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Information on Appointments, and Explanation of the Application Form

Norwich School is a co-educational, independent day school for pupils aged seven to eighteen. Its origins can be traced back to the early life of Norwich Cathedral, which was founded in 1096.  It was incorporated by Royal Charter in 1547 by King Edward VI.  Set in the Cathedral Close, Norwich School is a traditional yet lively place where boys and girls enjoy a rounded and stimulating education. The School is characterised by strong, warm relationships and a profound appreciation of scholarship.

Norwich School is divided into two sections: the Lower School and the Senior School. The Lower School is the base for our 7-11 year old pupils (Years 3-6), while the Senior School caters for the 11-18 age range (Years 7-13). 

All candidates for jobs at the school must complete and submit an application form, downloadable from our website www.norwich-school.org.uk (click on to Job Vacancies).   The form is designed on the one hand to be as brief and user friendly as possible, whilst on the other neglecting no essential detail.  The aim is to allow candidates to provide information in a clear way which will assist the swift and efficient processing of their application whilst at the same time ensuring that the school complies with all relevant legislation and guidelines in order to provide the safest and best environment possible.  The form is a Word document.  Tables have been kept to a minimum, and formatting key strokes otherwise include only spaces, tabs and carriage returns.  Please try to retain the pagination of sections if possible, however, you may add extra rows to tables where relevant.  If there are ways in which the process or form can be improved please feel free to suggest these separately to Karen Moore, the Head Master’s PA, kmoore@norwich-school.org.uk who will be pleased to hear all constructive suggestions.

It is school policy to prefer email as the best format for communication with the school, supplemented by telephone calls where appropriate.  When submitting this form electronically, please type your answers in italic, and in a colour if possible.  Please also email a covering letter and curriculum vitae with your application form.  These forms should be sent to hm@norwich-school.org.uk to arrive not later than midday Wednesday 15 February 2012.
Norwich School appointment procedures conform to guidelines recommended by the Criminal Record Bureau. 

We look forward to receiving your application.

S.D.A. Griffiths

Head Master

Lent Term 2012
NICCOL
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Application Form for Teaching Staff
I  PRELIMINARY DETAILS

Post 


Your resignation deadline 


Do you hold a current clean driving licence? 


Present salary 


II  CONTACT DETAILS

Surname 


Title 



Forenames 

Maiden Name (if appropriate) 


Any other names by which you have been known 

Date of Birth 

National Insurance Number 

DFE number 

Address 



    Postcode 


If you have been at your current address for less than 5 years please provide any previous addresses during this period

Daytime tel. no.
      
Evening tel. no. 


Mobile no.
      


E-mail address 


III  EDUCATION AND QUALIFICATIONS

This section is designed to give a full history of education and employment in chronological order, progressing from earliest date to latest date.  Please ensure that all education and employment is listed, provide explanation for any periods not in education or employment, and in each case of employment give the reasons for leaving that employment.

Secondary education

	School
	Years attended :

From - To

	
	

	
	

	
	

	
	

	
	


Tertiary education
	College/University
	Years attended :

From - To

	
	

	
	

	
	


Academic and professional qualifications at degree or similar level
	University (ies)
	Degree/Qualification
	Subject
	Class

	
	
	
	


Employment
	Name of employer
	Address 
	Dates
	Job Title

(include

internal

promotions)
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


IV  REFEREES
Please give details of 3 referees.  One should be your current or most recent employer:  Where you are not currently working with children but have done so in the past, one referee must be from the employer by whom you were most recently employed in work with children.  The school is unable to accept references from relatives or referees writing solely in the capacity of friends.
(We shall assume that references may be taken up prior to an offer of employment being made – unless you indicate otherwise)
Name 


Address


Postcode 

Telephone no(s) / Email


Relationship


Name 


Address


Postcode 

Telephone no(s) / Email


Relationship


Name 


Address


Postcode 

Telephone no(s) /Email


Relationship


V  SUPPLEMENTARY QUESTIONS
General 
Are there any special arrangements you might require to attend an interview?

If so, please state


Are you related to or do you maintain a close relationship with an existing employee, volunteer or Governor of the School?  

If so, please provide details:


Interests

VI  TERMS AND DECLARATIONS
UK Residence
Are there any restrictions to your residence in the UK which might affect your right to take up employment in the UK?  If Yes, please provide details:

If your application is successful, would you require a work permit prior to taking up employment?

Data Protection Statement

By signing the application form you are agreeing to the use and processing of personal data in accordance with the School’s registration with the office of the Information Commissioner under the Data Protection Act.

Declaration

I am aware that Norwich School applies for an enhanced disclosure from the Criminal Records Bureau as well as other statutory reports from the Independent Safeguarding Authority on its employees.  My signature below indicates that I give my permission for the School to proceed accordingly.

I am aware that the post for which I am applying is exempt from the Rehabilitation of Offenders Act 1974 and therefore that all convictions, cautions and bind-overs, including those regarded as ‘spent’, must be declared.

I declare that I have not been disqualified from working with children, and that I am not subject to any sanctions  imposed by a regulatory body (eg the General Teaching Council). 
Further, I declare that (delete as appropriate),
Either 

· I have no convictions, cautions or bind-overs; OR
· I attach details of any convictions, cautions or bind-overs in a sealed envelope marked confidential.

I declare that the information I give in this application is accurate, complete and true.  I understand that providing misleading, inaccurate or incomplete information will disqualify me from the appointment or, if appointed, may result in my immediate dismissal without notice.

Signature:                                                                                                    Date:
NORWICH SCHOOL | 70 THE CLOSE | NORWICH NR1 4DD

Tel: 01603 728430 | www.norwich-school.org.uk
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EQUAL OPPORTUNITIES MONITORING

This section of the application form will be detached and will be used solely for monitoring purposes.  
Norwich School recognises the benefits of a diverse workforce and is committed to treating all employees with dignity and respect regardless of race, gender, disability, age, sexual orientation, religion or belief.  We therefore welcome applications from all sections of the community.
	White:

	( British
	( Irish
	( Any other white background *

	Mixed:

	( White and Black Caribbean
	( White and Black African
	( White and Asian
	( Any other mixed background *

	Black or Black British:

	( Caribbean
	( African
	( Any other Black background *

	Asian or Asian British:

	( Indian
	( Pakistani
	( Bangladeshi
	( Any other Asian background *

	Chinese or Other Ethnic Group

	( Chinese
	( Other Ethnic Group *

	* Please specify

	Gender – please specify:

	Date of birth (dd/mm/yy):

	The Disability Discrimination Act defines disability as “a physical or mental impairment which has a substantial and long-term effect on the person’s ability to carry out normal day-to-day activities”.

	Do you consider yourself to have a disability?
	( Yes
	( No

	If ‘Yes’, please state nature of disability:

	If you wish, you may disclose information about yourself in this section about your:

	Religion:

	Sexual orientation:

	How did you become aware of this vacancy?

	Media:
	Date:


Application form January 2012
