	APPLICATION FORM
	Confidential


GRAVENEY TRUST

	Please return form to 

HR Department
Graveney Trust
recruitment@graveney.wandsworth.sch.uk

	POSITION APPLIED FOR:


	
	Closing date for completed forms:  

	
	Name of School: 


	In accordance with Graveney Trusts’ Equality, Diversity and Inclusion policy, this application form contains two parts. 

Part 1 will be used by Human Resources to ensure recruitment compliance and will be removed for the purpose of shortlisting. 

Part 2 will be provided to the recruiting panel and only this information will be considered at the pre-interview shortlisting stage. 

Wherever possible, please complete the application form electronically, as it may be necessary to photocopy your application.  Please complete both Part 1 and Part 2, in full.  Do not submit a C.V. as an alternative to any part of the form, as it will not be considered.  
Appendix A: Equal Opportunities Google form [for HR use only]
PART 1 – FOR HUMAN RESOURCES RECRUITMENT AND SELECTION COMPLIANCE ONLY


	1.
	Surname/Family name (Block capitals)
	Title:  Mr / Mrs / Ms / Miss / Mx /Other: ……..……..


	
	Forenames
	

	
	Home address in full (Block capitals) 


	



     Postcode: 

	
	Address for correspondence if different from above


	

	
	Home telephone number


	
	Work telephone number (If it may be used)
	

	
	Mobile number


	
	
	

	
	Email address


	

	
	National Insurance Number


	

	2.
	Are there any restrictions or conditions affecting your ability to take up or remain in employment in the UK?  E.g. Do you require a work permit?  Are you a highly skilled migrant or have a working holiday visa?
If YES please give details (including, if you have indefinite or limited leave to remain in the UK or EU Settlement Status]
	YES / NO

	
	
	

	3.
	Do you have any other employment that will continue if you are offered this post?
	YES / NO

	
	If YES, please give the following details:
	Employer(s):

	
	
	Address:


	
	
	Telephone Number:

	
	
	Nature of work:

	
	
	Date employed from:                         (DD/MM/YY)     To:                    (DD/MM/YY)

	
	
	Number of hours per week:
Working times/days:

	
	Are these arrangements subject to change, e.g. shifts?
	YES/NO

	
	If YES please give details
	


	4.
	We welcome applications for job-share for full-time posts, except Headships and Deputy Headships.  However you must apply with a partner
Do you wish to share this post?
	YES / NO

	
	Please provide your  job-share partner’s name and ensure that she/he submits an application form for this post
	


	5.
	Please give details of any pension scheme to which you belong

	

	6.
	Are you, to your knowledge, related to any Trustee of the school, or senior official, or do you have a friendship/ close relationship with or business association with any representative of Graveney Trust.
If YES, please complete this section.  (You may attach an additional sheet if necessary)
	YES / NO

	
	
	Name of person[s]:
Position held:

Relationship:


	7.
	Please tell us how or where you found out about this vacancy i.e. Advert/Website/School Contact? 
	

	8.
	  EDUCATION ESTABLISHMENTS

 [Please list the names of all of the establishments from which you received your qualifications]


	
	Secondary Education
	Further Education [16-18 years]
	Higher Education
[Undergraduate and Post Graduate Qualifications]

	
	
	
	

	
	
	
	


	9.
	REFEREES

Please provide details of two referees who have the authority to provide this on behalf of the organisation, one must be your present or most recent employer and the other should be a previous employer. If you have not been in paid employment please give the name of the head of education or training establishment and/or the manager of a voluntary group for whom you have worked.  Relatives cannot be given as referees. 

Please note:  Graveney Trust reserves the right to: (1) seek a reference from any previous employer/school/ college or university and, (2) take up more than two references.  

References may be taken up prior to interview unless you indicate otherwise.

May we contact your referees prior to interview?   (please circle)         YES        NO


	
	Name of referee [current/most recent employer]:
	Name of referee:

	
	Name of Organisation:

Job title of referee:
	Name of Organisation:

Job title of referee:

	
	Relationship with referee (e.g. line manager, Headteacher):
	Relationship with referee (e.g. line manager, Headteacher)

	
	Address:
	Address:



	
	Date of employment/study

From:


     To:
	Date of employment/study

From:


     To:

	
	Tel No:


     

Email:
	Tel No:


     

Email:

	10.
	OUTSIDE INTERESTS AND ACTIVITIES

	
	

	11.
	DECLARATION

Graveney School is under a duty to protect the public funds it administers, and to this end may use the information you have provided on this form for the prevention and detection of fraud.  It may also share this information with other statutory bodies responsible for auditing or administering public funds for these purposes.

Providing any misleading or false information to support your application or canvassing Trustees and employees of the School directly or indirectly for an appointment will disqualify you from appointment, or if appointed will render you liable to dismissal without notice.

I hereby declare that I have understood and complied with the requirements laid down in the previous paragraph.
DATA PROTECTION ACT 2018 [General Data Protection Regulations]
I understand that the information given on this form will be used by Graveney Trust for:

· the purpose of processing my application for employment,

· monitoring the Trust’s employment policies; and if my application is successful,

· recording information relevant to my employment.

I understand that any information given relating to racial or ethnic origin, physical or mental health and criminal convictions constitutes sensitive data as defined by Part 2 of the Data Protection Act 2018.  I hereby consent to the processing by the Trust for purposes set out above of all information given by me including such information that constitutes sensitive data.  Further information on how your data is used can be found in our Privacy Notice which is available on www.graveney.org
PLEASE NOTE:  All offers of appointment are conditional subject to Enhanced DBS Clearance, overseas criminal record clearance where necessary, satisfactory references and medical clearances. It is a criminal offence to apply for a post if you are on the DBS Barred List.


