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Please fill in all sections of this form fully and not suggest reference to your C.V.

Please return the completed form to The Principal, London Academy, Spur Road, Edgware, Middlesex, HA8 8DE.
VACANCY DETAILS

	Position Applied for



	Is this a job share role you are applying for? (This should be indicated in the advertisement/job details)


PERSONAL DETAILS

	First name(s) (BLOCK LETTERS)

	Surname (BLOCK LETTERS)

	Address (BLOCK LETTERS)

Postcode
Telephone Numbers

Work                                          Home                                     Mobile Number
E-mail address


	Nationality


	Is a work permit needed? (Y/N)
	NI Number

	DfES Number
	Are you registered with the GTC? (Y/N)


SECONDARY EDUCATION
	School(s) attended 


	Dates of attendance



	Examination results (GSCE, O, A, AS, H, IB, BTEC) with grades and dates



HIGHER EDUCATION
University/College
   Dates attended
    
      Qualification/Subjects Studied Level of Qualification

	
	
	
	


PROFESSIONAL QUALIFICATIONS/OTHER SKILLS

	Do you have any professional qualifications or are you a member of any professional bodies? Please also refer to any I.T skills/qualifications



OTHER SKILLS AND EXPERIENCES
In answering the following questions please draw on any work experiences/outside interests you may have had in your life.
	Please describe a situation where you have been set a goal and worked with other people to achieve this. How did you contribute and what was the outcome?

	Please give an example of where you have had a complex problem to solve, how you reached a decision to resolve it and what was the end result


	Please describe a situation where you have improved how something is done. How did you go about it and what did you achieve? 



EMPLOYMENT

Please give details of all employment and any other experiences relevant to the role for which you are applying. Please include reasons for any gaps in employment history. Please fill this section in fully and do not refer to your C.V. If you need more space please continue on a separate piece of paper.
	Dates from/to
	Employer
	Job title & relevant experience
	Salary

(Support Staff)


CAREER CHOICE

	Please tell us why you wish to apply for the role & why you think you are suitable


	Why have you applied for a position at London Academy?


	If you feel there is anything which has not been covered previously on this application form, please elaborate. (If necessary please continue on a separate sheet of A4 paper


	Dates not available for interview



	If you have a disability, are there any arrangements which we can make for you if called for an interview? If so, please provide details


PAST EMPLOYMENT

	Have you ever been refused a position working with children? If so, please give details. (If you have a Criminal Records Bureau disclosure please enclose with this application). This post is subject to an enhanced check through the CRB.



	The Rehabilitation of Offenders Act 1974 (exceptions order 1975) does not allow employees with access to young persons under the age of 18 the right to withhold information regarding ANY previous convictions whether spent or not. Please disclose any previous convictions below. Failure to do so could result in subsequent dismissal. Any information provided will be confidential and will be considered only in relation to this application.

Date              Type of Offence                               Sentence/fine imposed  Comments

	
	
	
	

	
	
	
	

	
	
	
	


	Are you related to a Trustee/Governor or employee of London Academy? If so, please give details

	Are you in receipt of a Local Government/teacher’s pension?  If so, when did it start?


REFERENCES
	Please give details of two people who we may approach for references, one of which must be your current employer. Please indicate whether it is possible to contact these referees immediately. Please note references must be taken before appointment to the role

	Name and title
Address
Postcode
Telephone number
Occupation
Able to contact immediately Y/N
	Name and title
Address
Postcode
Telephone number
Occupation
Able to contact immediately Y/N


DATA PROTECTION ACT

The information collected in the form will be used in compliance with the Data Protection Act 1998.

The information is being collected by the HR department for the purpose of administering the employment and training of employees of London Academy.  The information may be disclosed, as appropriate, within the London Academy, to governors, to Occupational Health, to the General Teaching Council, to the Teachers Pension Fund, pension providers and relevant statutory bodies. 

You should also note that because we have a duty to protect the public funds we handle, we might need to use the information you have provided on this form to prevent and detect fraud.  We may also share this information for the same purpose with other organisations, which handle public funds.

