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Please complete every section in full details.  
If requested information is missing, this may harm your chances of shortlisting.


	Application for

the Post of:
	

	

	School Name:
	Sir Graham Balfour School



1. Personal Information




















Previous Name(s): (if applicable)
	Last Name:
	
	
	     

	Preferred Title:
	

	First Name(s):
	     


	Home Address:

Please specify alternative correspondence address on a separate sheet. 


	     

	
	Postcode:      


	E-mail address:
	     


	National Insurance No (If you have one):

	     
	     
	     
	     
	     
	     
	     
	     
	     


	Home Telephone
Number:
	


	Work Telephone
Number:
	


	Mobile Telephone
Number:
	


	Do you hold a valid 

driving licence?


	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	Do you consider yourself to have a disability?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



(NB: The Equality Act defines a person as having a disability if he/she “has a 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”)
Insight MAT operates an ‘Interview Guarantee Scheme’ for people with a disability and who meet the essential criteria of the post.

	If you have a disability, are there any arrangements which we can make for you if you are called for interview?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	If yes, please outline your requirements:  

	How did you find out about this job? 
	     

	Are you applying on a Job Share basis?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	

	If this post is advertised as job share, please state the proportion of full-time you are willing to work:
	     



2. Present (or Most Recent) Employment

	Employer/School Name, Address and Telephone Number:  



	Date Started:
	
	Job Title:
	     

	Present or Final Grade/Salary:
	

	Specify any Additional Benefits/Payments you Receive:       


	Notice Required:
	     
	Date of Leaving (if applicable):
	     


	Reason for leaving (if applicable):
	     



	Please Provide a Brief Description of Duties of the Post 

	


3. Previous Employment
Beginning with the most recent, all periods since leaving full-time education should be accounted for.  If you have had any employment gaps, such as unemployment, voluntary work, raising a family or any part-time work undertaken whilst in education, please log in section 5.
	Job Title:
	

	Employer, Address & Telephone Number
	     


	Start Date:
	     
	End Date: (If applicable)
	     

	Salary:
	     

	Brief Details of Duties & Achievements:
	     


	Reason for Leaving
	


	Job Title:
	     


	Employer, Address & Telephone Number
	     


	Start Date:
	     
	End Date: (If applicable)
	     

	Salary:
	     

	Brief Details of Duties & Achievements:
	

	Reason for Leaving
	


	Job Title:
	     


	Employer, Address & Telephone Number
	     


	Start Date:
	     
	End Date: (If applicable)
	     

	Salary:
	     

	Brief Details of Duties & Achievements:
	

	Reason for Leaving
	


	Job Title:
	     


	Employer, Address & Telephone Number
	     


	Start Date:
	     
	End Date: (If applicable)
	     

	Salary:
	     

	Brief Details of Duties & Achievements:
	

	Reason for Leaving
	



	Job Title:
	     


	Employer, Address & Telephone Number
	     


	Start Date:
	     
	End Date: (If applicable)
	     

	Salary:
	     

	Brief Details of Duties & Achievements:
	

	Reason for Leaving
	


	Job Title:
	     


	Employer, Address & Telephone Number
	     


	Start Date:
	     
	End Date: (If applicable)
	     

	Salary:
	     

	Brief Details of Duties & Achievements:
	

	Reason for Leaving
	


	Job Title:
	     


	Employer, Address & Telephone Number
	     


	Start Date:
	     
	End Date: (If applicable)
	     

	Salary:
	     

	Brief Details of Duties & Achievements:
	

	Reason for Leaving
	


	Job Title:
	     


	Employer, Address & Telephone Number
	     


	Start Date:
	     
	End Date: (If applicable)
	     

	Salary:
	     

	Brief Details of Duties & Achievements:
	

	Reason for Leaving
	



4. Education
Please give details of your highest nationally recognised qualifications awarded/results awaited; Degree/HND/GCE Advanced Level GSCE/ BTEC etc.
	Attended
	Name of

School/College/ University:
	Qualification:
	Subject:
	Full

or Part Time
	Grade/

Level:
	Date Gained:

	From (mm/yy)
	To (mm/yy)
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Copies of these qualifications will be required on appointment.

5. Gaps in Employment / Education or Training


	From
	To
	Reason

	
	
	



6. Training (Other Continuing Professional Development)

Please list any courses or training you have attended in the last five years which are relevant to this position starting with the most recent.
	Title of Course:
	Delivered by:

(e.g. In House/External Company)
	Awards (if any):
	Date of Attendance: (mm/yy)

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     

	     

	     
	     
	     




7. Personal Statement
Please support your application by providing details of any experience, skills, knowledge, training and qualifications relevant to the post applied for as detailed in the information sent to you. It is essential that you use this statement to explain how you meet the requirements set out in the person specification.  Please see section 14 for further information.
	     



Why are you applying for this role at this school?

	






8.     References

One reference should relate, if applicable to your present job, or most recent employer.  Please state in what capacity the two referees are acting, e.g. current employer. Please include name, address, telephone number and e-mail address if known. If you cannot provide an employer reference please supply two character references, NB: these should not be close friends but people who know you in a professional capacity e.g. career advisors, work coach etc 
1st Referee

	Name:

	     

	E-Mail Address: (Please provide wherever possible)
	     

	Address:


	     

	Telephone No:
	     
	Capacity:
	     


2nd Referee

	Name:

	     

	E-Mail Address: (Please provide wherever possible)
	     

	Address:


	     

	Telephone No:
	     
	Capacity:
	     


Please note: The post you are applying for forms part of the Children’s Workforce.  Your referees will be contacted for a written reference should you be shortlisted for interview.  They will always be contacted via telephone to verify their authorship of the reference.  In some instances, they may also be contacted to provide a verbal reference, if clarification is needed.

9. Right to Work in the UK


The Trust 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



10. Health Requirements

If you are shortlisted, you will be asked to complete a Pre-Employment Health Assessment Questionnaire which will only be opened after an employment offer has been made.

11. GDPR

Alongside copies of qualification certificates, documents proving your identity and any other deemed necessary, the information given in this form will form part of The Contract of Employment for successful candidates. Under the terms of The Data Protection Act 2018 the information you give us will be kept confidential and will only be used for the purpose of personnel management. We may contact other relevant organisations to check factual information you have given details of in this application form. The information will be stored manually and / or electronically and if unsuccessful your application will be disposed of after 6 months.

12. Self-declaration of criminal record


All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974. However, amendments to the Exceptions 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 or see here.

Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview. You may be asked for further information about your criminal history during the recruitment process. If your application is successful, this self-disclosure information will be checked against information from the Disclosure & Barring Service before your appointment is confirmed.


13. Information in Support of your Application

Every post advertised is supported by a full job description and person specification.  The specification lists all the essential skills, experience and qualifications which are necessary for the job and the criteria against which you will be assessed, both through your application form and at interview.

As part of the application process, you may be asked to demonstrate within the application form how you meet some or all of the criteria or key competencies outlined in the person specification.  Rather than simply repeating your career history, look at the skills and experience required by the job and provide evidence that you possess them by giving specific and detailed examples which include a focus on outcomes and on your own contribution to them.  Try to use different and varied examples wherever possible.

When completing the sections, do not forget the skills and experience you have gained outside of full-time work.  Outlining your previous work experience or other responsibilities may help you to uncover skills which you have taken for granted and which maybe clear signs of your ability to do this job successfully.

14. Safeguarding 

Insight MAT is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.

Please note:

· All shortlisted applicants will be submitted for an enhanced DBS check.

· Applications will only be accepted if submitted on this formal application form. 

· Two references will be required, one of which must be from your most recent employer.  In the case of teachers, one reference must come from your most recent headteacher.

· Once a written reference has been received, we will contact the referee by telephone to confirm the provenance of that reference.

· If shortlisted, online searches will be carried out, in order to help identify any incidents or issues that have happened and are publicly available online, which the school might want to explore with the applicant at interview.  

· In addition, at interview, applicants will be asked if they have ever been involved in any form of media or activity which would make them unsuitable to work with children and young people, or, if it came to light, might risk the reputation of the school in the eyes of the community or wider public.

· If shortlisted, we will request a portrait photo of you to attach to your file and to help confirm your identity.

· If appointed, the successful applicant will be informed that the appointment is subject to satisfactory completion of the following checks: the right to work in the UK, qualifications requirements, satisfactory DBS Enhanced Disclosure, the Criminal Record Self-Declaration Form, teacher prohibition and barred list checks, pre-employment medical screening and satisfactory references (if not already received).


15. Declarations

To your knowledge do you have close connections (e.g. friendships) or are you related to a member of staff, governor of Sir Graham Balfour School or anyone elected to or employed by Insight MAT?

	
	
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 



If ‘Yes’, please state their name and position held:

	     


I declare that all the information I have provided is true, that I have not canvassed a member/officer of Sir Graham Balfour school, or Insight MAT, directly or indirectly, in connection with this application and further, that I will not do so.  I understand that such canvassing will disqualify me as a candidate.  I further understand that failure to disclose any relationship with a member/officer of Sir Graham Balfour School or Insight MAT or providing information which is untrue or omitting information relevant to the application, will also disqualify me and that if such failure/untrue information is discovered after appointment I may be liable to dismissal without notice. I agree that the information I give you in connection with this application for employment may be stored and processed for the purpose of personnel management. 

Signed:       



Date:       
Please also remember to complete and return the recruitment monitoring form.
If you need a copy of this information in large print, please ask us.





School Business Service Staff Application Form
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