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	APPLICATION FORM


	King James’s School is committed to the principle of equality in employment. The school’s aim is to ensure equality of opportunity for all existing and prospective employees. The information in Sections 1 - 4 will be kept separate from your application and will not form part of the shortlisting process.



SECTION 1

	JOB DETAILS

	Post applying for (job title):
	Lead Exam Invigilator

	Closing date:
	6th March 2026


	PERSONAL DETAILS

	Title:
	
	Forename(s):
	
	Surname:
	

	Previous names (if applicable): 
	

	Preferred first name (if any):
	

	UK National Insurance number:
	

	Home address: 


	

	Resident at this address since: (Date) 
	

	Home telephone:
	

	Mobile telephone:
	

	Work telephone:
	

	Email address:
	


SECTION 2

	EQUAL OPPORTUNITIES MONITORING INFORMATION

	King James’s School is committed to equality in employment. The Schools aim is to ensure equality for all existing and prospective employees. In line with this the school is required to publish work force data. 

In order to assist the school with this aim please provide the information below in monitoring recruitment procedures for which your co-operation would be appreciated. 

The information will not form part of our shortlisting, and will be separated from your application form upon receipt. The information provided will be used for statistical and monitoring purposes and to help us develop our policies and practice and will be treated confidentially and be subject to the provisions under the current Equality Legislation and Data Protection Act. 

Please refer to the Guidance Notes for Applicants for further information about this form.

	Gender: 
	( Male     ( Female     ( Prefer not to say

	Age:
	( Under 18        ( 18-24        ( 25-34        ( 35-44       ( 45-55       ( Over 55

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

	If you answered Yes to the above question, please detail any reasonable adjustments that you would require if you were selected to attend an interview/assessment event



	Please note:  the categories below are taken from the 2001 Census. The school is required to use this format for its monitoring exercises.  Please choose one section from A to E below & tick the appropriate box to indicate your cultural background.

	A
	White
	( British     ( Irish      ( Other White - please state:

	B
	Mixed
	( White & Black Caribbean 

( White & Black African  
	( White & Asian 
( Other Mixed – please state:      

	C
	Asian or Asian British
	( Indian  

( Pakistani  
	( Bangladeshi

( Other Asian – please state:

	D
	Black or Black British
	( Caribbean      ( Other Black – please state:

	E
	Chinese or other 

Ethnic Group
	( Chinese         ( Other Ethnic Group – please state:


SECTION 3

	REFEREES

	Wherever possible references should relate to current or previous employment or work experience. 

One referee MUST be from your current or most recent employer OR if in school/college or just completed education, from this school/college (the application will not be pursued without two referees supplied). We reserve the right to request an alternative referee if deemed appropriate.



	
	Referee 1 Details
	Referee 2 Details

	Name:
	
	

	Position/

Company/

Capacity:
	
	

	Address:
	
	

	Post Code:
	
	

	Telephone:
	
	

	Fax No:
	
	

	Email:
	
	


	Do we have your permission to contact the referees for references prior to interview? (
	Referee 1
	( Yes        ( No

	
	Referee 2
	( Yes        ( No


	Where did you find out about the vacancy? (
	KJS Website
	NYCC Website
	TES Website
	Local Newspaper
	Other (please specify)

	
	
	
	
	
	


SECTION 4
	DECLARATIONS

	King James’s School is committed to safeguarding and promoting the welfare of young people and vulnerable adults, and all appointments are subject to enhanced Disclosure & Barring Service (DBS) checks, medical clearance and satisfactory references.

	Are you related to, or do you have a close personal relationship, with any member of King James’s School Governing Body or staff? (
	(  Yes             
	If you ticked Yes, please give name and relationship:

	
	(  No
	

	Please be aware that the post you are applying for requires you to have an enhanced Disclosure and Barring Service criminal records check for work with children, with a barred list check if you work in regulated activity.  This check for disclosure of criminal history will include spent convictions, pending prosecutions / current court proceeding and police enquiries.  

Should you be shortlisted, you will be asked to disclose full details of your criminal history prior to your interview.  This information may be discussed with you at your interview in order to assess job related risks, but we emphasise that your application will be considered on merit and ability and you will not be discriminated against unfairly.  Failure to disclose this information will result in any offer of employment being withdrawn. ***



	Has your name been referred to OR included on these lists: ( if appropriate
	(   The Protection of Children Act List

	
	(   The DfES List 99

	
	(   The Protection of Vulnerable Adults List

	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:
	(  Yes            
(  No
	If this is subject to having a work permit, tick here: ( 

	Has any previous employer expressed concerns and/or taken any action, whether informal/formal (including suspension from duty) in relation to your capability for and performance in your role or for disciplinary procedures? (include any investigations or actions taken by your professional body): ( if appropriate
	( Capability/performance
	If you have any of these and have ticked either of these boxes, please provide details including dates and action taken, also include pending investigations or action, in a sealed envelope, marked confidential, attached to your application form.

	
	(   Disciplinary
	

	I certify that the contents of this form are true and correct to the best of my knowledge and belief. I understand that if I knowingly make any false statements or withhold any relevant information, this may result in subsequent dismissal or the withdrawal if any offer of appointment. 
I consent to King James’s School recording and processing the information detailed in this application. King James‘s School will comply with their obligation under the Data Protection Act 2018 (GDPR).
	Signature of applicant:
	

	
	Date:
	



SECTION 5
	Post applying for (job title):
	Exam Invigilators

	EDUCATION & QUALIFICATIONS  


	
	Establishment
	Subject:
	Qualification level: 
	Grade:
	Month / Year obtained:

	Secondary Education


	
	
	
	
	

	Further Education / Vocational / Professional Qualifications / Other Qualifications
	
	
	
	
	

	
	

	
	

	Other training courses attended e.g. in-house training:

	Date obtained
	Qualification results with grades
	Training provider

	
	
	

	
	
	


	EMPLOYMENT RECORD

	Current Post:

 
If you are not currently employed please tick this box     (  

	Post Title:
	

	Employer:
	

	Employer Address:
	
	Employer Tel:
	

	
	
	Hours: (
	( Full Time       ( Part Time

	
	
	Date of Appointment:
	

	
	
	Current Salary:
	

	
	
	Notice required:
	

	Details of Responsibilities:
	

	Reason for leaving:
	


	EMPLOYMENT HISTORY

	Please give details of all paid and non-paid employment including family responsibilities since leaving education with most recent first.

	Employer
	Post title
	Brief description of activity/responsibility or duties
	Full time or part time
	Dates
	Reason for leaving

	
	
	
	
	From
	To
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Please explain any breaks in your continuity of employment:



SECTION 6
	EXPERIENCE AND QUALITIES RELEVANT TO THE POST

	Please read the job description (and any other documents provided) carefully.

Outline your reasons for applying for the post and explain how your experience, knowledge and skills (gained through paid employment, domestic responsibilities, voluntary/community work, spare time activities, etc.) relate to the post.

Also state what qualities you are able to bring to the post, any significant achievements and other relevant factors in support of your application. You may continue on no more than one additional A4 sheet if necessary.

PLEASE DO NOT ENCLOSE A COVERING LETTER as this will not form part of your application.

	


COMPLETED FORMS SHOULD EITHER BE POSTED TO HUMAN RESOURCES AT THE SCHOOL ADDRESS, OR EMAILED TO THE SCHOOL RECRUITMENT EMAIL ADDRESS (Please see Page 1 for school address/email) together with ANY SUPPLEMENTARY LETTER OF APPLICATION REQUESTED IN THE POST SUBJECT NOTES.

Please note correspondence regarding your application may be sent to your email and/or postal address. Applicants who have not heard within 21 days of the closing date are thanked for their application and are asked to assume that it has been unsuccessful on this occasion. 
Thank you for the interest you have shown in King James’s School

For office use only


Applicant Number:
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