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GARDEN HOUSE SCHOOL
Turks Row, London. SW3 4TW
Tel: Girls’ office 020 7730 1652

       Boys’ office 020 7730 6652

APPLICATION FOR GIRLS’ SCHOOL OFFICE SECRETARY (maternity cover)
Please return the completed application form by email to:

Miss Sarah Pitt, HR Department, Garden House School – sarah@gardenhouseschool.co.uk
This form should be sent with a personal statement explaining your reasons for applying for the post and outlining your experience and suitability for the role.  Any gaps in employment should be explained within your statement.

	1. Personal Details

	Position applied for:          
	How did you hear of the vacancy?

	Surname
	Forenames

	Mr/Mrs/Miss/Ms/Other:
	

	NI number:
	Previous Surname (s) or other names.

	Permanent address
	Address to which correspondence should sent (if different)

	Daytime Telephone No.:
Mobile Telephone No.:
E-mail address:


	Health record

(Give any details of any physical, mental or emotional illness, operations and disabilities. If none, write none.)

How many days sick leave have you taken in the past two years?  (Please give dates and reasons)


	2. Education and training

(a) Secondary education


	a) Primary and Secondary Education

	Name of School(s)
	From
	To

	
	
	

	Qualifications/Examinations Passed:

	Name of qualifications/examination
	Subject & grade
	Date(s) obtained

	GCSE or equivalent
A level or equivalent
	
	

	(b) Further/Higher Education

	Name of college/university
	Full or part time
	From
	To

	
	
	
	

	Name of qualifications/examination
	Main subject
	Subsidiary subjects
	Date obtained

	
	
	
	

	Hons/Ordinary (delete as appropriate)

Class…………………Div……………..
	
	
	

	(c) If any course you have taken has been extended beyond the normal period, state reason and period of extension:




	(d) Courses attended and other qualifications obtained, since leaving college/university:

Full-time

Part-time

Please include details of any recent in-service courses with your accompanying letter / CV.

	3. Employment
Any gaps in employment should be explained in your attached letter

	Present (or most recent) post 

	Name of employer
	Nature of employment (job description; full/part time?)
	From
	To

	
	
	
	

	Other Employment

	
	
	
	


	4. References

Please provide details of two people who can provide references on your behalf.  The first referee should normally be your present or most recent employer.  If you are not currently working with children, please provide a referee from your most recent employment involving children.  Referees will be asked about all disciplinary offences which may include those where the penalty is expired if related to children.  Referees will also be asked whether you have been the subject of any child protection concerns, and if so, the outcome of any enquiry.  We will also ask about any performance and/or attendance concerns.  References will not be accepted from relatives or from people writing solely in the capacity of friends.
It is normal practice to take up references on shortlisted candidates prior to interview.  This is in line with the most recent version of the Keeping Children Safe in Education statutory guidance.

	1)
	Title and name:

	2)))
	Title and name:

	
	Job title:
	
	Job title:

	
	Name of organisation:
Relationship to applicant:

Address:


	
	Name of organisation:
Relationship to applicant:

Address:



	
	Telephone number:
Email address:

I consent to this reference being requested before interview.

Yes   󠆽󠆽          No   󠆽󠆽

	
	Telephone number:

Email address:

I consent to this reference being requested before interview.

Yes   󠆽󠆽          No   󠆽󠆽



	Activities and Interests:



	DECLARATION

Please read this carefully and make sure that you have answered each question correctly. Providing false information is an offence under Safeguarding Children legislation.

a) I confirm that the information on the form is accurate.  I understand that I will need to verify my academic and professional qualifications with the original certificates, provide references acceptable to the school and have an acceptable DBS report before any appointment can be confirmed. 
b) I am /am not a British National.

     If not please complete:

I am not a British National but am entitled to work in the United Kingdom for ......................................( years and months) under  ....................................................................................................................................................................................

(please give visa/permit details and bring this with you if you are invited to interview) 
and I have a Certificate of Good Conduct or equivalent from my home country.

(If appointed you will need to provide a copy of this). 

c) I understand that this post is exempt from the Rehabilitation of Offenders Act 1974 and all subsequent amendments (England and Wales) and if appointed I will need an Enhanced Certificate of Disclosure from the DBS (Disclosure Barring Service), and I am content that such a check is carried out.  I have no previous convictions, cautions or bind-overs or cases outstanding and no current entry on the Children’s Barred List (formerly List 99), or other disqualification.  (If you have any concerns about this or any outstanding cases you may attach a letter in a sealed envelope marked ‘Confidential Disclosure’ with your application.)
d) I know of no reasons, on grounds of mental, physical or emotional health, why I should not be able to discharge the responsibilities required by the post outlined in the job description.  

(e) I understand that any offer of employment made by the school will be conditional on verification of medical fitness.



	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 for Job Applicants included with this form which details how we use your information. 

Why Do We Collect This Information?

Once you have submitted an application form, the School 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 information from the application form in order to take a decision as to the recruitment of any new member of staff, teaching or other at Garden House School.  
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 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.



	Signature:
	Date:


