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Achievement, Continuity & Enjoyment


APPLICATION FORM

	Name of applicant:
	



	Post applied for:
	[bookmark: gjdgxs]     School Administrator

	Please state where you saw the job advertised:
	[bookmark: 30j0zll]     



GUIDANCE NOTES

Please complete all sections of this application form. Return the completed application form electronically to: vacancy@gosh.camden.sch.uk.  CVs will not be accepted.  

If you do not hear from us, please assume we will not be taking your application further and accept our thanks for your time. 

Your written application is our only basis for shortlisting for interview, so it is important that you complete it in a way that does you full justice.  You should answer all the questions and give us your full employment history.  Tell us everything you think we need to know, to assess you properly for the job. 

As an equal opportunities employer the School expects all successful applicants to actively support our Equal Opportunities Policy. If you have a disability, which you would like the School to know about, you may submit written documentation or inform us informally.

DATA PROTECTION NOTICE

Throughout this form we ask for some personal data about you. We’ll only use this data in line with data protection legislation and process your data for 1 or more of the following reasons permitted in law:
· You have given us your consent
· We must process it to comply with our legal obligations



DISCLOSURE AND RECRUITMENT CHECKS


Appointments are made subject to the verification of a number of details relating to the contents of the application form as follows:			

CRIMINAL BACKGROUND CHECKING
All posts are subject to enhanced DBS checks including a barred list check. All disclosures of criminal background are carried out in the strictest confidence and in accordance with data protection regulations. Checks are made only in connection with your application for employment and for no other purpose. Shortlisted candidates will be asked to complete a self-declaration of their criminal record or of any information that would make them unfit to work with children. 


Have you lived or worked outside of the UK in the last 5 years?:	 ☐ Yes		☐ No	

If you’ve lived and/or worked outside of the UK, the school must make any further checks it considers appropriate (in addition to the usual pre-employment checks).  
We’ll base the decision on whether this is necessary on individual circumstances, and factors such as: 
The amount of information you disclose in the DBS check 
The length of time you’ve spent in or out of the UK 

RIGHT TO WORK IN UK
We will require you to provide evidence of your right to work in the UK in accordance with the Immigration, Asylum and Nationality Act 2006.
By signing this application, you agree to provide such evidence when requested.			

QUALIFICATIONS
Successful candidates will be required to produce original documentary evidence of all qualifications, as specified on the application form.	
					
MEDICAL CLEARANCE
All appointments are subject to medical clearance.   Applicants will be asked to complete a form and may be required to attend for a medical. All information is treated in the strictest confidence.

VERIFICATION OF EMPLOYMENT
All appointments are subject to verification of employment record.

Any job offer will be conditional on the satisfactory completion of the necessary pre-employment checks.
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Achievement, Continuity & Enjoyment





APPLICATION FORM

	NAME OF APPLICANT
	

	Post Applied for:
	[bookmark: 1fob9te]     School Administrator



	PERSONAL DETAILS

	Surname:
	[bookmark: 3znysh7]     

	Title:
	[bookmark: 2et92p0]    

	First Name(s):
	[bookmark: tyjcwt]     

	Former Names:
	[bookmark: 3dy6vkm]     

	Date of Birth: (optional)
	[bookmark: 1t3h5sf]     

	Address:
	[bookmark: 4d34og8]     

	Home No.:
	[bookmark: 2s8eyo1]     
	Mobile No.:
	[bookmark: 17dp8vu]     

	E-mail:
	[bookmark: 3rdcrjn]     

	Do you hold Qualified Teacher Status?
	[bookmark: 26in1rg][bookmark: lnxbz9][bookmark: 35nkun2]☐ Yes      ☐ No      ☐ N/A





	CURRENT EMPLOYMENT

	Present or most recent employer:
	[bookmark: 1ksv4uv]     

	Address: 
	[bookmark: 44sinio]     

	Job Title:
	[bookmark: 2jxsxqh]     
	From: M/Y
	[bookmark: z337ya]     
	To: M/Y
	[bookmark: 3j2qqm3]     
	[bookmark: 1y810tw][bookmark: 4i7ojhp]☐ FT     ☐ PT

	Brief outline of duties:
	[bookmark: 2xcytpi]     

	Reason for leaving / wishing to leave:
	[bookmark: 1ci93xb]     

	Notice Required:
	[bookmark: 3whwml4]     
	Current Salary:
	[bookmark: 2bn6wsx]     




	EMPLOYMENT HISTORY

	Please give details of your employment history in chronological order starting with the most recent

	Name and address of employer
	Job Title
	Dates (M/Y)
	Reason for leaving

	
	
	From
	To
	

	     
	     
	☐ FT

☐ PT
	     
	     
	     

	     
	     
	☐ FT

☐ PT
	     
	     
	     

	     
	     
	☐ FT

☐ PT
	     
	     
	     

	     
	     
	☐ FT

☐ PT
	     
	     
	     

	     
	     
	☐ FT

☐ PT
	     
	     
	     

	
BREAKS IN EMPLOYMENT. Please indicate nature/reasons for any breaks in employment including relevant dates.

     











	EDUCATION

	Please give details of your post-11 education in chronological order starting with the most recent.

