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Application form guidance notes
 
 
Part A of this form asks for personal information. We use this information to contact you and provide any extra support you may need if we ask you to come for an interview. 
 
Part B of this form asks you to provide information about your past jobs, experience, qualifications and skills.  When you fill in this part of the form, you should link your answers to the person specification, which gives details of what skills, experience and qualifications you need to be able to do the job.  If you do not provide enough evidence of how you meet the requirements of the post, we may not be able to interview you.   
 
Part C of this form is for monitoring equality and diversity only. We separate it from the rest of your form when we receive it, so that it is not seen by anyone involved in deciding whether to offer you a job.  However, if you tell us that you have a disability, we will give this information to the shortlisting managers to make sure they comply with our Guaranteed Interview Scheme. 
 
Please fill in this application form in black ink or use a black font. This is because we may need to photocopy it.  We do not accept CVs. 
 
For jobs working with children, young people and vulnerable adults (as well as some other jobs), successful candidates will also be subject to further vetting checks including a criminal record check.  A criminal record will not automatically stop you from getting the job but we will consider the nature of the offence when assessing how suitable you are for the job.  If you are barred from working with a vulnerable group it is an offence for you to apply for a job working with that group.  If you fail to fill in a disclosure form when we ask, we will not be able to employ you.  
 
Unfortunately, we are not able to contact everyone who applies for a job with us.  If you do not hear from us within six weeks of the closing date, you should assume that your application has not been successful.   
 
If you need this information in another format such as in Braille or in large print, please phone Employee Services on 0191 2115205 or email jobs@newcastle.gov.uk. 
 
We look forward to receiving your application. 	


Application form Part A
	Job you are applying for:

	Job reference number:


	School:



Contact details 
	First names:      
 
Address and postcode:      
      
                                                                 
      
       	 	 	 	 	 
Daytime phone number:      	 
 	 	 	 	 	 	 
May we call you on your daytime number?  
	Last name:       
 
 
Title: Mr ☐ Mrs ☐ Miss ☐ Ms ☐ 
Other ☐ Please specify:
 
National Insurance number:       
 
Mobile phone number:       
 
Evening phone number:      
 

	Yes  
	☐	  No  
	☐	 
	

	Email address:____________________________________________________________      
Note: We will use email to communicate with you during and after the recruitment process.  work email address.  

☐Please tick this box to confirm that you are happy for us to communicate with you by 

	email.  
	
	 


 
References 
Please provide two references, one of which should be from your present or most recent employer.  If you are applying for a job which requires a DBS disclosure, referees will be contacted prior to interview. 
	Referee 1
Name:
Organisation, address and postcode:



Phone number:
Email:
Job title:
Relationship to you:
Can we contact this person before we interview you? Yes ☐ No ☐
	Referee 2
Name:
Organisation, address and postcode:



Phone number:
Email:
Job title:
Relationship to you:
Can we contact this person before we interview you? Yes ☐ No ☐


Your right to work in the UK 
Are there any restrictions which might affect your right to take up employment in the UK?  
Yes ☐	 No	 ☐  
If Yes, please give details.  
	      
 
 


 
Do you need us to make any reasonable adjustments to help you in the recruitment process?
Yes ☐	 No  ☐	  	If Yes, please give details. 
	      
 


 
Relationships to governors   
If you have any relationship with any school governor, please tell us their name and the relationship.       
 
 
 
 
 
Note: If you are applying for a job which is not covered by the Rehabilitation of Offenders Act (for example, working with children or vulnerable adults), we will ask you to fill in an extra form which includes a question about convictions. 
National Fraud Initiative (NFI) fair processing notice – Community School applications 
We have to make sure that the money we use is safe from fraud.  We may use the information you have given on this form to prevent and detect fraud.  We can also share this information with other organisations responsible for auditing or managing public money.   We will use this information to monitor equality and diversity and may share this information with our trade unions.   For more information, contact our Freedom of Information and Data Protection team at dataprotection@newcastle.gov.uk. 
Declaration 
I declare that, as far as I know, all the information I have given is correct and details my own experiences and ideas.  I understand that if I give false or incomplete answers, my application will not be considered or, if I have already been appointed that any proven false declaration or claim may result in disciplinary action, including dismissal. 
Your signature:________________________________________________________________
Date:___________________________________________________________________
Application form Part B
Education, training and qualifications 
 
Please give details of any qualifications or work-related training you have achieved (start with the most recent and work back).  Please continue on a separate sheet if you need more space.  
Qualifications 
	Place studied and dates attended
	Qualification and grade gained
	Date achieved

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


  
Continuing professional development and training courses you have been on 
Give details of how you have kept your skills up to date.  (Continue on a separate sheet if you need more space.) 
      









Membership of professional organisations 
Please list any professional organisations you are a member of which are relevant to the job you are applying for.  If you are applying for a teaching job, please confirm your DfE reference number and whether you hold QTS (Qualified Teacher Status).   
 
	Professional organisation
	Level of membership

	
	

	
	

	
	

	
	




 
Employment History
Please detail your employment history starting with your current or most recent employment.  Please also provide details of any periods of unemployment / volunteering / unpaid work.  
 
	Employer’s name and address
	

	Position held
	

	Date your employment started
	

	Main duties
	

	Main achievements
	

	Reason for leaving and leave date
	

	Notice period
	

	Current salary and pay scale
	Salary:
Pay scale:


 


Your past jobs 
Please tell us about any previous employment. Start with the most recent and work backwards. Please show and explain any gaps in your employment history. (Continue on another sheet if you need to.) 
	Employer’s name and address
	Position held
	Dates and reason for leaving

	





	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


 


Tell us about you….
 
Using the person specification, please tell us below how you meet the requirements of the job.  It is very important that you support your application with examples, which can come from experiences at work and in other situations. 
 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 





Continue on a separate sheet if you need to. 	 


Application form Part C
Monitoring equality and diversity 
 
	Name:

	

	Job you are applying for:


	Job reference number:


	School:





Equality in employment 
We aim to have a workforce that reflects the diversity of our city and our local community.  We collect information about applicants to monitor this. The information you provide is confidential and will not be seen by anyone in the recruitment process nor will it affect our decision making.
Please provide details about yourself by ticking the relevant boxes. 
People who already work for us 
Do you work for us?     Yes    ☐      No     ☐ 	 
If ‘Yes’, would this job be a promotion for you? Yes   ☐    No   ☐  
How would you describe your gender?
Male     ☐     Female    ☐ 	     	Prefer to self-describe ☐	Prefer not to say ☐
How would you describe your sexual orientation?
☐Heterosexual 	☐Bisexual	☐Gay man	☐Gay Woman or Lesbian	
☐Other		☐Prefer not to Say 
Relationship status  
☐Divorced or my civil partnership has ended 	☐Single  	  
☐Married or in a civil partnership 	 		☐Cohabiting		  	
☐Prefer not to say  			☐Widow or widower  	

How would you describe your religion or belief? 
☐Buddhist 	 	 	  	 	 	☐Christian 	  
☐Hindu  	 	 	  	 	 	☐Jewish 	  
☐Muslim 	 	 	  	 	 	☐Sikh   	  
☐Other  	 	 	  	 	 	☐No religion    
☐Prefer not to say 	 	  
 	


How would you describe your ethnic background? 
White: 	 	 	 	 	 	 	Black or black British: 	 	 
☐British  	 	 	  	 	 	☐Caribbean 	 	 	  
☐Irish  	 	 	  	 	 	☐African 	 	 	  
☐Other  	 	 	☐Other  	 	 	 
Asian: 	  	 	Mixed: 	 
☐Indian  	 	 	  	 	 	☐White and black Caribbean  
☐Pakistani 	 	 	  	 	 	☐White and black African 	  
☐Bangladeshi  	 	  	 	 	☐White and Asian 	 	  
☐Other  	 	 	☐Other  
 	 	 	 
Chinese & other ethnic group:   	 	 
☐Chinese 	 		 ☐Other please state _____________________________________
☐Prefer not to say	      
Do you consider yourself disabled?
The Equalities Act 2010 defines a disability as ‘a physical or mental impairment which has a substantial and long-term adverse effect on the person’s ability to carry out normal day to-day activities’. 
☐Yes		☐No		☐Prefer not to say
Candidates who declare a disability and demonstrate that they meet all essential criteria will be interviewed under the Guaranteed Interview Scheme
 
Your date of birth 
 
	      
	      
	      


 
 
Completed application forms should be returned directly to the School.
louise.grant@monkchesterroad.newcastle.sch.uk
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