[image: image1.jpg]


READING GIRLS’ SCHOOL    
(A Partially-Selective Secondary Foundation School)


TEACHING APPLICATION FORM


Post applied for: ……..……………………………………………………………………….

(Please complete using black ink or typescript)

PERSONAL DETAILS


Surname …………………………………………………..….
Forename(s) ……………………..…………………..…..
Previous Surname ……………………………………....
Title ..…………………….………………………………..….

Address ………………………….…………………..……………………………………………………………………………….………. 
……………………………………………………………………………………………………………………………………………………..

……………………………………………………………………..
Postcode ……………….………………………..………..

Tel No ………………….……………………….……………..
Mobile No ………………………………….……………...

Email address ……………………………………………………………………………...…………………………………………......
REFEREES


Please provide details of two referees to whom confidential enquiries may be made. One MUST be from your present or most recent Headteacher. Your references must cover the last two years. If your two recent ones do not please provide further references. Referees will be contacted before interview. Newly qualified teachers need to supply University details along with two placement referees.
Reference 1
Reference 2

Name …………………………………………………………..
Name ……………………………………………………….…
Position ……………………………………………………….
Position ………………………………………………………
School …..…………………………………………………..…
School …..…………………………………………………....
Address ……………………………………………………....
Address …………………………………………………..….
………………………………………………………………..…..
…………………………………………………………..….…...
…………………………………………………………………….
……………………………………………………………………
Postcode ……….…………………………………………….
Postcode ……….………………………………………..….
Tel No ……………………………………………………….…
Tel No ……………………………………......................
Fax No …………………………………………………….…..
Fax No …………………………………………………..……
Email ………………………………………………………..….
Email ……………………………………………………..…..
Reference 3
Reference 4

Name …………………………………………………………..
Name ……………………………………………………….…

Position ……………………………………………………….
Position ………………………………………………………
School …..…………………………………………………..…
School …..…………………………………………………....
Address ……………………………………………………....
Address …………………………………………………..….
………………………………………………………………..…..
…………………………………………………………..….…...
…………………………………………………………………….
……………………………………………………………………
Postcode ……….…………………………………………….
Postcode ……….………………………………………..….
Tel No ……………………………………………………….…
Tel No ……………………………………......................
Fax No …………………………………………………….…..
Fax No …………………………………………………..……
Email ………………………………………………………..….
Email ……………………………………………………..…..

Please note that references will be taken up on receipt of application, unless you have requested otherwise. However, no offer of employment can be made until two satisfactory references are received. The recruiting manager may delay interviews, or decline to interview, if references are not made available. All references will be read by the Chair of the interviewing panel prior to the interview, and the content may be shared with the panel and discussed with you during the interview. Referees will be asked to comment on any disciplinary issues that may be relevant. Interviewing panels reserve the right to request references from further back in your career if it is felt necessary.
QUALIFICATIONS


Please list all education, qualifications and training you have undertaken, giving the most recent first, and provide dates. Please include accredited professional development and your teacher training course. 
	Education / Qualifications /

Training
	School / College / University
	Qualifications with grades / courses attended and date of award

	
	
	


	Qualified Teacher Status (QTS) and General teaching Council (GTC) Details

	Do you have QTS?                                  YES   (   NO   (    DfES No:

Are you registered with the GTC?       YES   (   NO   (    GTC No:




CURRENT OR LAST EMPLOYMENT DETAILS


Job title …………………………………………………..…………..……….
Salary/Grade ………….…………………
School …...…………………………………………………  Headteacher ……………………….......................................
Address ………………………………………..……………………………………………………………………………………………….
Dates of employment from ……………/………………/………..……. to ……………/…….…………/…………….………
Continuous service start date in a LA …………/……………/……..…….   Authority ………………………………….
	Brief Description of duties and responsibilities

	


SICKNESS ABSENCE


How many days absence due to sickness have you had in the last two years?  ……………...

How many periods of sickness absence have you had in the last two years?  ………..……….

