RECRUITMENT TO THE SCHOOL
The information given in this form will be treated in confidence.  Past or present employers will not be approached without your consent.  Any offer of employment will be subject to references that we find to be satisfactory, medical clearance and CRB checks and documentary evidence showing your entitlement to work in the UK under the Asylum and Immigration Act 1996.

So that we can compare candidates fairly, this form is the only document we consider when screening applications.  Therefore please do not send a CV, open references or examples of work unless specifically requested.  You may wish to include a supporting letter if you feel that more information is needed.

Normanhurst School operates an equal opportunities policy and conforms with the principle of equal opportunities in terms of recruitment, selection, training, promotion and career development.

PLEASE COMPLETE ALL SECTIONS IN BLOCK CAPITALS
	POSITION APPLIED FOR:


	


	PERSONAL DETAILS:


	
	

	MR / MRS / MISS / MS / OTHER: 


	SURNAME:
	D.O.B.:

	FIRST NAMES IN FULL:

	CURRENT ADDRESS:



	DAYTIME PHONE NUMBER:                                                            MOBILE PHONE NUMBER:

TELEPHONE NUMBER:            

EVENING PHONE NUMBER:                                                             E-MAIL ADDRESS:



	MARITAL STATUS:
	

	NATIONAL INSURANCE NUMBER: 

DFES REFERENCE NUMBER (if applicable):
	

	DO YOU HOLD QUALIFIED TEACHER STATUS?
	

	DO YOU HOLD A CURRENT UK DRIVING LICENCE?
	

	HAVE YOU HAD ANY PENALTY POINTS OR DISQUALIFICATIONS IN THE LAST 5 YEARS? (please supply all details)


	


	AVAILABILITY:


	

	WHERE DID YOU LEARN ABOUT THIS VACANCY?
	

	IF SUCCESSFUL, WHEN COULD YOU TAKE UP THE POST?
	

	HOW MUCH NOTICE WILL YOUR PRESENT EMPLOYER REQUIRE?
	


	WORK PERMITS: 

	

	DO YOU REQUIRE A WORK PERMIT TO UNDERTAKE FULL OR PART-TIME WORK IN THE UK?
	

	IF ‘YES’:   DO YOU HAVE A CURRENT WORK PERMIT?
	

	                   WHAT VISA DO YOU HOLD?
	


	SECONDARY EDUCATION:  
	
	Original certificates will be required before an offer of employment is made

	NAMES OF SCHOOLS OR COLLEGES 


	DATES
	EXAMINATIONS TAKEN 

WITH QUALIFICATIONS OBTAINED 



	
	FROM
	TO
	

	
	
	
	

	
	
	
	

	
	
	
	


	FURTHER / HIGHER EDUCATION:  
	
	
	
	Original certificates will be required before an offer of employment is made

	DETAILS OF COLLEGES OR UNIVERSITIES

(FULL / PART-TIME)
	DATES
	COURSE TITLE
	DEGREE / DIPLOMA
	LEVEL / CLASS

	
	FROM
	TO
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	PROFESSIONAL QUALIFICATIONS:  
	
	
	
	Original certificates will be required before an offer of employment is made

	DETAILS OF COLLEGES OR UNIVERSITIES

(FULL / PART-TIME)
	DATES
	COURSE TITLE
	DEGREE / DIPLOMA
	LEVEL / CLASS

	
	FROM
	TO
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	EMPLOYMENT HISTORY:  (starting with present employment)


	
	
	
	

	NAME, ADDRESS AND BUSINESS OF EMPLOYER
	DATES
	POSITION HELD
	SALARY / GRADE
	REASON FOR 

	
	FROM
	TO
	INC MAIN DUTIES
	
	LEAVING

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	PLEASE USE THIS AREA TO PROVIDE DETAILS TO EXPLAIN ANY GAPS IN YOUR EMPLOYMENT



	



	HAVE YOU PREVIOUSLY APPLIED FOR A POSITION WITH ANY OF THE OAK-TREE GROUP OF SCHOOLS?  IF SO, PLEASE CONFIRM WHEN THIS WAS AND THE ROLE APPLIED FOR:



	HAVE YOU BEEN CONVICTED OF ANY CRIMINAL OFFENCES THAT ARE NOT YET SPENT UNDER THE REHABILITATION OF OFFENDERS ACT 1974?



	AS YOU ARE APPLYING FOR A POSITION THAT INVOLVES WORKING WITH CHILDREN YOU MUST DECLARE ALL CONVICTIONS / CAUTIONS / COURT ACTION AGAINST YOU REGARDLESS OF WHETHER DEEMED AS SPENT:

Failure to declare convictions / cautions may result in the cancellation of any job offer


	PERSONAL STATEMENT:



	1. PLEASE PROVIDE DETAILS OF ANY SPARE TIME INTERESTS:

(IN PARTICULAR, ANY EXTRA-CURRICULAR ACTIVITIES TO WHICH YOU COULD CONTRIBUTE)



	2. PLEASE GIVE EXAMPLES OF YOUR ACHIEVEMENTS, SKILLS AND EXPERIENCE:

(YOU MAY WISH TO ENCLOSE A SUPPORTING LETTER INSTEAD OF COMPLETING THIS SECTION)



	3. PLEASE PROVIDE ANY ADDITIONAL INFORMATION YOU MAY FIND RELEVANT IN SUPPORT OF YOUR APPLICATION:




	REFERENCES: 

	

	PLEASE GIVE TWO REFEREES WHO ARE IN A POSITION TO COMMENT ON YOUR WORK PERFORMANCE. ONE SHOULD BE THE SENIOR MEMBER OF STAFF FROM YOUR PRESENT OR MOST RECENT EMPLOYMENT. IF YOU ARE UNABLE TO SUPPLY A SECOND PROFESSIONAL REFEREE, PLEASE GIVE DETAILS OF SOMEBODY ESTABLISHED IN YOUR COMMUNITY TO SUPPLY A PERSONAL REFERENCE.


	

	REFERENCES ARE NORMALLY REQUESTED ONLY WHEN YOU HAVE REACHED THE SHORTLIST STAGE.  DO WE HAVE PERMISSION TO CONTACT YOUR EMPLOYER PRIOR TO JOB OFFER?


	

	PRESENT EMPLOYER:
	

	CONTACT NAME:

ORGANISATION:

ADDRESS:

E-MAIL ADDRESS:


	JOB TITLE:

RELATIONSHIP:

TELEPHONE NUMBER:

FAX NUMBER:



	IF UNAVAILABLE, WHO ELSE CAN WE CONTACT IN THE ORGANISATION?
	

	PREVIOUS EMPLOYER / PERSONAL REFEREE:
	

	CONTACT NAME:

EMPLOYMENT:

ADDRESS:

E-MAIL ADDRESS:


	POSITION IN COMMUNITY:

RELATIONSHIP:

TELEPHONE NUMBER:

FAX NUMBER:




	RECRUITMENT POLICY:



	IT IS THE SCHOOL’S POLICY TO EMPLOY THE BEST QUALIFIED PERSONNEL AND TO PROVIDE EQUAL OPPORTUNITY FOR THE ADVANCEMENT OF EMPLOYEES INCLUDING PROMOTION AND TRAINING AND NOT TO DISCRIMINATE AGAINST ANY PERSON BECAUSE OF THEIR RACE, COLOUR, NATIONAL OR ETHNIC ORIGIN, SEX, SEXUAL ORIENTATION, MARITAL STATUS, RELIGION OR RELIGIOUS BELIEF, DISABILITY OR AGE.  ALL NEW POSTS WITHIN THE SCHOOL ARE SUBJECT TO A PROBATIONARY PERIOD.

THE SCHOOL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN AND YOUNG PEOPLE AND EXPECTS ALL STAFF AND VOLUNTEERS TO SHARE THIS COMMITMENT.