CONFIRMATION OF DETAILS

I hereby certify that all the information given on this form is correct to the best of my knowledge and that all the questions related to me have been accurately and fully answered, and that I am in possession of the certificates I claim to hold.   I understand that should the information given in this application be incorrect it may render my application invalid. If appointed I will provide the originals of the certificates I claim to hold.

Signature 




 Date 
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EQUAL OPPORTUNITIES
Equal Opportunities

London Academy is committed to equal opportunities in employment and we positively welcome your application irrespective of your gender, race, disability, colour, ethnic origin or national origin, nationality, sexuality, material status, responsibility for dependants religion, trade union activity and age (up to 65)
So that we may monitor our Equal Opportunities Policy we would be grateful if you would fill in this section of the application form as fully as possible and return it in a separate envelope to the Human Resources Department.
The form will be used purely for statistical analysis and complying with employment legislation.
Ethnic Monitoring

	Ethnic Group


	Please state which  Ethnic group is applicable to you

	WHITE

British

Irish

Any other White background, please state in the space provided.


	

	MIXED

White & Black Caribbean

White & Black African

White & Asian

Any other Mixed background, please state in the space provided.


	

	ASIAN / ASIAN BRITISH
Indian

Pakistani

Bangladeshi
Any other Asian background, please state in the space provided.
	

	BLACK / BLACK BRITISH

Caribbean

African

Any other Black background, please state in the space provided.
	

	CHINESE / OR OTHER ETHNIC GROUP

Chinese

Any other group, please state in the space provided
	


EQUAL OPPORTUNITIES Continued
Please tick the boxes or complete as appropriate
Gender

MALE


FEMALE

AGE
16-24


25-34


35-44


45-54


55-65

Disability
The Disability Discrimination Act 1995 defines a person as having a disability if he/she has a physical or mental impairment which has a substantial long term adverse effect on his/her ability to carry out normal day to day activities. Do you have a disability?

YES


NO
Employment Status

Are you currently employed?


YES


NO
Job Advertisement

How did you find out about the role?



Times Educational Supplement

Barnet Press


Barnet Times


Newspaper (please specify) 







Website (please specify








Word of mouth 


Careers Fair/Open Day


Recruitment agency (please specify






Other (please specify)









TEACHING POSTS – ADDITIONAL INFORMATION
For Guidance Notes please see overleaf
PERSONAL DETAILS
	First name(s) (BLOCK LETTERS)


	Surname (BLOCK LETTERS)


INDUCTION
Please attach copies of your induction reports for the period served

	Did you qualify as a teacher after May 1999? If so, where was the induction served?



	Between what dates did you serve your induction?


	Did you pass your induction? Y/N

	If applicable, how much longer to you have to serve of your induction?



	Have you passed the numeracy and literacy skills test? (NQTs only) 




CONTINUOUS PROFESSIONAL DEVELOPMENT

Please list any courses you have attended in the last 5 years. (You may continue on a separate sheet)
	Dates to/from
	Organising body
	Course title
	Length of course


CONFIRMATION OF DETAILS

I hereby certify that all the information given on this form is correct to the best of my knowledge and that all the questions related to me have been accurately and fully answered, and that I am in possession of the certificates I claim to hold.   I understand that should the information given in this application be incorrect it may render my application invalid. If appointed I will provide the originals of the certificates I claim to hold.

Signature





Date






LONDON ACADEMY

APPLICATION FORM GUIDELINE NOTES

THE APPLICATION FORM

The first step in the recruitment process is to complete the application form.  It is most important that you complete ALL sections of the application form, which are relevant to you as accurately as possible.

Please do not include a Curriculum Vitae with your application, but try to include all relevant information on the form itself using additional sheets if necessary.

The following notes will explain the application form and give some useful guidance on how complete it.

Please use BLACK ink or type as it will be necessary to photocopy your form.

VACANCY DETAILS

Please state the position you have applied for and indicate whether the position is a job share role.
PERSONAL DETAILS

In order that we may contact you regarding your application, please enter your personal details accurately.  If you require a work permit please ensure that you enter “yes” in the relevant box.  Please enter your National Insurance number, DfES number and General Teachers Council number.

