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Introduction 
 
The following toolkit provides those involved with the recruitment and selection of 
staff with a best practice guide in accordance with the academy’s equal 
opportunities policy, safer recruitment guidelines and employment legislation 
 
The effective recruitment and selection of employees is a key management activity 
as it assists us to attract, retain and maintain employees.  Having the right person, at 
the right time, is crucial to good performance and making the right recruitment 
decision is vital to putting these people in place. 
 
The recruitment process is also an important tool in helping us to safeguard the 
children within our organisation. Used correctly this process can make it more 
difficult for those people who wish to abuse children to gain access to a position 
which allows them to do this. 
 
The recruitment procedure can be split into three areas 

 Preparing for the vacancy 

 Identifying the right candidate 

 Confirming the decision 
 
The Board has overall responsibilities for all staff appointments. However, all staff 
appointments outside of the Headteacher and Deputy Headteacher will be delegated 
to the Headteacher. Members of the board may also need to be involved in any 
grievance or complaint from applicants. 

 
When thinking about recruiting for any post, the Trust Board must be mindful of 
their obligations under equal opportunities legislation.  Discrimination on the 
grounds of sex, race, disability, religion or age is unlawful and may result in 
Employment Tribunal claims against the school.  Therefore robust recruitment and 
selection processes must be implemented in order to avoid either direct or indirect 
discrimination. 

 
With effect from 21 November 2016 Part 7 of the Immigration Act 2016 came into 
force to ensure the safe and high quality delivery of public services by ensuring they 
are provided with an appropriate standard of fluency in English.  The Code of 
Practice on the English Language Requirements for Public Sector Workers sets out 
the considerations public authorities need to take into account to comply with this 
new legal duty.  A copy of the Code of Practice can be found on Schools Online. 
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Areas to Consider 
 

Advertising vacant posts  

 Advertise in more than one way (internal bulletin, local newspaper, Eteach, 
SBC website, TES as appropriate). 

 Ensure that the advertisement clearly states ‘this school welcomes              
applications from members of minority ethnic communities and those with 
disabilities’. 

 Consider a job-share/part time appointment. 

 Role profiles and person specifications should only include       
tasks/qualifications etc which are required to accomplish the job – 
unnecessary requirements could lead to discrimination  

 
Those involved in the recruitment and selection process 

 To avoid discrimination, whether intentional or otherwise, ensure that 
everyone involved in the process is familiar with the school’s Equal 
Opportunities Policies. 

 Ensure at least one person in the panel has safer recruitment training. 
 

 Following good Equal Opportunities practice 

 Ensure that all employment decisions are based on objective, job related 
criteria. 

 Interview questions clearly relate to the role profile and person specification 
sent to all applicants. 

 Selection tests may need to be adjusted, for example allowing candidates 
more time to read written questions etc. 

 All candidates are asked the same questions. 

 When inviting candidates to interview, ask about any special requirements, 
e.g. parking space near the entrance or dietary requirements. 

 There is a complaints procedure for internal and external job applicants who 
consider that they have not been dealt with fairly by the recruitment and 
selection process. 
 

Monitoring ethnicity of job applicants (and training and promotion) 
It is a Statutory Duty to monitor the ethnicity of all applicants for employment in 
schools and to pass this information to the LA. 

 
Positive Action 
Action can be taken to encourage people from particular groups to take advantage 
of opportunities for work and training. This can be done when under representation 
of particular groups has been identified in the previous year.  
 
Under this broad meaning positive action may include initiatives such as the 
introduction of non-discriminatory selection procedures, training programmes or 
policies aimed at preventing sexual harassment.  

 
Positive Measures 
Although they are not legally required, positive measures are allowed by the law to 
encourage employees and potential employees who are members of particular 
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groups which are under-represented in particular work. Discrimination at the point 
of selection for work, however, is not permitted in these circumstances.  

 
Such measures are important of the development of equality and diversity practices. 
It is therefore recommended that, where there is under representation, the 
following process should be considered wherever appropriate and reasonably 
realistic:  

•Job advertisements designed to reach members of these groups and to 
encourage their applications: for example, through the use of the ethnic 
minority press, as well as other newspapers.  
•Use of the employment agencies and careers offices in areas where under-
represented groups are concentrated.  
•Encouragement to employees from under-represented groups to apply for 
promotion or transfer opportunities.  
•Training for promotion or skill training for employees of under-represented 
groups who lack particular expertise but show potential.   
 

Positive action is not about giving more favourable treatment to particular groups in 
the recruitment process. Selection for recruitment or promotion must be based 
solely on merit! 

 
As part of the schools safeguarding measures the commitment to the welfare of 
children should be included in all materials that are available to the candidates.  
The publicity materials should also highlight the fact that the job is dependent on a 
DBS check. 
 
1. Job Descriptions 
Any vacant post should have an up to date role profile, detailing the post title, grade, 
scale of post, the job purpose, key accountabilities and management relationships. It 
should be written succinctly highlighting the key components of the job and should 
set out clearly the extent of the relationship and contact that the post holder will 
have with children in the school. 
 
2. Person Specification 
The Candidate Specification should be drawn up from the job description. The 
candidate specification is essential to the recruitment procedure as it sets out 
selection criteria to be considered at the shortlisting and interview stage. These can 
be divided into essential and desirable attributes. The specification should cover 
requirements relating to: 

 Education /professional qualifications 

 Training and development 

 Relevant experience (to include paid or unpaid) 

 Abilities and skills 

 Personal qualities (these should be as quantifiable as possible) 

 Special factors (these must be relevant to the job) 
 
There are a number of points to be considered when drawing up the candidate 
specification: 
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1. Criteria should be job related and reasonable and should be connected to the 
duties identified in the role profile, it is important not to over specify for a 
particular job. 