	Institution attended
	Dates (M/Y)
	Qualifications

	
	From
	To
	Course
	Grade
	Date awarded

	[bookmark: qsh70q]     
	[bookmark: 3as4poj]     
	[bookmark: 1pxezwc]     
	[bookmark: 49x2ik5]     
	[bookmark: 2p2csry]     
	[bookmark: 147n2zr]     

	[bookmark: 3o7alnk]     
	[bookmark: 23ckvvd]     
	[bookmark: ihv636]     
	[bookmark: 32hioqz]     
	[bookmark: 1hmsyys]     
	[bookmark: 41mghml]     

	[bookmark: 2grqrue]     
	[bookmark: vx1227]     
	[bookmark: 3fwokq0]     
	[bookmark: 1v1yuxt]     
	[bookmark: 4f1mdlm]     
	[bookmark: 2u6wntf]     

	[bookmark: 19c6y18]     
	[bookmark: 3tbugp1]     
	[bookmark: 28h4qwu]     
	[bookmark: nmf14n]     
	[bookmark: 37m2jsg]     
	[bookmark: 1mrcu09]     

	[bookmark: 46r0co2]     
	[bookmark: 2lwamvv]     
	[bookmark: 111kx3o]     
	[bookmark: 3l18frh]     
	[bookmark: 206ipza]     
	[bookmark: 4k668n3]     

	[bookmark: 2zbgiuw]     
	[bookmark: 1egqt2p]     
	[bookmark: 3ygebqi]     
	[bookmark: 2dlolyb]     
	[bookmark: sqyw64]     
	[bookmark: 3cqmetx]     

	[bookmark: 1rvwp1q]     
	[bookmark: 4bvk7pj]     
	[bookmark: 2r0uhxc]     
	[bookmark: 1664s55]     
	[bookmark: 3q5sasy]     
	[bookmark: 25b2l0r]     

	[bookmark: kgcv8k]     
	[bookmark: 34g0dwd]     
	[bookmark: 1jlao46]     
	[bookmark: 43ky6rz]     
	[bookmark: 2iq8gzs]     
	[bookmark: xvir7l]     

	[bookmark: 3hv69ve]     
	[bookmark: 1x0gk37]     
	[bookmark: 4h042r0]     
	[bookmark: 2w5ecyt]     
	[bookmark: 1baon6m]     
	[bookmark: 3vac5uf]     

	[bookmark: 2afmg28]     
	[bookmark: pkwqa1]     
	[bookmark: 39kk8xu]     
	[bookmark: 1opuj5n]     
	[bookmark: 48pi1tg]     
	[bookmark: 2nusc19]     

	     
	     
	     
	     
	     
	     




	TRAINING

	Please give details of any relevant CPD / training attended in the last 2 years.

	Title 
	Date (M/Y)

	[bookmark: 1302m92]     
	[bookmark: 3mzq4wv]     

	[bookmark: 2250f4o]     
	[bookmark: haapch]     

	[bookmark: 319y80a]     
	[bookmark: 1gf8i83]     


[bookmark: 40ew0vw]
	SUPPORTING STATEMENT 

	Please write about the way in which you feel you meet the requirements of the position for which you are applying.  You should link this to what you understand the post to entail and to any person specification, ensuring that you highlight any information that you consider demonstrates your suitability for the position. Think carefully about how you meet the job requirements, considering your achievements and skills gained in paid and/or voluntary employment, outside interests and any other relevant activities.  Do not exceed 600 words.

	[bookmark: upglbi]
















































	REFERENCES

	Please give details of two professional referees one of whom must be your present or most recent employer.  Your second referee should ideally be a previous employer.  Referees should not be friends, relatives or immediate colleagues.  If this is your first appointment, one reference should be from your Headteacher, lecturer or similar.  Your references must cover at least the last five years.  Current or previous employers will be asked about disciplinary offences relating to children including penalties that are “time expired” and any child protection concerns.

In accordance with Safer Recruitment guidelines references will taken up prior to interview at the short listing stage. Please ensure referees know this reference is being requested.


	CURRENT/MOST RECENT EMPLOYER
	SECOND REFEREE

	Name:
	[bookmark: 3ep43zb]     
	Name:
	[bookmark: 1tuee74]     

	Job title of referee:
	[bookmark: 4du1wux]     
	Job title of referee:
	[bookmark: 2szc72q]     

	School/Business address: 
	[bookmark: 184mhaj]     
	School/Business address: 
	[bookmark: 3s49zyc]     

	Work e-mail:
	[bookmark: 279ka65]     
	Work e-mail:
	[bookmark: meukdy]     

	Telephone no:
	[bookmark: 36ei31r]     
	Telephone no:
	[bookmark: 1ljsd9k]     

	In what capacity do you know this person:
	[bookmark: 45jfvxd]     
	In what capacity do you know this person:
	[bookmark: 2koq656]     




	FURTHER INFORMATION

	Are you related to, or have a close relationship with, any member of staff or governor of the school?  
If yes please give details.
	[bookmark: zu0gcz]☐ Yes   

[bookmark: 3jtnz0s]☐ No
	

	Do you have any business and/or financial interests or other connections that might conflict with this application or with the duties or responsibilities of the post?
If so please give details.
	☐ Yes   

☐ No
	

	Are there any restrictions affecting your ability to take up employment in the UK?
If so please give details.
	☐ Yes   

☐ No
	






	PREVENTION AND DETECTION OF FRAUD

	We have a duty to protect public funds. We may use the information you have provided on this form for the prevention and detection of fraud. We may also share this information with other bodies administering public funds solely for these purposes.



	DECLARATION

	I declare that the information supplied as part of my application is true and complete, and I understand that this will be checked and verified. I understand that any deliberate omission, falsification or misrepresentation as part of my application may be grounds for rejecting my application or should the discovery occur following appointment, termination of my employment.

	Signed
(Electronic signatures will be accepted)
	[bookmark: 1yyy98l]     

	Date: 
	[bookmark: 4iylrwe]     
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