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	Position applied for: 

	Job Reference No: 
	Applicant No: (office use only)

	Name of Academy: 
	Closing date: 

	How did you find out about the vacancy: 


The application form is an essential part of our selection process, and the information you give will assist in selecting a shortlist of candidates for interview.  It is therefore important that you complete the application form in full. If you wish to complete it by hand, use black ink.

Completing your application form:

· Read through the information you have been sent and in particular study the advertisement and job description.

· Complete all of the sections as fully as possible.  It is acceptable to provide additional relevant information in support of your application for various sections of this form.  Please insert additional pages into your application form to allow us to view this information, where relevant. 
· Curriculum Vitae (CV) – We do not accept CVs as part of our selection process therefore, please do not include it with your application.

Commitment to safeguarding of children and young people:

The post for which you are applying gives substantial access to children.  Waycroft MAT is committed to safeguarding and promoting the welfare of children and young people and all staff working with children and young people are expected to share a commitment to this.   
It is a criminal offence for any person who is barred from working with children to apply for a position at Waycroft Multi Academy Trust. If you are shortlisted for interview, you will be asked to complete a criminal record self-declaration form before your interview takes place (see page 7 for further information).
Employment is conditional upon the results of a number of satisfactory clearances including:

· An identity check

· An enhanced Disclosure and Barring Service (DBS) check (with a barred list check for those working in regulated activity) which will indicate your suitability to work with children.  
· For those employed to carry out teaching work a check with the Teaching Regulation Agency (TRA) Prohibition List to ensure the candidate is not subject to a prohibition order issued by the Secretary of State or any sanction or restriction imposed (that remains current) by the GTCE before its abolition in March 2012.
· Where a person has lived or worked overseas any further checks the Trust considers appropriate so that relevant events that occurred outside the UK can be considered.
· Right to work in the UK check
· A disqualification check under the Childcare Act 2006 (where applicable)
· Verification of professional and other qualifications
· Professional references
· Verification of fitness to work check
· A prohibition from management check under Section 128 (academies only) 
References will be sought prior to interview and we will ask about your performance and conduct, including any disciplinary action taken and/or allegations/issues relating to children and young people in order that your suitability to work with children/young people can be assessed.   

Successful applicants will be required, as part of their role, to attend regular safeguarding training and will be expected to report any concerns about the safeguarding of children and/or young people in accordance with the agreed Trust’s procedures. 
How we use your information

We will use the information you have provided on this form, and which we collect from other sources (such as from references and from the Disclosure and Barring Service) for the following purposes:

· To assess your suitability for the role for which you have applied

· To assess your suitability to work with children and to enable us to comply with our legal obligations (including safeguarding and promoting the welfare of children and young people.

If your application is successful, the Trust will retain the information provided on this form on your file. If your application is unsuccessful, all documentation relating to your application will normally be confidentially destroyed after six months.

All applications received are handled in accordance with the requirements of the GDPR and Data Protection Act 2018. 
Education If offered a post you will be asked for original evidence of your qualifications on appointment and Waycroft MAT reserves the right to approach any number of education providers to verify qualifications stated. Please continue on a separate sheet if necessary.
	Full record of secondary schools, colleges or universities attended
	Full (F) or Part (P) time
	From
	To
	Exams passed and qualifications gained (including NVQs), 

including grades

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Do you hold qualified teacher status (QTS)?

	Yes 
	No 

	Was your QTS gained outside of the UK 


	Yes
	No

	Teacher reference number (TRN)


	


Newly qualified teachers 

	Have you completed your induction?


	Yes                   
	No

	If No, detail when it is expected to be completed: 




Particulars of School Experience During Training (To be completed by Newly Qualified Teachers only)

	Name of School and Local Education Authority
	Type of School
	Age of Children Taught
	Number on Roll
	Did you have responsibility for a class or tutor group?

If so please describe

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Present Post (Full details required if your present post is within teaching)
	Date Commenced


	Name of Employer/School 
(if your present post is not within teaching please describe your work)
	Type of School
	Ages Taught
	Number on Roll

	Pay Scale

Including

TLR’s where applicable
	Full/Part-Time (Please state % of week) or

Supply
	Responsibilities

	
	
	
	
	
	
	
	


	How much notice do you need to give? 

	Reason for leaving or seeking other employment?




Teaching Experience (After Qualification) (in chronological order)

	Dates
	Name of School and Local Education Authority
	Type of School
	Year Group of Children Taught
	Number 

on 

Roll
	Pay Scale

Including

TLR’s
	Full/Part-Time (Please state % of week) or

Supply
	Special Responsibilities

	From
	To
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Full record of all previous employment and other experience   
(Non-teaching or unqualified teaching service)
Please state if full or part-time, voluntary or paid (if part-time state percentage of the week).  All experience is valued and should be fully recorded.  Please indicate if any previous employer, voluntary group involved with has closed down.  Any dismissal or redundancy must be clearly stated.

	Dates
	
	Position Held

(if any)
	Employer or Organisation
	Nature & brief summary of experience



	From  
	To
	
	
	

	
	
	
	
	


Gaps in employment or training.  Please indicate and explain any gaps since first leaving secondary education. Continue on a separate sheet if necessary.

	Dates from
	Date to
	Reason for gap

	
	
	

	
	
	


Further information
Please indicate the ways in which your experience, skills developed and potential fit the post for which you have applied, and include a brief statement of your educational philosophy.  Please ensure that you relate this to the job description and person specification. (Continue on a separate sheet if necessary.)

References
It is our practice to take up references when applicants are invited for an interview.  Please give the name and address of two referees from whom Waycroft MAT may seek information regarding your suitability for employment.  If you are currently employed, one of the referees must be your current employer (see guidance notes).   
Please note that, in addition to your two nominated referees, any number of previous employers may be contacted without seeking further permission from you in relation to your employment history as part of the vetting process (this includes vetting of internal applicants).  Checks may also be made on referees and their relationship to you.  Family, ex/current partners, close friends are generally not acceptable referees. 

	Name: 
	Name: 

	Address: 


	Address: 



	Tel No. (Incl. area code): 
	Tel No. (Incl. area code): 

	E-mail: 
	E-mail: 

	Job title: 
	Job title: 

	Relationship to you: 
	Relationship to you: 


Reference requests sent to your referees will ask the referee to confirm as a minimum:

· The referee’s relationship with the candidate

· Performance history

· All formal time-limited capability warnings which have not passed the expiration date

· All formal time-limited disciplinary warnings where not relating to safeguarding concerns which have not passed the expiration date

· All disciplinary action where the penalty is “time expired” and relate to safeguarding concerns

· Details of any child protection concerns, and if so, the outcome of any enquiry

· Whether the referee has any reservations as to the candidate’s suitability to work with children. If so, the Trust will ask for specific details of the concerns and the reasons why the referee believes the candidate may be unsuitable to work with children

Disabled applicants
	Do you consider yourself to have a disability as defined under the Equality Act 2010? 
The Equality Act defines a disability as a "physical or mental impairment" which "has a substantial and long-term adverse effect on a person's ability to carry out normal day-to-day activities".  An effect is long-term if it has lasted, or is likely to last, over 12 months or for the rest of the life of the person affected.  

	Do you consider yourself to be a Disabled Person:           Yes   FORMCHECKBOX 
   Prefer not to say

If yes, please provide details:

	 FORMCHECKBOX 

	No  FORMCHECKBOX 




Waycroft Multi Academy Trust is committed to building a workforce that reflects the diversity of the local community and ensure that applicants and employees from all sections of the community are treated equally and not discriminated against on the grounds of age, disability, sex, gender identity, marriage or civil partnership, pregnancy and maternity, ethnic background, religion or belief, sexual orientation or caring responsibilities.
Personal Details: 
	Title: (Please tick)
	Mr  FORMCHECKBOX 

	Mrs  FORMCHECKBOX 

	Miss  FORMCHECKBOX 

	Ms  FORMCHECKBOX 

	Dr  FORMCHECKBOX 
 
	Other  FORMCHECKBOX 



	Name:
                         

	Other surnames previously known by, whether formally or informally.  If offered a post, original evidence of identity and name changes will be required: 

	Address:

Post code: 

	Telephone numbers 
	Mobile: 

	Alternative daytime number (inc. area code):
	

	e-mail address: 


	Are you applying for this job on a job share basis?
	Yes  FORMCHECKBOX 

	No.  FORMCHECKBOX 



	National Insurance No: 


	Date of birth: 


Please state below if you are related to or have a personal relationship with any Waycroft Multi Academy Trust employee: 

	Name(s) 


	
	Relationship: 


Rehabilitation of Offenders Act 1974

All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974. However, amendments to the Exception Order 1975 (2013 & 2020) provide that certain spent convictions and cautions are ‘protected’. These are not subject to disclosure to employers and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the Ministry of Justice website: https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974 

Shortlisted candidates will be required to complete a criminal convictions self-declaration where you will be asked to provide details of all unspent convictions and those that would not be filtered. You will be asked to bring the form along to your interview with you if successfully shortlisted. If your application is successful, this self-disclosure information will be checked against information from the Disclosure & Barring Service before your appointment is confirmed.  

· ‘I confirm that the information I have given on this application form is true and correct to the best of my knowledge.

· I confirm that I am not named on the Children’s Barred List or otherwise disqualified from working with children.

· I understand that providing false information is an offence which could result in my application being rejected or - if the false information comes to light after my appointment, I may be subject to disciplinary action which could lead to summary dismissal and that applying to a post working with children when I have been banned may amount to criminal offence.

· I consent to Waycroft MAT processing the information on this form, including any ‘sensitive’ information, as may be necessary during the recruitment and selection process.

· I consent to Waycroft MAT making direct contact with the people specified as my referees.
Please sign and date here to confirm that the information given on this form is accurate.

Signature ___________________________________     Date _______________

If you are applying via Eteach, please upload the completed application form to the Eteach portal.  Eteach will then forward your application onto us.  If you are not applying via Eteach please send the completed application form to the relevant academy: 

Waycroft Academy, Selden Road, Stockwood, Bristol, BS14 8PS (info@waycroftacdaemy.com)
Woodlands Academy, Whittock Rd, Stockwood, Bristol BS14 8DQ (info@woodlandsacademybristol.com)
Wicklea Academy, Wick Road, Brislington, Bristol BS4 4HR (info@wickleaacademy.com)
Following receipt of your application for this post consideration will be given to all applicants and shortlisted candidates will be contacted and invited to interview.  If you are not invited to interview you can assume that your application has been unsuccessful.  We do not contact applicants to tell them they were unsuccessful. 

If you are happy to, please complete the information on the monitoring form attached.
We also advise candidates to read the attached guidance notes at the end of the application form prior to completing this document.  
MONITORING FORM
You are under no obligation to provide information for equal opportunities monitoring purposes and there are no consequences for your application if you choose not to provide such information
	How would you describe your nationality and / or ethnicity (please tick)?


	White:
	Black or Black British:
	Chinese or other ethnic group:

	British — English, Scottish, Welsh, Northern Irish
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	Caribbean
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	Chinese [image: image4.png]














	Irish
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	African
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	Any other ethnic group    [image: image7.png]












            

	Any other white background
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	Any other Black background
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	Mixed race:
	Asian or Asian British:
	

	White and Black Caribbean
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	Indian
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	White and Black African
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	Pakistani
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	White and Asian
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	Bangladeshi
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	Any other mixed background
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	Any other Asian background
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	Prefer not to say
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	Other (please specify): …………………………….



	How would you describe your sexual orientation (please tick)?

	Heterosexual
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	Bisexual
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	Lesbian[image: image21.png]














	Gay
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	Prefer not to say
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	How would you describe your religion (please tick)?

	My religion is: ...........................................................