	
	  Signature of applicant*:





                Date:

	
	
	
	
	
	

	
	*Please note if you are completing this form electronically, you will be asked to sign your application during the recruitment process.


                          PLEASE DO NOT TYPE ON THIS PAGE.

                                 PART 2 – TO BE CONSIDERED IN SHORTLISTING SELECTION
	
	APPLICANT’S INITIALS

[Please provide your initials, including middle name initials, which will act as your unique identifier for your application]. 
	

	
	Position Applied For
School Applied for
	

	1.
	EDUCATION, TRAINING AND QUALIFICATIONS 
Starting with the most recent, please provide details and dates for all the educational establishments you have attended.  Shortlisted applicants will be required to provide evidence, i.e. original certificates, of all qualifications listed on the form.  You are advised to list qualifications if (1) they are relevant to the job (2) listed in the person specification and/or (3) you can produce original certificates.  (Please continue on a separate sheet if necessary and attach it to your form). 
A.  SECONDARY / FURTHER EDUCATION


	
	Subject / course and grade obtained
	Date From
	Date To

	
	
	


	
	B.  HIGHER EDUCATION / TEACHING QUALIFICATIONS


	
	Subject / course studied and grade obtained
	Date From
	Date To

	
	
	
	


	
	C.  OTHER QUALIFICATIONS RELATED TO CURRENT OR PREVIOUS EMPLOYMENT

Including membership of professional bodies – including National College for Teaching and Leadership


	
	Name of professional body


	Membership grade
	Was membership gained by examination?
	Date

	
	
	
	
	

	
	I understand that I must provide original evidence of all qualifications listed above  FORMCHECKBOX 


	
	D.  RELEVANT TRAINING/COURSES ATTENDED IN THE LAST 3 YEARS


	
	Course
	Qualifications gained (if applicable)
	Dates

	
	
	
	

	
	E.  PERIODS OF UNREMUNERATED ACTIVITY, E.G. VOLUNTARY WORK, DEPENDENT CARE / ANY OTHER REASON FOR GAPS IN CAREER HISTORY


	
	
	Dates

	
	
	

	2.
	FOR TEACHING APPLICATIONS ONLY

Date of recognition as a qualified teacher by the TRA
	

	
	Teacher Reference Number [TRN]

	

	
	Have you successfully completed a period of NQT/ECT Induction?
	

	
	Date of completion of induction
	


	3.
	EMPLOYMENT HISTORY (include details of any seasonal/casual employment if you have recently left education)

Please give full details as this section is used for salary assessment purposes



	
	Please list below your employment history starting with the most recent.  Include details of employment on a temporary contract or via an employment agency (including Graveney School).  It is vital that there are no gaps in your employment history – please use a continuation sheet if necessary.

	
	*Name and address of present (or most recent employer) and nature of post 
	Current Position/ Job Title
	From 

DD/MM/YY
	To

DD/MM/YY
	Total Salary*

	Other Allowance
	Total Remuneration
	Notice period required

	
	
	
	
	
	
	
	
	

	
	Please state your reasons for leaving the above employment:



	
	*TEACHING APPOINTMENTS PLEASE SPECIFY CURRENT/

LAST TEACHERS’ PAY SCALE:

	
	Names and addresses of previous employers
	Position/Job Title held (if applicable)
	From 

DD/MM/YY
	To

DD/MM/YY
	Reason for leaving

	
	
	
	
	
	


Please continue on a separate sheet if necessary
	4.
	ADDITIONAL INFORMATION – Do not attach a C.V. as it will not be considered.
Please make full use of this section attaching additional sheets if necessary to provide further information in support of your application addressing the criteria and person specification  
Please be sure to include:-
(i)    your INITIALS  on any additional sheets you attach
(ii)    the reasons why you are applying for this post and how you meet the post criteria as detailed in the individual Person Specification.
(iii)  details of any relevant experience gained either at work or in a voluntary capacity

(iv)  details of any relevant training/education 

It is essential that all applicants, both internal and external, complete this section because we need as much information about you as possible in order to determine whether to include you on the shortlist of candidates to be interviewed. Please refer to the ‘Information & Guidance Notes for Applicants’, which can be found on our website.


	
	


APPENDIX A

CONFIDENTIAL

EQUAL OPPORTUNITIES: RECRUITMENT MONITORING

Graveney Trust is committed to safeguarding and ensuring the well-being and safety of staff and students. All our employees, volunteers and contractors share this commitment and we will carry out Enhanced DBS checks for all appointments as well ensuring that our rigorous pre-recruitment checks are strictly adhered to.

We foster an inclusive culture that promotes equality of opportunity and values diversity creating an environment where the rights and dignity of all members of our community are respected. We promote a culture that allows staff to grow and flourish, regardless of age, disability, gender identity or expression, race, religion or belief, sex, or sexual orientation. 
As part of commitment to this inclusive culture, we kindly ask that you complete the Equal Opportunities: Recruitment Monitoring Google form, using the link below. This information will be treated as confidential and omitted from the shortlisting process. 
https://forms.gle/6CfJLM6gGmrDtfZ76
Please indicate as appropriate:


(a) I have completed the Equal Opportunities: Recruitment Monitoring form


(b) I would prefer not to complete the Equal Opportunities: Recruitment Monitoring form


Applicants Initials:                                                                              Date:


Signature of Applicant:                                                                      Date:
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