PREVIOUS EMPLOYMENT DETAILS


Please list all previous employment starting with your most recent and list chronologically backwards. Please include all employment, unpaid work, voluntary work and periods away from work such as raising a family. Reasons must be given for any gaps between these activities. Please ensure all dates are provided and no gaps in activity are left unaccounted for.
	Dates from/to

(day/month/year)
	Employer 

(name and address)
	Position held and main responsibilities
	Salary/grade and

reason for leaving

	
	
	
	


Please continue on a separate sheet if necessary.
	Have all gaps in employment/activity been accounted for?    YES   (   NO   (    

If NO, please provide further details:




	Skills, Abilities, Knowledge and Experience

	Describe how you consider your skills, abilities, knowledge and experience to be relevant to this position and the factors that make you a suitable candidate. You may include voluntary work and experience gained outside of work. Please refer to the Job Description and ensure you link this part of your application to the criteria listed.

	Please continue on a separate sheet if necessary.


LETTER IN SUPPORT OF YOUR APPLICATION


In support of your application please state how your current post has prepared you for the vacancy that you are applying for. In addition please address the issues identified in the application instructions. CVs will not be accepted as a substitute for completion of this form. Your supporting letter should be typed and should not extend beyond one side of A4.

	DISCLOSURE OF CRIMINAL CONVICTIONS AND CAUTIONS


Under the Rehabilitation of Offenders Act 1974, ex-offenders do not have to disclose their criminal convictions when applying for most – but not all – jobs if their convictions become spent.

It takes between 6 months and 10 years for a conviction to become spent.

Custodial sentences of more than 2 ½ years can never become spent.

Jobs where criminal convictions and police cautions have to be disclosed are called “exempt posts”. For exempted posts (eg working with vulnerable groups – please refer to the note below), POLICE CAUTIONS AND CONVICTIONS ARE NEVER SPENT AND MUST BE DISCLOSED. If the post for which you are applying if exempt from Section 4 (2) of the Rehabilitation of Offenders Act (Exemptions) Order 2001, you will be required to complete a DISCLOSURE check and an offer of employment would be subject to receipt of a satisfactory check.

The disclosure of a criminal record will not debar you from appointment unless the selection panel determine that the conviction renders you unsuitable for the appointment.

Please complete the enclosed DECLARATION OF CRIMINAL CONVICTIONS AND CAUTIONS form and return it with your application form. It will not be possible for us to consider your application further if you have not returned this declaration.

Should you be appointed to the post that you have applied for it is essential that you inform your manager immediately should your circumstances change in regard to Criminal Convictions and Police Cautions before or during employment.

	SAFEGUARDING VULNERABLE GROUPS


Reading Girls’ School is committed to protecting the welfare of vulnerable groups through safe recruitment and selection practices.
The information you have provided in your application, and that you may be invited to discuss at interview, will assist in assessing your suitability to work with people in a vulnerable group – both children and adults.

Your references and any information that may need to be obtained via pre-employment checks will also be taken into account.

	The information provided by you in this application form will be used for the purposes of administering and monitoring the recruitment and selection process only. If appointed the information will form the basis of the employment record. No information will be passed to third parties.




	STRICTLY CONFIDENTIAL


DECLARATION OF CONVICTIONS (REHABILITATION OF OFFENDERS ACT 1974) – EXEMPTED POSTS

Please note carefully the following information:

The position for which you are applying involves substantial access to children or vulnerable adults. It is therefore exempt from Section 4 (2) of the Rehabilitation of Offenders Act 1974 by virtue of the Exceptions Order, and you are required to declare any convictions, cautions or bind overs you may have even if they would otherwise be regarded as “spent” under this Act. The information you give will be treated in confidence and will only be taken into account in relation to this application.

	A criminal record check from the Disclosure and Barring Service is required where this type of work is sought. Do you hold a Criminal Records Bureau Disclosure or overseas police check carried out within the last three years?

If yes, please give details                                                                                                                         YES / NO
In answering the following question you must disclose details of all convictions and cautions, including “spent” convictions, bind overs, warnings and reprimands.

Have you ever been convicted of a criminal offence?                                                                      YES / NO
Do you have any bind overs, warnings or reprimands?                                                                   YES / NO
If YES, please give below details of all convictions and cautions, including “spent” convictions and auctions.

