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Application form
	Title:


	Surname:


	Forename:



	Position applied for: Principal


	Date you are able to commence duty:  


	Home Address

	National Insurance (NI) No.

	Telephone (Home): 
	Mobile number:

	Telephone (Work): 
	Email: 

	Eligibility to work in the UK

Are you free to remain and take up employment in the UK? Please tick the relevant box: Yes     ⁬         No     ⁬  
Are you a Swiss/EEA citizen?           Yes     ⁬         No     ⁬  
If “Yes” to the above, when did you become resident in the UK? Date (DD/MM/YYYY): 

Do you require a work permit to work in the UK? Yes     ⁬         No     ⁬  
Have you lived outside of the UK for more than three months in the past five years?   Yes     ⁬         No     ⁬  
If you are selected for an interview, and before you can commence employment, you will need to provide documentary evidence that you are entitled to work in the UK. This will require you to produce original not a copy of the document(s) as detailed in the Appendix A. 


	Disclosure of Criminal Convictions - Declaration of Offences 

It is an offence for an individual with certain criminal convictions to attempt to engage in regulated activity (working with children) and as a result, such individuals would be unable to carry out the advertised role.

As part of the application process, we ask candidates about whether they have any criminal convictions that would prevent them from fulfilling the role. This is to ensure the candidate is suitable to work for The UCL Academy. The UCL Academy is also required to carry out a DBS check in order to determine your suitability for the role. 
Having a criminal record will not necessarily bar you from working with us. We will take into account the circumstances and background of any offences and whether they are relevant to the position in question, balancing the rights and interests of the individual, our employees, pupils, parents, suppliers and the public.
We will treat all applicants, employees and volunteers fairly but reserve the right to withdraw an offer of employment if you do not disclose relevant information, or if a DBS check reveals information which we reasonably believe would make you unsuitable for the role. 

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.

Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.

Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974? 

 Yes     ⁬         No     ⁬  
Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020? 

Yes     ⁬         No     ⁬  
If the answer is yes to either of the above questions, please provide full details on a separate sheet including: details of offence(s), place and date of conviction/caution, sentence(s), court of which summoned to, appearance date and alleged offence. 
Further information on the disclosure of criminal convictions is detailed in Appendix B. 


Original documentation of qualifications will be required prior to an appointment.
	Secondary, Further Education and Higher Education

	Institution
	Dates (From/To)
	Full or 

Part Time
	Qualifications Obtained (with Subjects/Grades)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	If any course you have taken has been extended beyond the normal period, state reason and period of extension. Please also account for any gaps in your education.



	If applicable: 

Name of Teacher Training Institute _________________________________ 
Date in attendance _______________________________________________
Qualification obtained _____________________________________________
Date of QTS Qualification __________________________________________
Teacher Reference No _____________________________________________



	In Service Training And Other Qualifications Obtained

	Please supply details of In Service Training and other relevant qualifications undertaken in the last five years and list on a separate sheet then attach to this form



	Training Provider
	Subject
	Duration
	Qualifications Obtained (if applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Continued Professional Learning (CPL)  

	Please give details (including dates) of subsequent qualifications, training or research. Continue on a separate sheet if required.



	Previous Employment: Any gaps must be recorded in the section below 
Present (or most recent) Post

	Name of Employer


	Title of current post and nature of employment
	Full or Part Time
	From
	To
	Reason for Leaving & Salary on leaving (£)

	
	
	
	
	
	

	Other Employment History 

	Name of Employer


	Title of post and nature of employment
	Full or Part Time
	From
	To
	Reason for Leaving & Salary on leaving (£)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Please account for any gaps in your employment record:




	Knowledge, Experience and Skills
You are asked to submit the following 3 documents for application.
1. Principal Application Form
2. Supporting Statement of no more than 2 sides of A4, font size 11, demonstrating how you meet the requirements of the Person Specification (as set out in the Application Pack)
3. Monitoring Form
4. Your completed application form should be sent in confidence to k.webb@uclacademy.co.uk 


	
References: 
Please note that references will be requested prior to your interview, unless stated otherwise.


	Please nominate two referees. Your current or most recent employer must be your first referee.
If any of your references relate to your employment at a school, trust or college, your referee must be the Headteacher or Principal (or CEO or Chair of Governors if you are already a serving Headteacher/Principal). If you are currently working with children, your present employer will be asked about any disciplinary offences relating to children, current and or time expired; whether you have been the subject of any child protection concerns and, if so, the outcome of these investigations. If you are not currently working with children but have done so previously, the second reference must be that employer. 

Referees should have direct knowledge of your professional capabilities and performance.


	Referee 1  Name: 

	Job title: 

	Address: 


	Telephone: 

	
	Email: 

	
	In what capacity do you know the referee? 

	
	Can this referee be contacted prior to interview? 

Yes     ⁬         No     ⁬  

	Referee 2  Name: 

	Job title:  

	Address: 


	Telephone: 

	
	Email: 

	
	In what capacity do you know the referee? 

	
	Can this referee be contacted prior to interview? 

Yes     ⁬         No     ⁬  


	The Academy welcomes applications from disabled people. Please indicate if The UCL Academy need to consider anything to ensure that the shortlisting process is fair in relation to your disability.



	How did you learn of this vacancy? 


	Your application form should be emailed to k.webb@uclacademy.co.uk no later than the closing date given in the advertisement.  
Please complete all sections and sign the form. If you are emailing the form to the above email address please save and send your attachment with your Surname, First Name and the position for which you are applying.
Thank you for your interest in The UCL Academy 


	I declare that the information I have given on this form is correct, true and complete and understand that any false statement may be sufficient cause for rejection or if employed, dismissal. I understand that my application form will be retained on file for a period of twelve months and give my consent for the personal data supplied to be used for the purposes of recruitment and selection. I also confirm I can produce original documentation of my qualifications and right to work in the UK. 
Signature: 

Print Name: 
Date: 


	If you do not hear from us within two weeks of the closing date, please assume that your application has not been successful on this occasion. 

It is the Academy’s policy to retain all applications forms for unsuccessful applicants for a period of twelve months after which time they are securely destroyed.
All information you send to us is strictly confidential and will be used for the purposes of this recruitment process only. It will be processed and held in accordance with the principles of the Data Protection Act 2018 and GDPR statutory guidance.


Short Form Privacy Notice for Application Forms

This notice explains what personal data we will hold about you, how we collect it, and how we will use and may share information about you during the application process. We are required to notify you of this information, under data protection legislation. 

Please ensure that you read this notice as well as our privacy notice which can be found as part of the application pack information which details how we use your information.

Why Do We Collect This Information?

Once you have submitted an application form, the Academy use this information in order to take a decision on recruitment and to take steps to enter into a contract.


What Information Do We Collect?

We collect the following information from the application form in order to take a decision as to recruitment: 
· Name 

· Address

· Contact details 

· Work history  

· Right to work in UK (NI number)

· Current salary information

· Reference contact details 

· Criminal record information 

· Teacher reference number (if applicable)

· Qualifications 

· Disability 

How we may share the information

We may also need to share some of the above categories of personal information with other parties, such as HR consultants, recruitment agencies and professional advisers. Usually, information will be anonymised but this may not always be possible. The recipient of the information will be bound by confidentiality obligations. We may also be required to share some personal information as required to comply with the law.

How long we keep your information

We keep the personal information that we obtain about you during the recruitment process for no longer than is necessary for the purposes for which it is processed. How long we keep your information will depend on whether your application is successful and you become employed by us, the nature of the information concerned and the purposes for which it is processed. Full details on how long we keep personal data for is set out in our data retention policy, located on The UCL Academy website.
Appendix
A: Eligibility to Work in the UK 

Under the Immigration, Asylum and Nationality Act 2006 and legal guidance issues by the Home Office, before you can commence employment you will need to provide documentary evidence that you are entitled to work in the UK. This will require you to provide the relevant original document, or documents, detailed on page 32 and 33 of the Employer Guide to Right to Work Checks document attached. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/969123/An_employer_s_guide_to_right_to_work_checks.pdf 
The document(s) will be checked and a copy retained on the individual's personnel file. Photocopies of originals - even those supposedly certified as a "true copy of the original" by a lawyer will not be accepted as proof of eligibility to work in the UK. 
B: Disclosure of Criminal Convictions / Cautions (Spent and Unspent) Notes of Guidance 

1. It is the The UCL Academy’s policy to require all applicants for employment to disclose any previous ‘unspent’ criminal convictions.  In addition, you are required to disclosure any adult cautions which have not expired or any pending prosecutions. 