2. Criteria should be as specific as possible when relating to experience – for 
example, if the job requires someone to be able to use Excel to a particular level, 
this should be stated rather than a general ‘IT literate’.   

3. Criteria should be carefully considered for direct or indirect discrimination. For 
example stating that a driving licence is essential to a post when there is in fact 
only limited travelling required could be seen as unlawfully discriminating against 
an individual who cannot drive due to a physical disability but who could perform 
the job just as effectively travelling by other means. Similarly they should not 
include the number of years’ experience required instead you should be more 
specific about the type of experience that candidates should have in order to 
apply for the post. 

 
It is also worth considering at this stage how many applicants you are likely to have 
for the job.  If there are likely to be a large number, many of whom may meet the 
essential requirements, it is important to also have a number of desirable criteria to 
shortlist against, so that you have a manageable number of candidates to interview.   
 
3. Job Advertisement 

 The advert should be brief, clear and should state the essential selection 
criteria so that    candidates know what is expected of the post holder. 
Closing and Interview dates should be highlighted. 

 Following the Staffing Regulations 2009, it is no longer mandatory for the 
post Headteacher to be advertised nationally. The governing body is required 
to advertise the vacancy in such manner as it considers appropriate, unless it 
has good reason not to. 

 All decisions should be documented fully, as the Trust Board will need to 
demonstrate that it has acted reasonably if it is challenged. 

 All teaching and support appointments which will be in excess of 4 months 
duration should be advertised and internally and externally. However, there 
may be times when it is more suitable to advertise internally, see HR for 
advice. 

 
 

4.Shortlisting 
The shortlist is intended to identify a manageable number of candidates for 
interview using the criteria included in the candidate specification. 

 
•  We will not consider shortlisting any candidates who have provided a CV     
rather than filling out an application form.  
• Information not relevant to the post such as personal details should not be 
considered. The personal details sheet should be removed and kept separate 
to the rest of the application form so that there can be no unlawful 
discrimination at the shortlisting stage. 
•There will be at least two people assessing the application when shortlisting 
takes place to ensure that no relevant information is missed and that the 
process is fair. The Chair of the panel will have undertaken safer recruitment 
training. 
•Shortlisting panels should consider each application on its merits and assess 
each candidate equally against the criteria contained in the person 
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specification. We will do this by anonymising applications prior to 
shortlisting.  
•Any candidate who do not meet the essential criteria on the candidate 
specification should not be shortlisted. 
•If more candidates meet the essential criteria than it would be feasible to 
interview then the desirable criteria can be used to narrow the applicants to 
a manageable number. 
•Any gaps in employment or sudden changes in career, which may conceal 
safeguarding issues, can be highlighted at the shortlisting stage to be 
followed up through the selection process. 
•A record of the shortlisting process should be kept to justify any decisions 
made at this stage. 

 
5.References 
Once the shortlisting process has taken place we will take up references for each of 
the candidates selected to progress. The purpose of taking references now rather 
than after selection is to identify at this stage if there are any safeguarding issues 
that would need to be considered and addressed during the selection process. 

 
 
•References can be taken up verbally however these must be followed up 
with a written confirmation of what has been said. 
•Ideally one reference should be from the current or most recent employer. 
If this is not a reference that has any relevance to the candidate working with 
children then it would be advisable that the other referee should be able to 
provide this information.  
• For school references the Headteacher must be sent the reference. 
•The referees should always be approached by the school directly as open 
references cannot be relied upon to be accurate. 
 

When seeking a reference this should verify several things: 
•Employment history i.e. that the candidate has been with an organisation 
for as long as they stated in their application form 
•The relationship between the referee and the applicant 
•The applicant’s suitability to do the job applied for 
•Any issues in employment, (please contact the Schools HR Team for advice if 
any issues relate to disciplinary proceedings or allegations made) 
•Knowledge of the applicant’s suitability to work with children 
 
Please use the reference pro-forma (attached). 

 
6. Selection Process 
Traditionally interviews have been the main tool used in selecting the best 
candidate. However it is widely accepted that interviews alone do not always offer a 
comprehensive overview of the candidate’s abilities. It is a good idea to use other 
selection methods alongside the interview to allow a better understanding of each 
candidate to be reached. Some of the methods that can be used are listed below: 
 

• Work related tests which simulate a scenario or activity that the candidate 
may expect to encounter in their day-to-day work 
• Role Plays 
• Group Exercises 
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• Job Trials for instance observing class teaching or taking assemblies 
 
Whatever strategy the Selection Panel decides to use, the important factors are that 
it is: 

• Transparent – i.e. it is conducted in a way that would stand up to external      
scrutiny such as Freedom of Information requests; 
• Reliable – i.e. it provides a consistent measurement tool for the assessment 
of each candidate;  
• Valid – i.e. it is appropriate given the genuine requirements of the job; and 
• Supports appointment on the basis of merit. 

It is essential that detailed records including systematic and objective scoring 
methods have been agreed before the process begins and that accurate and reliable 
records are retained.  

 
7. Interviews 
The Questions 
Standard questions should be prepared and asked of all candidates to ensure 
consistency of approach. However, dependent on the candidate’s response the 
interviewer may probe and gain further information. 

 
Interview questions should be written to elicit the desired responses from 
candidates and to assess their level of knowledge, skills and abilities. Ideally they 
should encourage the candidate to give examples of their experience rather than 
posing hypothetical scenarios. The questions should be based on the knowledge, 
experience and skills listed within the job description and Person Specification. 

  
Thought should also be given to including questions that assess the candidates’ 
attitudes and motives towards working with children.  Any gaps in employment or 
concerns raised through the shortlisting and referencing procedure should also be 
addressed at the interview stage to ensure that the candidate selected is suitable to 
work with children. 

  
It is envisaged that in the majority of cases there will be no need to specify a 
qualification level when setting the standard of English required.  In most cases, a 
good standard of English as a criterion would be sufficient, which could be assessed 
in the interview or by speaking with line managers.  

 
 

Planning the interview environment 
It is important that the interview environment is accessible and comfortable for both 
candidates and the Interview Panel. Think about such points as ensuring that there 
is: 

• accessibility to all candidates and in particular those with a disability 
• adequate lighting and heating; 
• comfortable seating; 
• no noise distractions;  
• appropriate reception facilities – i.e. someone not on the Interview 

Panel to       meet and acknowledge candidates; 
• appropriate waiting space for candidates – with copies of the role 

profile and other relevant literature such as annual reports, staff 
newsletters. 
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The Chair’s role is to introduce the panel, explain the interview format and maintain 
continuity throughout the interview. Interviewers should not ask questions which 
could be regarded as discriminatory such as those relating to family commitments, 
race, gender, marital status, sexual orientation, occupation of spouse, trade union 
activities, political or religious beliefs. 

  
At the end of each interview, time should be allowed for each interviewer to mark 
the scoring section on the candidate specification taking account of the information 
gained during the interview. 

 
 
3. Scoring a candidate 
It is important that the candidates are marked consistently against the criteria in the 
candidate specification. It is suggested that a scoring system such as the one below is 
used to ensure that the scoring is accurate. 
 

 
RATING 

 
DESCRIPTION 

 
0 

 
No Evidence - the candidate’s response was unsatisfactory in meeting the 
minimum requirements of the job and the candidate was deemed by the 
Interview Panel to have none, or a very low level of skill in this area. 

 
 
1 

 
Some Evidence - The candidate shows some level of competence, 
however did not meet the required level of skill, knowledge or ability for 
the position. 

 
 
2 

 
Satisfactory Evidence - the candidate’s response indicated that they were 
able to meet the minimum requirements of the criteria.   

 
 
3 

 
Good Evidence - the candidate’s response was assessed as demonstrating 
full competence in respect to the criteria, and was able to support this 
with examples that demonstrate ability.   

 
 
4 

 
Excellent Evidence - the candidate’s response was assessed as 
demonstrating excellent competence in respect to the criteria, and was 
able to support this with examples that demonstrate sustained and 
substantial ability.   

 
 
4. Making the decision 
The selection decision should then be made based on the outcome of all selection 
tools. It is important that your decision making process is clearly documented and 
that all documents relating to the selection process are kept as recruitment and 
selection procedures are subject to the provisions of the Freedom of Information Act 
2000. Also an unsuccessful candidate may take an employer to an Employment 
Tribunal if they consider that they have been unfairly discriminated against in an 
interview.  This record should form the basis of the defence against such a claim. 
These records should be kept for a minimum of 6 months. 
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5. Feedback 
All candidates are entitled to request post-selection feedback on their application for 
the position and their performance as measured against the selection criteria.  
Feedback is normally given by the Chairperson of the Interview Panel, but may be 
undertaken by other members of the interview panel with their consent. Feedback 
should only be given verbally.  

 
The purpose of feedback is to provide the candidate with factual and accurate 
information on: 

 the process used by the Interview Panel; 

 the reasons why they were unsuccessful in being appointed to the position, 
relevant to the selection criteria; 

 areas for future development. 
 
Confirming the decision 

•Once a decision has been made a conditional offer should be made to the 
successful candidate subject to DBS check, medical, identity, professional 
status, qualifications and right to work in the UK. 
•If the clearance process raises questions about the suitability of the 
candidate then the panel will need to reconvene to reconsider the 
appointment. 
•A legally binding contract exists once an offer has been made and accepted. 
It is therefore important to ensure the details, hours of employment and 
contract details should be clearly stated. Further guidance on fixed term and 
job share contracts will be provided at a later stage in the employment 
process. 
•New head appointments should be ratified by the board prior to confirming 
an offer with the candidate. 
•An employee should not commence work until clearances have been 
obtained as the offer cannot then be withdrawn and a dismissal will be 
required in the event of unsatisfactory clearances. 
 

Pay and Conditions of Employment 
All staff employed within schools should be paid in line with the schools pay policy 
that should be reviewed on an annual basis.   Both teaching and support staff are 
employed on terms and conditions that are agreed nationally and must be adhered 
to. 

 
Any teaching staff will be paid in accordance with the School Teachers Terms and 
Conditions of Employment which clearly specifies at what level the teacher should 
be paid in relation to years of experience and job responsibilities. 

 
All support staff should be paid in accordance with National Joint Council (NJC) 
Terms and Conditions of Employment. The salary scale that they should be 
appointed to should be on a level that is commensurate with the responsibilities of 
the job.  

  
Complaints Procedure 
Candidates who feel that they have not been treated fairly should be able to 
complain to the Chair of Trust within 14 working days of being advised of the 
outcome of the selection process. When such a complaint is received the Chair of 
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the Trust is advised to discuss the issue with the Headteacher and consult the Trust 
HR Team before responding. They should also provide the candidate with a copy of 
the Trust’s complaints procedure. 
 

Appointment Procedure for schools 
 

1. Purpose, Scope and Principles 

 The Trust Board has the overall responsibility for all staff appointments.  With 
the exception of the appointment of Headteachers where different 
arrangements apply, it has delegated these responsibilities to the 
Headteacher. 

 Headteachers will normally be expected to lead in determining staff 
appointments outside the leadership group. 

 The time limits referred to in the document may be varied provided that all 
parties agree. 

 Care should be taken at meeting of the Trust Board (or its committee or 
selection panel) where the dismissal, promotion, retirement, suspension or 
transfer from one post to another of an employee at the school requires 
consideration. If a person present at such a meeting has a direct interest in 
the matter in question she/he should take no part in its consideration or 
discussion and should not vote on any question about it.  

 All persons selected for appointment should satisfy basic employment checks 
on identity, academic qualifications, professional and character references, 
DBS clearances and appropriate medical fitness.  In the case of teachers you 
should ensure registration with the NCTL, and confirm QTS and other 
relevant checks. 

 
2. Appointment of Headteacher 

 Review the school’s requirements and vision and appoint selection panel 
(minimum 3 Trustees). 

 Agree schedule for filling vacancy (when/where to advertise, when to 
shortlist/interview, when to report back to Trust Board). 

 Advertise vacancy and prepare supplementary information including role 
profile and person specification. 

 Shortlist after closing date, send for references and invite short listed 
candidates for interview. 

 Interview and arrange for selected candidates to complete relevant 
documentation regarding pre-employment clearances. 

 Request that the Trust Board endorses the recommendation of the selection 
panel and confirm recommendation in order that a contract of employment 
may be issued (subject to satisfactory pre- employment checks). 

 Where the post will not be filled before the date on which it falls vacant the 
Trust Board may appoint an acting Headteacher. 

  
3.  Appointment of Deputy Headteacher 

 As for above, except that the Trust Board must also consider the advice of the 
Headteacher. 

  
4 Appointment of Support Staff 

 When recruiting support staff, the Headteacher will need to review the 
school requirements and prepare or revise the role profile.  If this is a new or 
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amended role and the post needs to be evaluated please forward a copy to 
your HR team for evaluation before the post is advertised. 

 Appoint selection panel. 

 Advertise the vacancy to ensure that it is brought to the attention of persons 
qualified to fill the post giving due attention to good employment practice 
and the requirements of equal opportunities. 

 In making recommendations on pay and grading the Governing body should 
have regard to the responsibilities of the post and the schools pay scales and 
grades. 
 
 

Disclosure and Barring service (DBS) checks- existing Employees and 
Volunteers 
An enhanced DBS check and a Children’s Barred List check will be carried out for all 
existing staff and unsupervised volunteers where their contact with children or 
young people has increased from at their time of appointment. 
 
An enhanced DBS and Children’s Barred List check may be carried out on any 
employee or unsupervised volunteer where the Trust has concerns about an 
individual’s suitability to work with children and young people. An enhanced DBS (no 
barred list check) may be carried out on any supervised volunteer where the Trust 
has concerns about their suitability to work with children and young people. 
 
DBS certificates will only be issued to the applicant. All applicants must produce the 
disclosure when requested to do so. The disclosure will be scrutinised to ensure it is 
authentic and to detect any fraud. The DBS disclosure number and date of the check 
must be recorded in the Single Central Record ( SCR). We are not required to take a 
copy of your DBS Certificate, however we may choose to do so for decision making 
purposes. Any copy will be held for no longer than necessary and up to a period of 
six months and be processed in line with Data Protection Legislation. 
 
All existing employees are required to inform the Trust of any change in their 
criminal record. This includes convictions, cautions, arrests and police investigations. 
Action may be taken as a result of any change or failure to inform the Trust of any 
change. 
 
Information relating to an individual’s criminal record will only be shared with the 
relevant people to enable the Trust to make a decision about their suitability to work 
with children and young people. 
 
Agency Staff 
In the case of agency staff, the Trust must ensure that the arrangement with the 
agency imposes an obligation on the agency to carry out all recruitment checks as 
set out in section 10, including DBS and Children’s Barred List checks that the Trust 
would otherwise complete for its staff. The Trust must obtain written confirmation 
from the agency that these checks have been carried out and are satisfactory. This 
must be recorded in the Single Central Record (SCR) 
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Record Keeping and Data Protection 
All written records of interviews, application forms and reasons for appointment or 
non- appointment will be kept by the Trust in line with our Privacy Notice, for 
appointed candidates, our Retention and Erasure Policy in line with the 
requirements of Data Protection Legislation. 
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Appendix A – Letter Template for Applications 
 
 
 
 
Dear (Applicant’s name) 
 
Post of: 
 
Thank you for your interest in the above post at …………………school. Please find 
enclosed an application form, role profile and person specification. Can you 
complete and return the application form by ………………….. 
 
……………….school is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share this 
commitment. Therefore it is imperative that you provide all the relevant information 
requested in order for the school to meet this commitment. 
 
Please note 
 

 Any position that involves working with children requires declaration of ALL 
convictions/cautions regardless of whether these are deemed as spent and a 
DBS check will be carried out before any employment commences. 

 References will be obtained before interview at shortlisting stage and may be 
used in the interview process. 

 If previous employment has included working with children then at least one 
referee must be from this employment regardless of whether this is the 
current or most recent employment 

 Any gaps in employment must be detailed and an explanation provided in the 
relevant section. 

 
In the meantime, please do not hesitate to contact us if you have any queries. 
 
Yours sincerely 
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Appendix B Invite to Interview Letter Template 
 
Private and Confidential 

Candidates Name  
And Address 
 
 
Date 
 
 
Dear  
 
Application for post of:  
 
Further to your recent application for the above post, we are pleased to invite you 
for an interview on «Interview_start_date» at «Interview_start_time».  In the first 
instance please report to «Interview_location» and ask for «Interview_report_to». 
 
As directed under the Equalities Act 2010 you have any specific requirements to 
enable you to attend the interview please let us know in order for us to make any 
reasonable adjustments. 
 
In accordance with Section 8 of the Asylum and Immigration Act 1996 employers are 
obliged to verify the status of recruits regardless of Nationality.  Therefore, please 
bring with you to the interview proof of your right to work in the U.K.  You should 
also bring any certificates of qualification you hold, which are relevant to this post. 
 
Royal Wootton Bassett Academy Trust is committed to safeguarding and promoting 
the welfare of children, young people, and vulnerable adults and expects all staff and 
volunteers to share this commitment. 
 
We should be grateful if you would please confirm whether or not you will be 
attending the interview by contacting the  ???? on telephone number 01793 
xxxxxxxx.  If we have not heard from you by 2 days prior to the interview, then we 
will assume that you are not attending.  
 
In the meantime please do not hesitate to contact us if you have any queries.  
 
We look forward to meeting you. 
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Appendix C Application Form Template 
 

PLEASE ENSURE YOU RETURN TO THE CORRECT SCHOOL   
 

1. Personal Details Ref No:  

The information in sections 1 and 2 will be detached from the application form prior to short listing. 

Surname       Forename(s)       

Title Mr ☐ Mrs  ☒ Miss  ☐Ms ☐ Other ☐      Date of Birth       

Address  

Is this a job share application? Yes ☐ No ☐ 

Contact Details (please tick preferred contact detail) 

Home     ☐        

Work      ☐           

Mobile    ☐          

E-mail    ☐         
 

National Insurance number?  

Are you eligible to work within the 
UK? 

Yes  ☐    No  ☐ 

Are you required to have a work 
permit to work in the UK? 

Yes  ☐    No  ☐ 

Teacher number  

Are you a Newly Qualified Teacher 
(NQT)? 

Yes  ☐    No  ☐ 

When will you become an NQT?  

Do you hold Qualified Teacher Status 
(QTS) 

Yes  ☐    No  ☐ 

Date it was awarded: 

Certificate Number: 

What was the route by which you obtained it?  

Have you completed 
a period of induction 
where this was 
required by the DfE? 

 

Yes  ☐    

No  ☐ 

Date of completion? 
 

 
 

 

Do you hold Qualified Teacher Status 
Learning and Skills (QTLS)? 

 

Yes  ☐    No  ☐ 

Date it was awarded: 

Certificate Number: 

What was the route by which you obtained it? 
 
 

Have you completed 
a period of induction 
where this was 
required by the DfE? 

 

Yes  ☐    

No  ☐ 

Date of completion? 
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Declarations 

This post is exempt from the Rehabilitation of Offenders Act 1974. If you are appointed you will be required 
to undertake an Enhanced Disclosure & Barring Service (DBS) check. You are required to declare any 
unspent convictions, cautions, warnings and bind-overs you may have, regardless of how long ago they 
occurred, as well as any pending criminal proceedings or current police investigations. Having a criminal 
record will not necessarily prevent you from taking up appointment; this will depend on the nature of the 
offence(s) and their relevance to the post you are applying for. However, should you not decare any of the 
above and this is subsequently revealed, e.g. through the DBS check, then this may place your appointment 
in jeopardy. . 

 

 

Canvassing 

In order to ensure fairness and openness of our selection process please 
state whether you are related to, or in a close personal relationship with an 
employee of Royal Wootton Bassett Academy Trust. 

Yes  ☐      No  ☐ 

If YES, please 
give details: 

Name:       

Position in Trust:       

Relationship with yourself:       

Please note that canvassing of employees of Royal Wootton Bassett Academy Trust in relation to this 
application will disqualify any applicant. If evidence of this is discovered after appointment you may be 
dismissed without notice. 

2. Equal Opportunities Monitoring Form 

How information about you will be used: 
 
You are requested to complete this information to enable us to monitor the effectiveness of our Corporate 
Equalities Strategy. This information will be used solely for monitoring purposes, will be treated as 
confidential and will be separated from the application form on receipt and before selection procedures 
commence. 

Convictions / Disqualifications 

The amendments to the Exception Order 1975 (2013) provide that certain spent convictions and cautions 
are ‘protected’ and 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 Disclosure and Barring 
Service website: www.gov.uk/government/organisations/disclosure-and-barring-service/about  
 
Do you have any convictions, cautions, reprimands or final warnings that are not “protected” as defined by 
the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)? 

      
 
 

Are you on the Children’s Barred List (Previously List 99 and PoCA list) or have you ever been disqualified 
from working with children or been subject to any sanctions imposed by a regulatory body (e.g. National 
College for teaching and Leadership (NCTL))? 
 

      
 

It is a criminal offence for barred individuals to seek, or to undertake, work with children. 
 
If you have answered ‘YES’ to any of the above and are called to interview, please provide further details on 
a separate sheet in a sealed envelope marked ‘CONFIDENTIAL’ 
 

 

http://www.gov.uk/government/organisations/disclosure-and-barring-service/about
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Do you consider yourself to have a disability? Yes    ☐          No    ☐ 

Where did you see this vacancy advertised? 

Local Newspaper 
Professional Journal 
Job Centre  
National Newspaper 

☐ 

☐ 

☐ 

☐ 

Other 
 
Internet 

☐ 

 

☐ 

Please state       
 
Please state website: www.        

Are you currently employed by a school within the Trust? Yes    ☐        No    ☐ 

Application Form Code:  
 

3. Vacancy Details 

Job(s) Applied for:       

Ref No:       

 

4. Present or more recent employment, voluntary work or role 

Job Title:        Name of Employer:       

Hours worked:       

Employer’s 
Address: 

      

Dates 
Employed: 

      

Notice Period:       

Current Salary 
plus Benefits: 

      

Key Duties:       

 
 
 
 
 
 

 

5.  Reason for wishing to leave or left: 
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The Working Time Regulations place a maximum limit on weekly hours worked (48 
hours). Will you continue in any other employment, should you be offered this 
appointment? 

