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Please return this application form to:

St. Alban’s Catholic High School, Digby Road, Ipswich, IP4 3NJ
Email: aturner@st-albans.suffolk.sch.uk
[image: image2.png]St. Alban's Catholic High School





	HOW TO COMPLETE THIS FORM

The accompanying notes should be read carefully before attempting to complete this form.  When fully completed, this form should be returned to the above email address together with your personal statement (see applicant letter for details). 

	Application for appointment as ………………………………………………………………………………………………….



	A.
PERSONAL DETAILS (See Notes 1 and 2)

	Surname ……………………………………
Title (Mr, Mrs, Miss, Ms, Dr) ……………………………….

Forenames ……………………………………
Any surname used previously

e.g. Maiden name ……………………………………
Date of birth ……………………………………
DFE Teacher Reference No. ………………………………
	Address…....………………………………………………...

…………………………………………………………………

…………………………………………………………………

County …………………………  Post Code ………………

Email Address …………………...…………………………..

Home Telephone No ………………………………………..

Mobile Telephone No ……………………………………….

National Insurance No ……………………………………...

	B.
PRESENT POST (OR MOST RECENT POST IF UNEMPLOYED (See Note 3)

	Appointment held …………………………………………………………………………………………………………………

Date appointed ………………………………………………   Date left …………………………………………………

	STATUS :  
Qualified Teacher/Probationary Teacher/Licensed Teacher/Instructor/Overseas Trained Teacher
Name and address of LA or other employer:


	

	Name and address and type of school/establishment :


	SALARY DETAILS
Give points awarded for :

Qualifications/Experience...……………………………..

Responsibilities…………………………………………..



	Number on roll …………………       
Age range ………………………
Age range of pupils taught……………………………
	Recruitment/Retention
…………………………….

Excellence
…………………………….

Special Needs
…………………………….

Total
____________________

Salary (& Group No.)
£ …………………..p.a.  ..


	C.
SECONDARY EDUCATION

	Schools 
	From
	To
	Examination Results (Subject, level and grade)
	Date

	
	
	
	
	

	D.
FURTHER AND HIGHER EDUCATION

	University, Polytechnic, College, Dept or Inst of Education
	From


	To
	FT/PT
	Qualification
	Level
	Main Subject

	
	
	
	
	
	
	

	E.
OTHER QUALIFICATION e.g. membership of professional bodies

	

	F.
INDUSTRIAL/COMMERCIAL EXPERIENCE AND SERVICE IN HM FORCES

	Company or Establishment
	Nature of Business
	Position held
	FT/PT
	From
	To

	
	
	
	
	
	

	G.
PERSONAL INTERESTS

	


	H.
PREVIOUS TEACHING EXPERIENCE (Earliest first, in chronological order)

	Name/type of school/college and employing Authority
	Age range
	Number on roll
	Age groups taught
	Post held, status, salary and allowance
	FT/PT
	From
	To

	
	
	
	
	
	
	
	

	If there are any gaps in your employment history since leaving full time education please detail them below and explain the reasons for them.

	Date of Gap:


	Details/Reasons: 

	I.
SPECIAL AREAS OF TEACHING INTEREST

	

	J.
RELEVANT COURSES ATTENDED RECENTLY (Give subject, duration, date and location)

	


	K.
REFERENCES (See Note 4)

	Please give the names of two referees who have had a professional interest in your work as a teacher.  Where possible we will contact these before interview.

	1.
Name ………………………………………………


Address ……………………………………………


………………………………………………………


………………………………………………………

2.
Name ………………………………………………


Address ……………………………………………


………………………………………………………


………………………………………………………


	Status …………………………………………………………

Telephone No ………………………………………………..

Post Code ……………………………………………………

Status …………………………………………………………

Telephone No ………………………………………………..

Post code …………………………………………………….

	L.
HEALTH (See Note 5)

	Give details of any serious physical or mental illness during the past five years or any current disability.



	M.
CONVICTIONS (See Note 6)

	Any applicant for a post involving children and young people must declare any criminal convictions, “spent” or otherwise.  The school may need to check the successful applicant’s details with the Police.

Details of convictions (state nil if appropriate).



	N.
ARE YOU RELATED TO ANY EMPLOYEE OR GOVERNOR OF THE SCHOOL?

	Please give details (if applicable).



	DECLARATION

To the best of my knowledge the information on this form is correct.  I understand that canvassing Governors of the establishment for which application is being made, giving false information or omitting to give information could disqualify my application, or, if appointed, could lead to my dismissal.

Signed …………………………………………………………………….    
          Date ………………………………………




NOTES TO ACCOMPANY FORM OF APPLICATION FOR A TEACHING POST

1.
COMPLETION OF FORM


Please note that a separate curriculum vitae is not regarded as an adequate alternative to full completion of the application form and the provision of a relevant supporting statement.

