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Application Form for Employment

Thank you for your interest and for your time and effort in completing this application form. The boxes will expand to accommodate text; otherwise please feel free to continue on additional sheets of paper which should be dated and signed at the foot of each sheet. 
Please complete all sections on this form. If any sections do not apply to you, please enter ‘Not applicable’. The information provided on the form will be considered by the short-listing panel who will decide whether you proceed to the next stage of the selection process.

Post:


_______________________________

Harmonize Academy, 7 Phillimore Road, Liverpool L6 6DL
1. Employment History 
Please give details of your current or most recent employment.
	Post Title
	From
To


	Employment Name / School / Establishment

Number on roll (if applicable):


	Salary / Grade



	Full time / Part time
	Period of notice



	Reason for leaving



	Description of key duties and responsibilities




2. Previous Employment
Please give details of all previous positions you have held since leaving school, starting with the most recent first.
	
	
	
	
	
	

	From
	To
	Employer/

School/

Establishment
	Position

Title
	Responsibilities
	Reason for leaving

	
	
	
	
	
	


	Please give details of any gaps in your employment history



	


3. Relevant Experience, Knowledge and Skills
Please use the space below to explain why you are applying for the position and how your experience (whether paid or unpaid), knowledge, skills and personal qualities help to make you a suitable candidate. It is essential that you provide us with details that demonstrate how you meet the criteria in the person specification. You must demonstrate you meet all the essential criteria on the person specification as a minimum. This will help us decide whether to invite you to the next stage of the selection process.

	


4. Please explain how you will help maintain the ethos and promote the values of the school.
	


5. Education/Qualifications
If you are invited to interview, you will be asked to provide original copies of your qualifications for inspection.

	Qualification Taken
	Year
	Grade
	Date
	Name of Educational Establishment

	
	
	
	
	


6. Training and Development

Please provide details of all training and development undertaken relevant to this position within the last three years. Please include details of any membership of professional bodies and organisations relevant to this position.

	Year Course Taken
	Course Title
	Date
	Outcome - grade achieved where relevant

	
	
	
	


7. Driving Licence

	
Do you hold a current, full, driving licence,
Yes

No

which is valid for driving in the UK?
Motorcycle

Car




8. References

Please give details of two referees, one of whom must be your present and/or last employer and the other from a previous employer. Your referees must have knowledge of your work and character. Both referees should ideally be senior people in your organisation. We do not accept references from friends or family members. To comply with safer recruitment practices, references will be taken up on all short-listed candidates, prior to interview.
	Referee One: (Current or Previous Employer)

If you are invited for interview may we approach this referee without further reference to you?


Yes

No

Name:
___________________________________________

Job title:
___________________________________________

Email:
___________________________________________

Address:
___________________________________________

______________________________________________________

______________________________________________________
Post Code:
_______________________________

Relationship to you:  _________________________

Telephone No:  _____________________________




	Referee Two:

If you are invited for interview may we approach this referee without further reference to you?


Yes

No

Name:
___________________________________________

Job title:
___________________________________________

Email:
___________________________________________

Address:
___________________________________________

______________________________________________________

______________________________________________________
Post Code:
_______________________________

Relationship to you:  _________________________

Telephone No:  _____________________________


You may, if you wish, provide us with an optional third reference, not necessarily an employer, whose comments would be helpful in supporting your application.

	Referee Three:

If you are invited for interview may we approach this referee without further reference to you?


Yes

No

Name:
___________________________________________

Job title:
___________________________________________

Email:
___________________________________________

Address:
___________________________________________

______________________________________________________

______________________________________________________
Post Code:
_______________________________

Relationship to you:  _________________________

Telephone No:  _____________________________


9. Personal Details

Can you please ensure that you complete this section fully as this will enable us to contact you if you are invited to the next stage of the process.

	First Name:
	Title:



	
	

	Surname:



	Former name(s):



	Address:



	

	

	

	Post Code:
	Tel. No:



	Mobile No:
	Email Address:




To help us monitor the success of our advertising, please state where you saw this position advertised.

	


10. DBS Check
11. Declaration
	I certify that the information contained in this application form is accurate and true. I am not barred from working with children or vulnerable adults or subject to sanctions imposed by a regulatory body including outside of the UK. 
I certify that the information given by me on this application form is true to the best of my knowledge. I am aware that deliberate falsification or withholding of information will lead to disciplinary proceedings and may result in dismissal or withdrawal of an offer of employment. I am also aware that by submitting my application, it is assumed that I have accepted this declaration.

I confirm I understand that any offer of employment is subject to satisfactory references and all of the DfE pre-employment checks outlined in the statutory guidance, Keeping Children Safe in Education.
To comply with the Equality Act 2010, we have not requested information about your sickness absence record. You should be aware that regular attendance at work is an essential requirement of this role and therefore we will be seeking confirmation of your sickness absence record with your current or past employer should you be offered the position.

Signed:

Date:

Are you related to or have a close relationship with
any existing employee of the school, or any Governor?
Yes

No

If yes, please provide details of his/her name, job title and your relationship with him/her.




Your completed application form should be posted to:

Vacancies, Harmonize Academy, 7 Phillimore Road, Liverpool L6 6DL

or email to: vacancies@harmonizeacademy.org
Equal Opportunities in Employment

The School is committed to having a workforce that reflects the diverse make up of the communities in Liverpool. To help us achieve this objective, job applicants are asked to provide particular information so that we have an accurate picture of our workforce. The information will also allow us to monitor our employment practices, to ensure that we do not unlawfully discriminate and help us to develop inclusive policies.

Please complete this part of the application form so that we can check whether we are, in fact, receiving applications from all sections of the community, that candidates receive fair and equal treatment at all stages and that we comply with the relevant legislation.

This monitoring form will be separated from the rest of the application form immediately on receipt and before the shortlisting of candidates for interview takes place. The information you give is confidentially managed and does not affect your application. It will greatly assist us if you provide as much information as possible, but you are not obliged to do so.

What is your ethnic group?

Choose one section from (a) to (e) then tick the appropriate box to indicate your cultural background;

	(a) White


	(b) Mixed
	(c) Asian or Asian British

	
British


Irish


Any other White background


(Please write in below)


	
White and Black Caribbean


White and Black African


White and Asian


Any other Mixed background


(Please write in below)
	
Indian


Pakistani


Bangladeshi


Any other Asian background


(Please write in below)


	(d) Black or Black British


	(e) Chinese
	

	
Caribbean


African


Any other Black background


(Please write in below)


	
Chinese


Any other


(Please write in below)
	
Would rather not state




Do you consider yourself to have a disability?
     Yes
          No
         Would rather not state
Which of the following best describes your religion/belief?


Buddhist

Christian

Hindu

Jewish

Muslim

Sikh


None


Other (please specify)


Would rather not state
Which of the following best describes your sexual orientation?


Heterosexual

Gay

Lesbian

Bisexual

Would rather not say
Which of the following best describes your gender?


Male

Female
Date of Birth:          /      /
Age:

Transgender: Is your gender identity the same as your gender at birth?

Yes       No

Data Protection

The information supplied on this form is being collected as part of the school’s recruitment and selection procedures. If you are successful with your application the information will also be used for the determination and payment of salary and to produce a Statement of Particulars. When you complete this form you are giving your consent to the school to hold and use personal information for these purposes. The information you provide may also be disclosed to relevant statutory bodies. The application forms of successful candidates will be retained for six months, after which time they will be destroyed.




For office use only





     App No:








The school is legally obligated to process an enhanced Disclosure and Barring Service (DBS) check before making appointments to relevant posts.  For posts in regulated activity, the DBS check will include a barred list check.


All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974. The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.


It is a criminal offence to apply or accept a position (paid or unpaid) working with children in regulated activity if you are excluded from such work by virtue of a court order or exclusions by the DBS.


Any data processed as part of the DBS check will be processed in accordance with any relevant data protection regulations and the school’s privacy notice. 


Do you have a DBS certificate?:    Yes  /  No  (please delete)         If yes, date of issue: ________________ 


Are you a member of the DBS update service?:    Yes  /  No  (please delete)
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