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ST EDWARD’S
OXFORD





	EMPLOYMENT APPLICATION FORM

	( A continuation sheet for additional information is included at the end of the form)

	Position applied for:  
	 

	Where did you see the post advertised? 
	 

	Surname:
	 
	Title:
	 

	First name(s):
	 

	Address
	 

	(including post 
	 

	code):
	 

	Email address
	 

	Telephone: 
	Day:
	 
	Evening:
	 

	Please confirm that you are entitled to work in the UK:
	*Yes
	 
	*No
	

	If you have answered “No” please give below details of your visa status:

	 

	National Insurance Number:
	 


	Are you related to or do you maintain a close relationship with an existing employee, volunteer, Governor or Trustee of St Edward’s School?                                                        
	*Yes
	 
	*No
	 

	 If ‘Yes’ please provide more details:


	 


	EDUCATION AND QUALIFICATIONS  (Please continue on a separate sheet if necessary)
Candidates invited for interview will be asked to produce original certificates, or other documentary proof of qualifications, at the time of interview.

	Name of School/

College/University
	Date

Started
	Date

Left
	Subjects 

Studied

	
	(Month/Year)
	(Month/Year)
	

	
	
	
	


	Do you have Qualified Teacher Status (QTS)? 
	*Yes
	 
	*No
	

	Teacher reference number
	 

	Are you registered with the General Teaching Council for England? 
	*Yes
	
	*No
	 

	Please indicate below details of any professional bodies to which you belong:

	 


	Do you hold a driving licence?
	*Yes
	 
	*No
	

	If “Yes” is your licence full or provisional?
	*Full
	
	*Provisional 
	


	OTHER RELEVANT VOCATIONAL QUALIFICATIONS, SKILLS OR TRAINING   (Please continue on a separate sheet if necessary) 
Please list any additional training which you have undertaken which is relevant to the post for which you are applying.  

	Details of Course
	Date completed and qualifications obtained (if applicable)

	
	


	EXTRA-CURRICULAR ACTIVITIES  (Please continue on a separate sheet if necessary)
Please give details of any interests, hobbies or skills that you could bring to the School to contribute to extra-curricular activities (with particular emphasis on sport).

	


	EMPLOYMENT SUMMARY  (Please continue on a separate sheet if necessary) 
Please give details of all jobs you have held including part time & voluntary work since leaving secondary education.
* Please note that we may make contact with any previous employer where you have worked with children or vulnerable adults to verify your reason for leaving that position.

	Name of Employer
	Date Started
	Date Left 
	Post title / nature of duties
	Notice period
	*Reason for leaving

	(Current post)
	(Month/Year)
	(Month/Year)
	
	
	

	
	
	
	
	
	

	Please enter details of your current salary:
	£

	Name of Employer
	Date Started
	Date Left 
	Post title / nature of duties
	*Reason for leaving

	(Previous Employment)
	(Month/Year)
	(Month/Year)
	
	

	
	
	
	
	

	GAPS IN EMPLOYMENT  (Please continue on a separate sheet if necessary) 
As a school, we must ask for an unbroken history of your employment and other activities since leaving secondary education.  Please give below full details of any time as yet unaccounted for (for example, any periods when you were unemployed).

	Start Date
	End Date
	Details

	(Month/Year)
	(Month/Year)
	

	
	
	
	
	


	RELEVANT SKILLS AND EXPERIENCE  (Please continue on a separate sheet if necessary)
Please tell us why you are applying for the advertised post and why you believe you are suitable for the position.  Describe any experience and skills gained in other jobs or similar environments which you feel are relevant to the selection criteria and which demonstrate your ability and aptitude to undertake the duties of the post.

You may submit your CV with this form if you wish, but please note that we cannot accept a CV alone, only as supplementary information to a completed application form.

	


	REFEREES    
Please give full details of at least two referees who can confirm that you meet the selection criteria for the post.  The referees should not be related to you in any way nor be writing solely as a friend.  If you are (or have recently been) employed, one should be your present or last employer.  If you are (or have recently been) a student, one should be a senior staff member from your place of study.

Two referees will normally be sufficient, however, if you are not currently working with children but have done so in the past, you should also give details of the employer by whom you were most recently employed in work with children.  
If you are currently working with children, your current employer will be asked about disciplinary offences relating to children including any in which the penalty is ‘time expired’ (that is where a warning could no longer be taken into account in any new disciplinary hearing) and whether you have been the subject of any child protection concerns and, if so, the outcome of any enquiry or disciplinary procedure.  If you are not currently working with children, but have done so in the past, that employer will be asked about those issues.

Please note that references are normally taken up for all shortlisted candidates and we may approach employers for information to verify particular experience, or qualifications, before interview unless you specifically ask us not to do so at that stage.

	1.
	 Name (including title)
	

	
	Job Title
	

	
	Address
	

	
	
	

	
	Telephone number
	

	
	Email address
	

	
	Relationship to referee
	

	
	How long have you known this referee?
	

	
	May we contact this referee without further authority from you?
	*Yes
	
	*No
	

	2.
	 Name (including title)
	

	
	Job Title
	

	
	Address
	

	
	
	

	
	Telephone number
	

	
	Email address
	

	
	Relationship to referee
	

	
	How long have you known this referee?
	

	
	May we contact this referee without further authority from you?                            
	*Yes
	
	*No
	

	3.
	 Name (including title)
	

	
	Job Title
	

	
	Address
	

	
	
	

	
	Telephone number
	

	
	Email address
	

	
	Relationship to referee
	

	
	How long have you known this referee?
	

	
	May we contact this referee without further authority from you?                            
	*Yes
	
	*No
	


	RECRUITMENT AT ST EDWARD’S
St Edward’s is committed to safeguarding the welfare of children and young people and we expect all staff or volunteers to share this commitment.  
We are required by legislation and guidance on best recruitment practice in schools to carry out recruitment checks for all staff and volunteers (including enhanced Disclosure & Barring Service disclosure, verified references and also qualifications (where applicable).  We are also required to verify the medical fitness of prospective staff (after an offer of employment has been made).  
St Edward’s School is an equal opportunities employer.  This application form does not contain any questions relating to place of birth/nationality; marital status; children or disability.

Questions on these matters will not normally be asked at interview, but if you are offered an appointment this will be on the understanding that there is nothing in your personal circumstances which might prevent you from taking up the appointment and carrying out the full duties of the post.  Any offer of employment is conditional upon satisfactory completion of all recruitment checks.
The Equal Opportunities Monitoring Form does not form part of your application.  The information from it will be kept separately and used only to monitor the effectiveness of our equal opportunities policy.


	We normally retain applications from unsuccessful applicants for six months after recruitment has been concluded, after which time they are securely destroyed.  If you do not wish your application to be retained for six months, please indicate below, in which case your application will be securely destroyed as soon as recruitment has been finalised:

	If my application is unsuccessful, I wish my details to be retained for six months before being securely destroyed
	*Yes
	 
	*No
	


(Application form continues on page 7)

The information you provide in this part of the form will not be seen by those involved in short listing.

	CRIMINAL RECORDS

If you are successful in your application, you will be required to apply for Disclosure & Barring Service (DBS) disclosure.  Any information disclosed will be handled in accordance with the Code of Practice published by the DBS (a copy of which is available from the School on request).

The School is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions, reprimands and final warnings (including those which would normally be considered spent under the Act) must be declared.  If you have a criminal record this will not automatically debar you from employment.  Instead each case will be assessed fairly, with reference to the School’s objective assessment procedure (a copy of which is available from the School on request).



	Have you ever been convicted by the courts of any offence?
	*Yes
	
	*No
	

	Is there any court action pending against you?
	*Yes
	
	*No
	

	Have you ever received a caution, reprimand or final warning from the police?
	*Yes
	
	*No
	

	If the answer to any of the preceding questions is “yes”, please send full details to the Recruitment Manager, either by email to recruitment@stedwardsoxford.org or by post in a separate sealed envelope marked “Private and Confidential.  


	DATE OF BIRTH AND ANY PREVIOUS SURNAMES USED

If your application is successful, you will apply for DBS Disclosure which will include a check against the list maintained by the DBS of those who are barred from working around children.  Depending on the nature of the employment which has been offered it is sometimes possible for an applicant to begin work before DBS disclosure is received, subject to a number of safeguarding procedures.  In this case, the School would carry out an interim check of the Barred List, using details of your date of birth, current surname and any other surname which you have ever used.  

No check will be made unless you are offered employment by St Edward’s

Providing your date of birth also helps us to comply with the requirement for us to obtain a full unbroken history of each applicant’s employment and other activities since leaving secondary education.  Please enter details below:

	Date of birth
	Any previous surnames used

	
	


	PERSONAL DECLARATION

· I confirm that the information which I have given in this application form and on any continuation sheets is true and correct to the best of my knowledge.  I understand that providing false information 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 confirm that I am not on the list maintained by the Disclosure & Barring Service of those barred from working with children, otherwise disqualified from working with children or subject to sanctions imposed by a regulatory body.
· I consent to the School processing the information given on this form, including sensitive information as may be necessary during the selection and recruitment process.

· I consent to the School making direct contact with any previous employer where I have worked with children or vulnerable adults to verify my reason for leaving that position.

· I consent to the School making direct contact with the people specified as my referees to obtain and verify the reference, except where I have indicated that my further authority is needed.



	Signed:
	
	Date:
	

	Print name:
	
	
	

	Completed applications, accompanied by CVs if desired, should be emailed to recruitment@stedwardsoxford.uk  or printed and returned by post to: The Recruitment Manager, St Edward’s School, Woodstock Road, Oxford, OX2 7NN.   Alternatively, they may be faxed to: 44 (0)1865 319206.   You may wish to save a copy of the completed form for your reference.


Page 8 of the form is a continuation sheet for you to use to provide additional information, if you wish

	ADDITIONAL INFORMATION
Please use this sheet to provide additional details, if required.  Please would you indicate to which section of the application form the information refers (e.g. Education Details, Employment Summary).  If you need more space to complete your application, please attach an additional sheet.
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*(Please enter “X” in the applicable box)
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