Yes ☐    No ☐ 

 

6. Previous Employment 

Starting with the most recent first, please give details of jobs held including part-time and unpaid work. Do 
not include the details provided in Section 4 of the application form.  
If applying for a post, which involves working with children, young people and/or vulnerable adults, 
you are required to provide the dates you were employed from and to, and details of any gaps in 
your employment.  Continue on a separate sheet if necessary. 

Name of Employer Job Title and Main Duties 
Dates of Employment and 

Reason for Leaving 

                  

                  

                  

 
 

7. Education 

Please give details of any education, technical and/or professional qualifications. If you are currently 
studying please provide details of the qualifications you are studying for. 

Examinations/Qualifications taken or to be taken 
(include subjects) 

Results, Grades and Date Achieved 
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8. Training 

Please list any course(s), which you have undertaken that are relevant to the job and/or specified on the 
person specification. Continue on a separate sheet if necessary. 

Date of Course Course Title Organising Body 

                  

                  

                  

                  

 

9. Membership 

Please indicate membership of any organisation(s) relevant to the job. 

Name of Organisation Type of Membership Is Membership Current? 

                  

                  

                  

 

10. Skills, Abilities, Experience and Achievements 

Please give details of your skills, abilities, achievements and experience (including outside interests) and 
use examples to demonstrate how you meet each of the criteria listed in the person specification.  
You may continue on up to 2 separate sheets and attach if necessary, please do not staple. 
      



 

 

11. Disability 

We guarantee to interview disabled applicants who meet the essential requirements for the post. 

Do you consider yourself to have a disability? 
If YES, please tick the appropriate boxes below: 

Yes    ☐          No    ☐ 

Please state any particular assistance or facilities you may require in attending an interview. 

      

 

12. References 

Please give details of 3 referees who are able to comment on your suitability for the job, one of whom must 
be your present or most recent employer. If you have just left full time education you should give details of 
your course tutor or teacher. References from friends and relatives are not acceptable. Please note 
references will normally be taken up before interview. 

Name       Position/Occupation       

Address       

Telephone No.       

Fax No.       

E-mail       

Relationship to yourself 
 
 

 

Name       Position/Occupation       

Address       

Telephone No.       

Fax No.       

E-mail       

Relationship to yourself 
 

  

Name       Position/Occupation       

Address       

Telephone No.       

Fax No.       

E-mail       
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Relationship to yourself 
 

     

 

 
Declaration 

I declare that the information I have given in this application is correct and complete. I understand that any 
false statements or failure to disclose information requested on this form may result in my application being 
disqualified or may lead to my dismissal or disciplinary action if appointed. I have reviewed the Privacy 
Notice in line with GDPR and give consent in line with the policy. 
 
General Data Protection Regulations (GDPR) 
The law relating to Data Protection has changed with the introduction of the General Data Protection 
Regulations (GDPR). The Trust has produced a Privacy Notice Policy which summarises the key ways in 
which we deal with the information we hold about you, how we use it and your rights in relation to it. Please 
refer to the Trust website for further information. 
. 

Signature  Date       
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Appendix D Support Reference Template Letter 
 
 
 
Dear (name), 
 
Reference Request: (candidate name) 
 
The above-named has applied for the position of (insert post) and has given your name as a referee. 
I would be grateful if you could complete the following reference form and return it at your earliest 
opportunity. 
 
The trust implements a rigorous and robust recruitment process that gathers evidence about 
candidate’s suitability to work with children, as well as their suitability for the role. We have 
proactive safeguarding procedures in place that address inappropriate behaviour and we are 
committed to safeguarding and promoting the welfare of children and young people; and expects all 
staff and volunteers to share this commitment. Your assistance in providing a reference will enable 
the school to obtain a clear picture of the applicant's attitude and motivation. 
 
Please also note, legal liability lies with the referee to ensure the reference they provide contains no 
mis-statement or omission. The content may be discussed with the applicant and the candidate may 
be contacted for clarification on any part of the reference. 
 
I look forward to hearing from you. 
 
 
Yours sincerely 
 
 
 
 
 
 
 



 

 

 

Appendix D2 Support Reference Form 
 

PLEASE ENSURE YOU RETURN TO THE CORRECT SCHOOL 
 
 

Kingsbury Green Academy 
White Horse Way 
Calne 
SN11 8YH 
 
DTillyer@kingsburygreenacademy.com 

Noremarsh Junior School 
Clarendon Driver 
Swindon 
SN4 8BT 
 
admin@noremarsh.wilts.sch.uk

Lawn Manor Academy 
Salacombe Grove 
Swindon 
SN3 1 ER 
 
recruitment@lawnmanor.org 

Royal Wootton Bassett 
Academy 
Lime Kiln 
Swindon 
SN4 7HG 
slambourne@rwba.org.uk 

 
EMPLOYER’S REFERENCE REQUEST FORM 
The person below has applied for employment at the Trust and has supplied your name as a referee in support of their 
application. 

 

Section 1:  Applicant Details 
 

Name of Applicant: 
 
 

Position Applied For: 
 
 

 

Section 2:  Your details about the applicant 
 

Applicant’s current Job Title and salary:  
 

Date of commencement of employment: 
 

 

If no longer employed by you: 
Date of leaving: 
 
Reason for leaving: 
 

 

 
 

Would you re-employ?: Yes / No 

Hours worked per week: 
 

 

Salary (Current or upon leaving)  

Has the above applicant taken any parental leave?  

Please give a brief outline of the main duties undertaken including the level of responsibility / accountability involved. 
 
 
 
  
 

How would you assess the applicant with regard to: 
 

Reliability?  

Honesty?  

Punctuality?  

Working as part of a team?  

Ability to work under pressure?  

mailto:DTillyer@kingsburygreenacademy.com
mailto:admin@noremarsh.wilts.sch.uk
mailto:admin@noremarsh.wilts.sch.uk
mailto:recruitment@lawnmanor.org
mailto:slambourne@rwba.org.uk
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Please give your opinion of the applicant’s suitability for the post applied for by referring to the enclosed job description: 
 
 
 
 
 

Has the applicant, in the preceding two years, been the subject of procedures established by the Governing Body in relation 
to no- health related capability?  If yes, please provide written details of the concerns which gave rise to this, the duration 
of the proceedings and their outcome.   
 
 
 
 
 

Do you wish to give any further information, or make any other comment in relation to the suitability of the candidate for 
the post? 
 
 
 
 

Please give details of any disciplinary procedures that the applicant has been subject to in which the disciplinary sanction is 
current or relates to child protection: 
 
 
 

Are you aware of any convictions / cautions incurred by the candidate?  Please note that positions working with children or 
vulnerable adults all convictions / cautions must be declared regardless of whether deemed as ‘spent’ under the provision 
of the Rehabilitation of Offenders Act 1974: 
 
Yes / No (if yes, please give details): 
 
 
 
 

Please provide details of any allegation or concerns (not listed above) that have been raised about the applicant that relates 
to the health and safety and welfare of young people or behaviour towards children or young people, and the outcomes of 
those concerns e.g. Whether the allegations or concerns were investigated, the conclusion reached and how the matter was 
resolved. 
 
 
 

 



 

 

 

Section 3:  Declaration  

I confirm all the above information is correct.   

Name: 
 
 

Name and Address of Organisation 
 
 

Telephone Number: 
 
 

E-mail address: 
 
 

Date: 
 
 

 
Please return this form by post or e-mail to: 
 
By post: xxxxxxxx 
 
By e-mail: xxxxxxxxxx 
 
 
 

Thank you for completing the form 
 

NB: you have the responsibility to ensure that this reference is accurate and does not contain any material misstatement or 
omission. 
Relevant factual content of this reference may be discussed with the applicant. 

 
If the person that has completed this reference is not the Headteacher/Principal, please ensure the 

Headteacher/Principal has counter signed this reference. 
 

Signed: Date: 

Print Name:     Position: Headteacher/Principal 

 

 

  

mailto:recruitment@lawnmanor.org
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Appendix E Teacher Reference Form 
 
 

PLEASE ENSURE YOU RETURN TO THE CORRECT SCHOOL 
 

 
Kingsbury Green Academy 
White Horse Way 
Calne 
SN11 8YH 
 
DTillyer@kingsburygreenacademy.com 

Noremarsh Junior School 
Clarendon Driver 
Swindon 
SN4 8BT 
 
admin@noremarsh.wilts.sch.uk

Lawn Manor Academy 
Salacombe Grove 
Swindon 
SN3 1 ER 
 
recruitment@lawnmanor.org 

Royal Wootton Bassett 
Academy 
Lime Kiln 
Swindon 
SN4 7HG 
slambourne@rwba.org.uk 

 
EMPLOYER’S REFERENCE REQUEST FORM 
The person below has applied for employment at the Trust and has supplied your name as a referee in support of 
their application. 

 

Section 1:  Applicant Details 

 

Name of Applicant: 
 
 

Position Applied For: 
 
 

 

Section 2:  Your details about the applicant 

 

Applicant’s current Job Title and salary:  
 

Date of commencement of employment: 
 

 

If no longer employed by you: 
Date of leaving: 
 
Reason for leaving: 
 

 

 
 

Would you re-employ?: Yes / No 

Hours worked per week: 
 

 

Salary (Current or upon leaving)  

Has the above applicant taken any parental 
leave? 

 

Please give a brief outline of the main duties undertaken including the level of responsibility / accountability 
involved. 
 
 
 
 
 
 
 

mailto:DTillyer@kingsburygreenacademy.com
mailto:admin@noremarsh.wilts.sch.uk
mailto:admin@noremarsh.wilts.sch.uk
mailto:recruitment@lawnmanor.org
mailto:slambourne@rwba.org.uk
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Please outline: Tick Comment as appropriate  

Qualified teacher status (QTS)   

Current pay scale if known   

Teaching in KS3 & KS4   

Lesson quality 
  

 

Leadership skills 
  

 

Knowledge of student data 
  

 

Financial Management  
  

 

Performance management experience   

Understanding of current educational 
debate and developments 

  

Experience of working with primary schools 
and primary colleagues in transition 

  

Experience of working on a whole school 
initiative  

  

Recent relevant professional development   

Ability to work as part of a team 
  

 

Excellent inter-personal skills 
  

 

Well-developed ICT skills   

A commitment to further professional 
development 

  

 

Please give your opinion of the applicant’s suitability for the post applied for by referring to the enclosed job 
description: 
 
 
 
 
 

Has the applicant, in the preceding two years, been the subject of procedures established by the Governing 
Body in relation to non-health related capability?  If yes, please provide written details of the concerns which 
gave rise to this, the duration of the proceedings and their outcome.   
 
 
 
 

Please give details of any disciplinary procedures that the applicant has been subject to in which the 
disciplinary sanction is current or relates to child protection: 
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Please provide details of any allegation or concerns (not listed above) that have been raised about the 
applicant that relates to the health and safety and welfare of young people or behaviour towards children or 
young people, and the outcomes of those concerns e.g. Whether the allegations or concerns were 
investigated, the conclusion reached and how the matter was resolved. 
 
 
 
 

 

Are you aware of any convictions, cautions, reprimands or final warnings that are not "protected" as defined 
by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)  
Yes / No (if yes, please give details): 
 
 
 

 

Section 3:  Declaration  

I confirm all the above information is correct.   