	I am not religious[image: image24.png]














	Prefer not to say [image: image25.png]















	What is your current marital status?

Married
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Single
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Divorced
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Civil Partnership
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Widow
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Prefer not to say
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Waycroft Multi Academy Trust
Guidelines on the application form
If sending your application form electronically, please remove these guidance notes before submitting your form. 

Thank you for your interest in applying for a job at Waycroft Multi Academy Trust
We’ve put the following notes together to help you understand how our processes work and how to fill in your application form as effectively as possible. You are advised to read them before you start.

Understanding the job

Information about the job can be can be found in the following documentation:

The job advertisement gives brief details about the job

The job description gives the duties and accountabilities in more detail

The criteria within the person specification show the knowledge, skills and experience you will require to do the job.

All this information should give you a clearer idea of what the job is about, and you can then decide whether you want to submit an application.

The application form

How you complete the application form is very important, because shortlisting from this form is the first stage of the selection procedure. The information you give will be used to decide whether you will be invited to interview.

All applications, from both internal and external candidates, are considered against the criteria contained in the person specification.

Applicants must meet at least all the essential criteria contained in the person specification to be considered for interview for the job in question.

If there are a large number of applicants, the desirable and advantageous (where applicable) criteria will also be considered, so it’s extremely important that you indicate how you meet all the essential criteria and as many of the other criteria as possible so we have a full picture of your skills, experience and abilities.

If you need to continue on a separate sheet for any of the sections please do so, making sure that the additional information for each section is clearly headed, eg “Training”.

Please explain any gaps in your employment history.

Data Protection – Data Protection Act 2018 and General Data Protection Regulation 2018 (GDPR)

In compliance with the Data Protection Act 2018 and GDPR, we would like to inform you of the purpose for which we are processing the data we have asked you to provide on this application form. Further information is available in our Privacy Notice and Data Retention Policy which can be found on our website. 

The information you have provided on this form will be retained in accordance with our data retention policy.

To read about your individual rights and/or to complain about how we have collected and processed the information you have provided on this form, you can contact our Data Protection Officer. 
If you are unhappy with how your query has been handled you can contact the Information Commissioners Office via their website.
This form will be kept strictly confidential but may be photocopied and may be transmitted electronically for use by those entitled to see the information as part of the recruitment process. 

Equality of opportunity

Waycroft Multi Academy Trust is an equal opportunities employer and particularly welcomes applications from groups currently under-represented in the workforce.  

Equality of information

All applicants will receive the same information about the job, all applicants are invited to phone or visit the relevant Academy for an informal discussion about the job prior to applying for it.  This may help you decide if you meet all the criteria and whether you want to proceed with an application.

References

If you are in paid employment, your current employer should be named as someone we can approach for a reference. References will be taken up if you are offered an interview. If you do not wish your referee to be approached at this stage you should request this in writing with reasons. No appointment will be made without satisfactory references being received.

If you are related to a referee in any way - for example, if you have formally been employed by a member of your family - you should make this clear on the form.

If you have not been employed before, you should give the name of someone who will be able to comment on your skills and abilities, such as a teacher or lecturer, or other professional person who is not a friend or relative.   A second referee can be a family friend who will provide a character reference, but the relationship should be stated.

You should ask permission from your proposed referees prior to naming them. 

Canvassing

Any sort of canvassing will lead to you automatically being disqualified.  

Right to work

All employers must ensure that they only employ people who have a right to work in this country.  Successful applicants not currently employed will have to appropriate official document during their induction.

Late applications

The completed application form must reach us by the stated closing date. Late applications may not be considered unless there are exceptional circumstances. 
Complaints procedure

If you feel you have not been treated fairly you can write to Waycroft Multi Academy Trust’s School Business Manager, who will investigate your complaint.  We will provide a written reply and if something has gone wrong we will say so and try to put it right.  Such complaints should normally be made within one month of the incident arising.

Please note that complaints can only be raised about the application of the recruitment and selection policy, not about the appointment decision. 











March 2021



Application for Employment –


Teaching Staff


(including Senior Leadership)