SECONDARY EDUCATION

Please enter the school and the dates attended including ANY examination results attained. We are interested in any courses you have studied which did not lead to an examination or qualification including any education or qualification gained overseas or as part of a Training Scheme.  

HIGHER EDUCATION

Please list any Colleges/Universities you have attended, the dates attended, courses studies and qualifications obtained.
PROFESSIONAL QUALIFICATIONS/OTHER SKILLS

Please enter any professional qualifications your have acquired or membership to any professional bodies including any IT skills or qualifications.

OTHER SKILLS AND EXPERIENCES

In answering the questions in this section please draw on any work experience or outside interests you may have had in your life.

EMPLOYMENT

Please give full details of all employment and other experience since leaving school, including any breaks or unpaid activities such as voluntary work, child rearing, travel abroad etc. We are interested in all present or past employment you consider relevant to your application.  If you have recently left school or college or a training programme and have not yet had a full time or permanent job, please give details of any other employment that you may have had such as work experience gained on Training Schemes, part time holiday work or voluntary activities.  Please include your current job title and where applicable school and LEA.

If you have passed through the teachers threshold and you are successful in your application you will be required to produce a copy of your letter of confirmation to Schools Personal Services/The Staff Agency.  This will assist in ensuring you receive the correct salary.  

CAREER CHOICE

Please state the reason you have applied to the role, why you are suitable and why you have chosen London Academy specifically.

Please add anything which has not been covered on the application form.  If necessary please use an A4 sheet of paper and attach to the completed form.

Please inform us of dates you are available for interview or whether any dates are unsuitable.  Please also state whether there are any special arrangements we can make for your interview if you have a disability. 

PAST EMPLOYMENT

Please enter details if you have ever been refused employment working with children.  If you are in receipt of a Criminal Records Bureau disclosure which has been done in the last 3 months please enclose this with your application. 

Please enter any previous convictions or fines imposed and any comments. All information will be treated confidentially.

Please give details of your relationship, if any, to a Trustee/Governor or employee of London Academy. 

You need to advise us if you have previously been in receipt of a Local Government/teachers pension.  Please give details of when it commenced.

REFERENCES

Please give the names and addresses (including postcode) of two referees.  If you have been or are employed, the first referee should be your present or most recent employer.  If you have been unemployed for some time, you should instead, name somebody who knows you well.  Students should give the College Principal as their first referee and their second referee should be a representative from their teaching practice.  

Title refers to the referee, e.g. Manager, Senior Lecturer or Head Teacher.  

DATA PROTECTION

Please note that the information given will be held on computer and that your rights under the Data Protection Act 1998 apply.

CONFIRMATION OF DETAILS

All applications are treated confidentially. 

When completed, read through your application form carefully checking for errors and omissions.  

Ensure that you have signed and dated your application form to confirm that your details are correct and complete.  

Please return the form to the address shown on the application form which should be received by the closing date.

You may find it useful to keep a copy of your application form. 

EQUAL OPPORTUNITIES

Please fill in details of your ethnic group, gender and any disabilities you may have.  Any information given will NOT be taken into account in deciding your suitability for the job.  Please state how you found out about this position.


GUIDELINES FOR TEACHING POSTS – ADDITIONAL INFORMATION

This section need only be completed if you are applying for a teaching post.

PERSONAL DETAILS

Please enter your personal details in the appropriate boxes. 

INDUCTION

If you qualified as a teacher after May 1999, please indicate when and where the induction was served entering the dates in the relevant boxes.  If applicable please enter how much longer you have to serve of your induction. 

If you are an NQT please complete the box to indicate whether you have passed the numeracy and literacy skills test. 

CONTINOUS PROFESIONAL DEVELOPMENT

Please list any dates, organising bodies, course titles and length of courses that you have attended in the last 3 years.

CONFIRMATION OF DETAILS

Please sign and date the bottom of the application form to certify that you have understood and fully answered all the questions applicable to you to the best of your knowledge.
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