
IMPORTANT INFORMATION – PLEASE READ
Application Form – Guidance Notes for Completion

For all vacancies within Bancroft’s School an application form must be completed.  CVs will not be accepted unless submitted in addition to a complete application form.

Please read the following guidance notes before completing this form.  Forms incorrectly completed or with information omissions may, depending upon timescales for the recruitment process, either be returned to you for completion or correction (which may result in your application not being considered within the recruitment process if it is not returned by the due date), or it may not be considered for shortlisting at all if the recruitment timescale does not allow.

We want to ensure that every applicant is treated fairly.  The information that you provide in your Application Form is the only information we will use in deciding whether or not you will be shortlisted for interview, and it will be used as a basis for the interview itself.  We cannot make assumptions about your achievements and abilities, so it is vital that you make it clear on the Application Form itself how you feel you can match our requirements.  CVs will not be accepted unless submitted in addition to a complete application form and we will give primary consideration to the information supplied within the Application Form.  

YOUR APPLICATION

Your application is important and the following advice is designed to help you.  When you contact us to apply for a post, you should receive the following:
Application Form

Please complete this in black ink or type, as it needs to be photocopied.  This includes an Equal Opportunities Monitoring Form which we ask you to complete so that we can monitor whether we are reaching all sections of the community and check that our recruitment processes are fair.
· Complete ALL relevant sections of the Application Form – Please do not write ‘Please see CV’

· Include a current address and full contact details (must include email address).
· Provide a full employment/educational history in reverse chronological order since leaving secondary education.  Dates are important.
· Ensure any gaps in employment and/or education are fully accounted for on the application form.
· Provide details of any qualifications obtained (relevant to the post applied for) including college/university attended, level of qualification and year awarded.
· Provide contact details for two professional referees - at least one of whom you must have worked for from whom we may obtain references; one of these should be your current/most recent employer.  Please note that references will not be accepted from relatives or from referees writing solely in the capacity of friends.  If you are not currently working with children but have done so in the past, a reference will be sought from the most recent employer for whom you have worked with children or vulnerable adults.  You should also be aware that, due to safeguarding obligations, we are permitted to approach any former employer to request references.
Job Description

This outlines the main accountabilities and duties of the post, and includes some information about the organisation and the context of the post.  Every post advertised is based on the qualifications, skills, experience and knowledge for which we are looking. 

Cover Letter

This contains information about the salary and benefits for the post.  

Recruitment of Ex-Offenders

The enclosed document explains our guidelines and obligations regarding the employment of ex-offenders.
If you are applying for more than one post, please complete an Application Form for each post.  We are unable to make assumptions; your Application Form is all we have to enable us to decide if you are suitable for the post.

Please return both the completed Equal Opportunities and Application Forms prior to the closing date to:

Human Resources Department

Bancroft’s School 

Or email them to hr@bancrofts.org