2. As the post for which you are applying is one that will give you substantial unsupervised access to children and young people it is covered by The Rehabilitation of Offenders Act 1974 (Exceptions) Orders from time to time enacted and in force. You are therefore required to disclose ’spent' as well as ’unspent' criminal convictions (which are not ‘protected’), cautions and any pending prosecutions against you in line with the requirements below. 

3. You must declare the following:

a) Cautions given less than 6 years ago (where you were over age 18 at the time of caution and it is not related to a “specified offence”).

b) All cautions given where you were over the age of 18 at the time of the caution and which relate to a “specified offence” (i.e. an offence from a prescribed list). A copy of the “specified offences” can be viewed here: https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check or from your school office.

c) Any convictions, whenever they occurred, relating to a specified offence which is available from: https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check or from the HR Manager. 
d) All convictions that resulted in a custodial sentence (regardless of whether served and whenever they occurred)

e) Other convictions given less than 11 years ago (where you were over age 18 at the time of conviction)

f) Other convictions given less than 5.5 years ago (where you were under age 18 at the time of conviction)

4. The information you provide (by completing the form) will be treated as strictly confidential and will be considered only in relation to the post for which you are applying. 

5. Disclosure of a conviction, caution or pending prosecution does not necessarily mean that you will not be appointed; a person’s suitability will be looked at as a whole in the light of all the information available, and in accordance with the policy on the employment of ex-offenders, a copy of which can be obtained from the HR Manager.  A main consideration will be whether the offence is one which would make a person unsuitable to work in the capacity of the post applied for.

6. A conviction includes: 

a) A sentence of imprisonment, youth custody or in a Young Offenders’ Institution;

b) An absolute discharge, conditional discharge, bind over;

c) A fit person order, a supervision or care order, a probation order or community punishment order or an approved school order arising from a criminal conviction; 

d) Simple dismissal from the Armed Forces, cashiering, discharge with ignominy, dismissal with disgrace or detention by the Armed Forces;

e) Detention by direction of the Home Secretary;

f) Remand Centres, secure training centres or in secure accommodation; 

g) A suspended sentence;

h) A fine or any other sentence not mentioned above. 

7. A caution is a formal warning about future conduct given by a Senior Police Officer, usually in a Police Station, after a person has admitted an offence.  It is used as an alternative to a charge and Positive Prosecution.  

8. A Reprimand has replaced a Caution for young people under 15.  A young person given a second formal warning about future conduct is then given a formal warning. 

9. A Bind Over is an order which requires the defendant to return to Court on an unspecified date for sentence.

10. All driving offences must be declared unless excluded by the criteria under section 3 above.

11. Under the Criminal Justice & Courts Services Act 2000 it is an offence for an individual who has been disqualified from working with children to knowingly apply for, offer to do, accept or do any work in a ‘regulated position’. 

12. As the post for which you are applying falls within the category for which a criminal record disclosure is required, if you are selected for appointment, you will be required to apply for an enhanced check from the Disclosure and Barring Service ("DBS").  A refusal to make such an application could prevent your employment.  Any information provided by the DBS will be kept securely whilst it is being considered and will then be destroyed.  No record will be kept relating to any specific offence identified by the disclosure.

13. Failure to disclosure convictions and cautions (to the extent they are required to be disclosed as set out above) and any pending prosecutions may, in the event of employment result in dismissal or disciplinary action by the [School/Academy/Trust]. 

14. Further information to assist you in what information should be disclosed in this form is available here: 

(a) https://www.gov.uk/tell-employer-or-college-about-criminal-record
(b) https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
15. There are also charities who may be able to provide you with further advice. These are:

(a) Unlock: https://www.unlock.org.uk/
(b) Nacro: https://www.nacro.org.uk/