2.
EQUAL OPPORTUNITIES
a)
The school operates a policy of equal opportunities irrespective of an applicant’s or employee’s sex, marital status, colour, race, nationality, ethnic or national origin or religion (though for some specific posts an appropriate religious commitment may be required).  Age, Trade Union membership or non-membership.  Applications will be welcome from persons with a disability who have the necessary attributes for a post.

b)
The school is required by the Department for Education to provide annual statistical information on the ethnic composition of its teaching force.  All successful candidates for teaching appointments will be asked to complete a confidential questionnaire to be used for the preparation of these statistics.

3.
PRESENT POST
a)
Status

Candidates should ensure that they have indicated clearly their teaching status, as this has an effect on the level of salary paid.  Teachers qualified for Further Education may not have qualified status in schools catering for pupils of statutory age.  Applicants whose qualifications were obtained abroad must provide written evidence from the Department for Education that their qualified status is valid in England and Wales.  The possession of a DFE reference number does not automatically indicate qualified status.

b)
Salary

It is most important to include details of the composition of your present salary in Section C.  This should have been notified to you by your present employer during the last year.  If you have not been employed as a teacher since September 1993 then give details of your last known salary and allowances paid.


Candidates currently paid on Head or Deputy Head scales should please indicate the group number and salary only for their present post.

4.
REFERENCES
a)
Applicants for Headship and Deputy Headship posts

The first referee should be your present employer.  


For candidates currently at Deputy Headteacher level or below, the second referee should be the present (or most recent) Headteacher or Principal.  A serving Headteacher should give the name of another person who is familiar with their professional work.

b)
Applicants for other teaching posts

The first referee should be the Headteacher or Principal of your present (or most recent) school, college or place of employment.


The second referee should be another person who is familiar with your professional work.


Any reference relating to religious commitment which may be required in connection with an application for a post in a Voluntary School must be provided in addition to the two professional references.

c)
General

The school reserves the right to approach any previous employer for a reference and may specifically ask for details of any disciplinary offences.

5.
HEALTH

The school reserves the right in appropriate circumstances to require applicants to produce a certificate of fitness from an approved medical practitioner before a post is offered.

6.
CONVICTIONS – also please see separate conviction notice

Rehabilitation of Offenders Act, 1974 (Exceptions Order, 1975)


Please note that applicants for teaching posts are not entitled to withhold information about past convictions, “spent” or otherwise, under the terms of the above Act.  The Act made a specific exception in respect of teachers in schools or establishments for further education and any other employment which is carried out wholly or partly within the precincts of a school or further education establishment which involves access to persons under the age of 18 as part of the employee’s normal duties.  The definition of a “teacher” includes a warden of a community centre, leader of a youth club or similar institution and a youth worker.


You must disclose any past convictions at the time of your application.  In the event of employment being offered and taken up, any failure to disclose such convictions is likely to result in disciplinary action by the school which may lead to dismissal.


Any information may be given on a separate sheet from your application form and will be kept completely confidential.  It will be considered only in relation to an application for positions to which the Exception Order applies.


In addition, the school, on Home Office advice, will require the successful candidate to agree to a police check for convictions which may or may not be relevant to the appointment.  A separate authorisation form will need to be completed after the interview.

CONFIDENTIAL

St. Alban’s Catholic High School

EQUAL OPPORTUNITIES MONITORING FORM

As a large organisation that employs many people in different jobs across the County we want to learn more about prospective employees and their needs.  By doing this we can ensure that these needs are properly met and that our policies and procedures are reflective of them and that our selection processes are fair, inclusive and accessible to everyone.

To help us monitor our recruitment and selection processes, we would like to ask you to complete the following information about yourself. Please fill this in even if you are an internal candidate. 

Please note that all the information is optional and you don’t have to complete them if you don’t want to.  If you choose not to disclose this information at this time please enter the code PND (Prefer Not to Disclose) so that we are aware of your choice.

The information you provide is governed by the Data Protection Act 1998 and will be treated as strictly confidential.  The details you supply will be used for monitoring purposes only and your anonymity is assured – this means that we will not use your name or any personal details about you when putting together the information for the organisation as a whole.  Nor will it be used in selecting or not selecting you for the job as it is separated from your application form when we receive it.

ABOUT THE JOB YOU ARE APPLYING FOR (Please use block capitals)
Job Title

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Where did you see the job advertised? (Please tell us the main source only)

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


ABOUT YOU

Initials

	
	
	
	


Last name 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Gender (please tick)
	Female
	
	
	
	Male
	
	
	 Prefer not to disclose
	


Have you undergone 

gender re-assignment?
Yes

No

Prefer not to disclose

Age

	
	
	
	Prefer not to disclose
	


Marital Status (please tick)
	Single
	
	
	
	Married/Civil Partnership
	
	
	
	Prefer not to disclose
	


Ethnic Group

This list has been created using the categories recommended by the Commission for Racial Equality and is not exhaustive. 

Please tick below one box for the description that best fits your ethnic group.  If you feel the choices do not provide a suitable option, please write how you would describe your ethnic group in the space provided.

	A – White
	B – Mixed
	C – Asian or Asian British

	1.   British
	
	4.   White & Black Caribbean
	
	8.   Indian
	

	2.   Irish
	
	5.   White & Black African
	
	9.   Pakistani
	

	3.   Any other White origin           (please specify):
	
	6.   White & Asian
	
	10. Bangladeshi
	

	
	
	7. 7.  Any other Mixed origin (please specify):


	
	11. Any other Asian origin (please specify):
	

	D – Black or Black British
	E – Chinese/Other
	

	12. Caribbean
	
	15. Chinese
	
	

	13. African
	
	16. Gypsy/Traveller
	
	

	14. Any other Black origin (please specify):
	
	17. Other (please specify):


	
	

	
	
	18. Prefer not to disclose
	
	


Nationality

	Please tell us your nationality, 

eg: British Citizen, Portuguese Citizen
	


	Are you applying for a job share?
	
	YES
	
	NO

	
	
	
	
	


The following sections contain information that we have only recently started collecting from employees and prospective employees.  From December 2003, the Employment Equality Regulations for Religion/ Belief and Sexual Orientation came into effect.  These regulations made it unlawful to discriminate against workers because of their religion/belief or sexual orientation.

In response to the new regulations we want to collect this information to learn more about the needs of our employees so that we can ensure these needs are properly met.  We hope that by using the information to help us develop better working practices and policies; we can start to create a more inclusive working environment for everyone.
Religion/Belief

What is your Religion/Belief? Please select from the following list:

	Baha’i
	
	        Buddhism
	
	       Christianity

	

	Hinduism
	
	        Islam (Muslim)
	
	        Jainism
	

	Judaism (Jewish)
	
	        Rastafarianism
	
	        Sikhism
	

	Zoroastrian (Parsi)
	
	        No religion/belief
	
	        Prefer not to disclose
	


	


Other (please specify)  

Sexual Orientation

What is your Sexual Orientation?  Please select from the following list:

	Heterosexual
	
	        Gay
	
	       Prefer not to disclose
	

	Bisexual
	
	        Lesbian
	
	
	


Disability

A disability is defined as a mental or physical impairment that has a substantial and long-term adverse effect on someone’s ability to carry out normal day-to-day activities.  Long term means that is has lasted for 12 months, or is likely to last for more than 12 months or for the rest of your life.  Past disabilities are also covered.

The DDA defines that at least one of these areas must be badly affected: 

Mobility, manual dexterity, physical co-ordination, continence, ability to lift, carry or move everyday objects, speech or hearing, memory or ability to concentrate, ability to learn or understand, understanding of the risk of physical danger, eyesight (not where sight is corrected by wearing spectacles or contact lenses).


There are also some special provisions, for example: 

· if your disability has badly affected your ability to carry out normal day-to-day activities, but doesn't any more, it will still be counted as having that effect if it is likely to do so again

· if you have a progressive condition such as HIV or multiple sclerosis or arthritis, and it will badly affect your ability to carry out normal day-to-day activities in the future, it will be treated as having a bad effect on you now.
	Under the description of the DDA do you believe that you have a disability?
	
	YES
	
	NO

	
	
	
	
	


This list has been created using the Disability Discrimination Act definitions of a disability.  If your disability comes under more than 1 category, please tell us all the categories that apply to you.

Please select from the following list:

MB

Mobility

MD

Manual Dexterity

PHY

Physical Co-ordination

CN

Continence

LA

Ability to lift, carry or move everyday objects
SP

Speech

HR

Hearing

EY

Eyesight
MY

Memory or ability to concentrate

LRN

Ability to learn or understand 
UPD

Understanding of the risk of physical danger.
PD    

Past disability – if it is likely to re-occur

PGC
Progressive Condition – that will or may badly affect your ability to carry out normal day-to-day activities in the future, if it does not already

	Your disability category/ies:
	
	







OFFICE USE ONLY 

Invited for initial interview 
( Yes 



( No
If no give reason(s) 


( Qualifications
( Skills 






( Knowledge 

( Other………………………

Invited for 2nd interview 

( Yes 



( No
If no give reason(s) 


( Qualifications
( Skills 






( Knowledge 

( Other………………………

Offered Job 



( Yes    


( No

If no give reason(s)


( Qualifications

( Skills







( Knowledge


( Other



If yes give outcome


( Appointed


( Other ………………………

Appointed with job share 

( Yes 



( No 
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