Are you included in any list of people barred from working with children by the

Department for Education, the Department of Health or the General Teaching Council?         YES / NO


Under Government regulations the School is able to access records of criminal convictions. In the event of an offer of employment your written permission will be sought for this check to be undertaken with the DBS and you will be required to complete an Enhanced Disclosure Application Form. If you do not give your permission for this check to be undertaken then it will not be possible to consider your application further. As part of its checking procedure the DBS will also check registers of persons found to be unsuitable to work with vulnerable people which are maintained by the Department of Education.

I confirm that the information provided on this form is both truthful and accurate. I have omitted no facts that could affect my future employment. I understand that any engagement entered into is subject to documentary evidence of my right to work in the UK, verification of any professional qualifications and subject to satisfactory references. I expressly consent to any sensitive or personal data, disclosed as part of my application, being used in connection with the search for work, subject to the relevant Data Protection legislation.

I will inform RGS immediately of any circumstances that may affect my work, such as changes to health, subsequent pending prosecutions or convictions, which may arise whilst I am registered for permanent or temporary work. I understand that RGS has the right to request a Criminal Records Bureau Disclosure where they consider it necessary and that any details from this, or any other police checks provided, may be forwarded to a potential employer. I confirm that my details are not held on List 99, I have not been disqualified from working with children or subject to any sanctions imposed by a regulatory body. Providing false information is an offence and could result in your application being rejected, summary dismissal if you have already been selected, and possible referral to the police.
NAME ………………………......….…………  SIGNATURE ……………………….……………..  DATE …………………...…
THIS DECLARATION MUST BE RETURNED WITH YOUR APPLICATION FORM

	EQUAL OPPORTUNITIES MONITORING


Reading Girls’ School operates a policy of equal opportunity and fair treatment for employment and development. To assist us in monitoring this policy, and for this reason only, applicants are asked to give details of their ethnic origin, gender and any disability. Your answers to these questions will help the School to maintain fair selection for all. This page of the application form will not be seen by those who decide on the list of applicants to be invited for interview.

Gender (Sex Discrimination Act 1975)

Male   (
Female   (


Ethnic Origin (Race Relations act 1976) 

Please tick the box that best describes you:

Asian or Asian British

Indian   (
Pakistani   (
Bangladeshi   (
 
Other Asian   (   ………………………..




(please state)

Black or Black British

Caribbean   (
African   (
Other Black (please state)   (   ………………………… 
Mixed

White & Black   (
White & Black   (
White &   (

Other Mixed   (   ………………………
Caribbean
African
Asian

(please state)

Other Ethnic Groups

Chinese   (

Other (please state)   (   …………………………
White

British   (
Irish   (
Other (please state)   (   …………………………
Do not wish to declare   (
	DISABILITY DISCRIMINATION ACT


We welcome applications from people with disabilities and guarantee you an interview should you meet the minimum criteria for the job. The Disability Discrimination Act defines disability as “any physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day-to-day activities”.
Do you consider yourself to have a disability which falls within this definition?
YES (
   NO (
If yes, please give details:

Is there anything about your disability which is relevant to this job?
YES (
   NO (
If yes, please give details:

Would the provision of any aids or adaptations assist you in carrying out the duties
YES (
   NO (
of this job? If yes, please give details:

Is there anything we need to know about your disability in order to provide you 
YES (
   NO (
with any help you may need for the interview, eg a sign language interpreter, or 

an easily accessible interview room? If yes, please give details:

Please continue on a separate sheet if necessary.

	ASYLUM AND IMMIGRATION ACT 1996


Do you have European Union (EU) Nationality?
YES (
   NO (
If your answer is NO and your application is successful, you will be required to provide evidence of your entitlement to live and work in the UK.

Completed applications forms must be sent to Reading Girls’ School before


the advertised closing date relating to the position you are applying for. 


Email: � HYPERLINK "mailto:jclacey@readinggirlsschool.net" �jclacey@readinggirlsschool.net� Fax: 0118 9866938 or post to:


Reading Girls’ School, Northumberland Avenue, Reading RG2 7PY.�










