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For Posts Exempt from Section 4(2) of the Rehabilitation of Offenders Act 1974

This post constitutes a regulated activity under section 5 of the Safeguarding Vulnerable Groups Act 2006.  Under section 7(1)(a) of that Act, it is a criminal offence to apply for this role if the applicant is barred from engaging in regulated activity relevant to children.

Please complete all sections of this application form. A CV will not be considered as an alternative and should not be submitted.

	Post Title:
	

	Where did you see this post advertised?   
	

	Have you been referred by a current member of Freemen’s staff:
	Yes |_|       No |_|  (Tick as appropriate)
If yes, name of staff member: 

	

	Personal Details


	Title:
	

	Family or Last Name:
	

	Previous last name (if applicable): 
	

	First Name:
Preferred Name:
	

	Address:
	

	
	Postcode:
	

	Telephone (Home):
	
	Telephone (Mobile):
	

	Telephone (Work):
	

	Can we contact you on your work number?  Yes |_|       No |_|  (Tick as appropriate)

	Email address:
	

	National Insurance number:
	All candidates must have valid a NI Number

	Teacher Reference Number (TRN):
	The TRN has previously been known as QTS, GTC, DfE or DCSF number
	Date of recognition as qualified teacher, QTS:
	

	Please give any dates on which you will NOT be available for interview: 
	

	Qualifications, professional body memberships, training, extra-curricular activities and other interests

	Education and Qualifications (most recent first)

	University and Post-Graduate Study

	Dates
	College, University, etc.
	Subject(s) Studied
	Qualifications/ Class / Grading

	From
	To
	
	
	

	     







	     
	     
	     
	     

	A-Level / International Baccalaureate (IB) / Sixth Form study

	Dates
	School, College etc.
	Subject(s) Studied
	Qualifications/ Grades

	From
	To
	
	
	

	     







	     
	     
	     
	     

	GCSE (or alternative)

	Dates
	School, College etc.
	Subject(s) Studied
	Qualifications/ Grades

	From
	To
	
	
	

	     











	     
	     
	     
	     

	Work related or professional qualifications / membership & NVQ’s etc. (most recent first)

	Dates
	Details: Name of Association / Institute / Qualifications
	Level or grade of membership

	From
	To
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	[bookmark: Text40]     

	Relevant Training (most recent first)

	Dates
	Title of Course
	Details

	From
	To
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	[bookmark: Text43]     
	[bookmark: Text44]     

	Extra-curricular activities and other interests

	Activity
	Interest, experience and any relevant qualifications

	     


	     

	Employment History
Starting with your most recent job, please give a summary of all employment, including any relevant unpaid work.  Please explain any breaks in employment dates.

We reserve the right to contact former employers to verify information contained in this application.

	Present or last employment

	Post:
	[bookmark: Text45]     

	Name and Address of Employer:
	[bookmark: Text64]     

	[bookmark: Text46]     




	Date Commenced:
	[bookmark: Text47]     
	Grade / Salary:
	[bookmark: Text48]     

	Is your present post your sole regular employment?  Yes |_|       No |_|  (Tick as appropriate)

[bookmark: Text49]If No, to the above please name your other employer(s):      


	Reason for leaving / wishing to leave:
	[bookmark: Text50]     

	Notice required / Date left (if applicable):
	[bookmark: Text51]     

	[bookmark: Text52]Outline of main duties:      


















	Previous employment 

	Starting with your most recent job, prior to that listed in the previous section, please give a summary of all employment, including any relevant unpaid work.  

	Dates
	Employer
	Post Title / main duties
	Reason for leaving

	From
	To
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	Gaps in employment history 

	Starting with the most recent gap since leaving full time education, please explain any breaks in employment dates.  You will be required to account for any gaps if called for interview.

	From
	To
	Reason

	













	
	



	Supporting Information


	Please refer to the Job Description and Person Specification and use this section to explain your suitability and how you meet the requirements of the post.  Include everything that is relevant (such as training and experience gained through out-of-work activities) as concisely as possible.
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	Other details


	Right to Work in the UK - Tick as appropriate

	Do you have the legal right to live and work in the UK? 
	Yes |_|       No |_|

	Is this subject to having a work permit?
If yes, please specify the type of visa or work permit you currently hold:

     

	Yes |_|       No |_|

	EU Settlement Scheme - for EU, EEA and Swiss citizens resident in the UK:

If you are a citizen from the EU, EEA or Switzerland living in the UK, have you already registered with the EU Settlement Scheme?  
	


Yes |_|       No |_|


	
You will need to produce photographic identification and proof of the above if you are called to interview.


	Canvassing Declaration

	Are you related to, or the partner of an employee, Member, Board Member or Governor of the City of London Corporation, including its institutions and schools (City of London School, City of London Girls School, City of London Freemen’s School)?  

If so, please give details (failure to disclose such information shall disqualify the candidate concerned):

[bookmark: Text59]     
Are you related to a pupil attending the City Corporation schools?  If so, please provide their name(s) and year group:


(Note: Canvassing of employees, Members, Board Members or Governors of the City of London Corporation, or any Committee of the City of London Corporation; directly or indirectly for any appointment within the City of London Corporation, including its institutions and schools, shall disqualify the candidate concerned).


	Disability and Reasonable Adjustments (Tick as appropriate)

	The City of London Corporation is a Disability Confident Scheme (DCS) employer.  An applicant with a disability who meets the essential criteria for the job (with a reasonable adjustment where appropriate) will be invited to interview.


	Do you have a disability as defined in the Equality Act 2010 (i.e. a permanent and substantial disability)?
	Yes |_|       No |_|  

	Do you want your application to be considered under the Disability Confident Scheme?
	Yes |_|       No |_|  

	Will you require any reasonable adjustments to be made as part of the recruitment process?
	Yes |_|       No |_|  

	If you have answered Yes, please tell us if there are any ‘reasonable adjustments’ we can make to assist you in your application or with our recruitment process.     


	
Referees

	Two references will be requested for all short-listed candidates prior to interview.  One should be your present or most recent employer; the other should be a previous employer.  Both references should be known to you within the last five years and, where possible, at least one should be related to your work with children.

PGCE students must include a referee from either their university/college tutor or the Head of their current or most recent placement school.

References from a school or college should be confirmed by the headteacher/principal as accurate.

	1
	Name:      
	2
	Name:      

	Job Title:      
Company Name:      
Address:      


Telephone Number:      
Email:      
Relationship to you:      
	Job Title:      
Company Name:      
Address:      


Telephone Number:      
Email:      
Relationship to you:      



	
Criminal Record

	This post is Exempt from Section 4(2) of the Rehabilitation of Offenders Act 1974.

All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974.  However, amendments to the Exceptions Order 1975 (2013 and 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. 

If shortlisted you will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview, on a Criminal Record Self-Disclosure Form.  You may be asked for further information about your criminal history during the recruitment process.  If your application is successful, the self-disclosure form information will be checked against information from the Disclosure and Barring Service before appointment is confirmed.

If you are provisionally offered this post, you will be required to undergo a Disclosure and Barring Service (DBS) check.  Please also refer to our DBS Policy and to the DBS Code of Practice for further information, both of which are available on request.  Having a criminal record will not necessarily be a bar to obtaining a position at the City of London Corporation, this will depend on the nature of the position applied for and the circumstances and background of your offences.  We will not unfairly discriminate against you, based on conviction or other details revealed.


	If appointed, it will be a condition of your employment that you inform the City of London Corporation if you are convicted of any criminal offence (including driving offences).  Failure to do so may result in disciplinary action being taken including the termination of your employment.


	Online Searches

	
In accordance with Keeping Children Safe in Education (KCSiE) statutory guidance, online searches may be undertaken for shortlisted candidates as part of due diligence checks.


	
Consent and Declaration


	I hereby give my consent to the City of London Corporation:

(i.)      to process and retain the data supplied in this application form for an appropriate period of time for the purpose of recruitment, selection and employment.  For those appointed the data will form part of their employment record.
(ii.)      as an authority with a duty to protect the public funds it administers, may to this end use the information provided on this form for the prevention and detection of fraud.  Please note, that the City of London Corporation may also share this information with other bodies responsible for auditing or administering public funds for these purposes.  For further information, visit our website at www.cityoflondon.gov.uk
(iii.) to take up references if shortlisted from the people that I have submitted as referees and to take up other reference checks as may be deemed appropriate including making direct contact with all my previous employers where I have worked with children to verify my reasons for leaving.
(iv.) to seek to verify or validate checks on all and any of my qualifications from any establishment or employer, and any submitted documents, to safeguard against forgery, identity fraud and to prevent illegal working.


	I declare that:

(i.)      the information given in this application is to the best of my knowledge complete and correct.  
(ii.)      I agree to notify the City of London Corporation of any changes to the information provided in my application whether this is during the recruitment process, or if I were to be appointed.


	[bookmark: Text71]Signed:      

	[bookmark: Text72]Dated:      


	Note: Any false, incomplete or misleading statements may lead to dismissal.


	
Please return this form to: clfs-recruitment@cityoflondon.gov.uk 

	
Data Protection

The City of London Corporation is a data controller, and processes personal data in accordance with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018.  For full details of how and why the City of London Corporation processes personal data, please refer to the full privacy notice at www.cityoflondon.gov.uk/privacy.  Alternatively, you can request a hard copy.  Please direct all data protection queries to the Information Compliance Team at information.officer@cityoflondon.gov.uk.
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