IF YOUR APPLICATION IS SUCCESSFUL, THE SCHOOL WILL RETAIN THE INFORMATION PROVIDED IN THIS FORM (TOGETHER WITH ANY ATTACHMENTS) ON YOUR PERSONNEL FILE.  IF YOUR APPLICATION IS UNSUCCESSFUL, ALL DOCUMENTATION RELATING TO YOUR APPLICATION WILL NORMALLY BE KEPT FOR UP TO ONE YEAR BEFORE BEING DESTROYED.




	DISABILITIES:


	

	DO YOU HAVE A DISABILITY THAT MAY AFFECT YOUR ABILITY TO DO THIS JOB?  

(FOR EXAMPLE, ANY PHYSICAL, MENTAL OR SENSORY CONDITION WHICH AFFECTS SPEECH, CO-ORDINATION, LEARNING ABILITIES, PHYSICAL STRENGTH, STAMINA, MOBILITY ETC.)


	YES / NO

	IF YES, PLEASE DESCRIBE AND INDICATE ANY SUPPORT YOU MAY REQUIRE IN EITHER THE APPLICATION PROCESS OR WITH ANY ASPECT OF THE JOB:

THIS INFORMATION WILL HELP US COMPLY WITH THE PROVISIONS OF THE DISABILITY DISCRIMINATION ACT 1995 AND IS CONSISTENT WITH OUR EQUAL OPPORTUNITIES POLICY.  IT WILL BE USED ONLY TO ASSIST US IN ACCOMMODATING ANY SPECIAL NEEDS THAT YOU MAY HAVE.  DEPENDING UPON ANY ANSWER GIVEN, YOU MAY BE ASKED TO ATTEND AN OCCUPATIONAL HEALTH ASSESSMENT SO THAT WE CAN BE PROPERLY ADVISED AS TO ANY REASONABLE ADJUSTMENTS WHICH MAY BE REQUIRED.




	CRIMINAL CONVICTIONS AND CRB CHECKS:



	THE SCHOOL IS REQUIRED BY LAW TO CARRY OUT A CRIMINAL RECORDS BUREAU (CRB) CHECK AGAINST SUCCESSFUL APPLICANTS.  THIS IS TO ENSURE SO FAR AS POSSIBLE THAT THOSE WHO TAKE UP APPOINTMENTS DO NOT POSE A RISK TO CHILDREN.  THE SCHOOL COMPLIES WITH THE PROVISIONS OF THE CRB CODE OF PRACTICE, A COPY OF WHICH IS AVAILABLE ON REQUEST.  IN SIGNING THIS APPLICATION FORM YOU CONSENT TO THE SCHOOL CARRYING OUT A CRB CHECK AGAINST YOU.

IT IS A CRIMINAL OFFENCE TO APPLY FOR A POSITION WORKING WITH CHILDREN IF YOU ARE BANNED UNDER THE PROTECTION OF CHILDREN ACT.




	DECLARATION:



	· I CONFIRM THAT THE INFORMATION I HAVE GIVEN ON THIS APPLICATION FORM IS TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE.

· I CONFIRM THAT I AM NOT ON LIST 99, DISQUALIFIED FROM WORKING WITH CHILDREN OR SUBJECT TO SANCTIONS IMPOSED BY A REGULATORY BODY.

· I UNDERSTAND THAT PROVIDING FALSE INFORMATION IS AN OFFENCE WHICH COULD RESULT IN MY APPLICATION BEING REJECTED OR (IF THE FALSE INFORMATION COMES TO LIGHT AFTER MY APPOINTMENT) SUMMARY DISMISSAL AND MAY AMOUNT TO A CRIMINAL OFFENCE.

· I CONSENT TO THE SCHOOL PROCESSING THE INFORMATION GIVEN ON THIS FORM, INCLUDING ANY ‘SENSITIVE’ INFORMATION, AS MAY BE NECESSARY DURING THE RECRUITMENT AND SELECTION PROCESS.
Signature…………………………………………………………………..      Date………………………………………...

ALL CANDIDATES APPLYING FOR EMPLOYMENT VIA EMAIL WILL BE REQUIRED TO SIGN AND DATE THIS FORM IF INVITED TO ATTEND AN INTERVIEW.
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