Name and Job Title: 
 
 

Name and Address of Organisation 
 
 

Telephone Number: 
 
 

E-mail address: 
 
 

Date: 
 
 

 
Please return this form by post or e-mail to: 
 
By post: xxxxxxxx  
 
By e-mail: xxxxxxx 
 
 

Thank you for completing the form 
 

NB: you have the responsibility to ensure that this reference is accurate and does not contain any material 
misstatement or omission. 
Relevant factual content of this reference may be discussed with the applicant. 

 
If the person that has completed this reference is not the Headteacher/Principal, please ensure the 

Headteacher/Principal has counter signed this reference. 
 

Signed: Date: 

Print Name:     Position: Headteacher/Principal 

 

mailto:recruitment@lawnmanor.org
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Appendix F Character Reference Form 
PLEASE ENSURE YOU RETURN TO THE CORRECT SCHOOL 

 
CHARACTER REFERENCE REQUEST FORM 
The person below has applied for employment at the Trust and has supplied your name as a referee in 
support of their application. 
 

Section 1:  Applicant Details 

Name of Applicant: 
 
 

Position Applied For: 
 
 

 

Section 2:  Your details about the applicant 

Please give your opinion of the applicant’s character, personality and ability to form satisfactory working 
relationships with colleagues and members of the public: 
 
 
 
 
 

 

How would you assess the candidate’s suitability for the post with regard to: 

Honesty?  

Reliability?  

Working with others?  

Communication skills?  

Ability to work under pressure?  
 

What do you consider the applicant’s greatest strengths which will help them to carry out the job applied for? 
 
 
 
 

 

Are you aware of any reason why we should not consider employing the applicant? 
Yes / No (if yes please give details): 
 
 
 

Section 3:  To be completed for posts that involves working in schools 
 

Do you wish to give any further information, or make any other comment in relation to the suitability of the 
candidate for the post? 
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Are you aware of any convictions / cautions incurred by the candidate?  Please note that positions working 
with children or vulnerable adults all convictions / cautions must be declared regardless of whether deemed 
as ‘spent’ under the provision of the Rehabilitation of Offenders Act 1974: 
 
Yes / No (if yes, please give details): 
 
 
 
 

 

Are you completely satisfied that the candidate is suitable to work with children or vulnerable adults? 
 
Yes / No (if no, please give specific details of your concerns) 
 
 
 
 

 

 

Section 4:  Declaration  

I confirm all the above information is correct.   

Name:  

Telephone Number:  

E-mail address:  

Date:  

 
 
Please return this form by post or e-mail to: 
 
By post: xxxxxxxx    
 
By e-mail: xxxxxxxxxx 
 
 
Thank you for completing the form 

 

NB: you have the responsibility to ensure that this reference is accurate and does not contain any material 
misstatement or omission. 
 
Relevant factual content of this reference may be discussed with the applicant. 

    

 

Please state for how long you have known the candidate and in what capacity (manager, colleague, teacher 
etc.) 

 

 

 

 

mailto:recruitment@lawnmanor.org
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Appendix G Volunteer Application  
 

Name of School:  ……………………………………………….………………………… 

We welcome applications for volunteer helper positions from all sections of the community 
regardless of background, religious belief, gender, disability, ethnic origin, political opinion, age, 
marital status, sexual orientation, or whether or not you have dependents. 

We believe that parents, carers and the community can add enormous value to learning 
opportunities within the Trust. We encourage parents and other adults to help the Academy in a 
variety of ways. 

 

CONFIDENTIAL 

 

Please complete this application in block capitals and return to Esther Newman HR and Marketing Manager. 

 

Personal details 

 

Surname  Title  

Forename  

Middle name/s  
Date of Birth 

 

Address: 

Including Post 
Code 

 

 

 

Daytime Tel. No.  Evening Tel. No.  

E-Mail Address  

. 

 

Signature:  …………………………………………………………………..   Date:  ……………………………..………………. 

 

Volunteer helpers are Parents or other adults working alongside teachers and support staff with 
students. 
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Further details: 

Occupation: 

If you work in education, please state the name of the school: 

Why are you interested in Volunteering? Are there particular areas you would like to volunteer in? 

If you have volunteered in schools previously please can you give some details about your 
experience? 

Please give details of school age children and schools attended:  

 

REFEREES 

Please provide details of two referees.  These can be business (including your employer if you are in work) or 
personal, and ideally have known you at least two years.  

 

Name:  

Address (Inc. Postcode):  ............................................  

……………………………………………….……………………………… 

……………………………………………….……………………………… 

Email Address: …………………………………………...……….… 

Tel No: …………………………………………………………………… 

 

Name 

Address (Inc. Postcode):   ..........................................  

………………………………………………..…………..………………… 

………………………………………………………….…………………… 

Email Address: …………….………………………………………… 

Tel No: …………………………………………………………………… 

 
N.B.  Please make sure all email addresses are accurate 

DBS checks 

All volunteers will undertake a Disclosure Barring Service (DBS) check. If a volunteer has had any criminal 
convictions or allegations made against them, these must be disclosed to the Headteacher prior to 
volunteering in the Trust. This will be dealt with in strictest confidence. The Headteacher has the authority not 
to accept the help of volunteers if it is not in the best interests of the students. 
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 Appendix H – Governor Application   
 

New Appointment to the Trust/Governing/Local Board 

Name of Board:  ……………………………………………….………………………… 

We welcome applications for school governor positions from all sections of the community 
regardless of background, religious belief, gender, disability, ethnic origin, political opinion, age, 

marital status, sexual orientation, or whether or not you have dependants. 

 

CONFIDENTIAL 

 

Please complete this application in block capitals and return to the Clerk as soon as possible 

 

Personal details 

 

Surname  Title  

Forename  

Middle name/s  
Date of Birth 

 

Address: 

Including Post 
Code 

 

 

 

Daytime Tel. 
No. 

 Evening Tel. No.  

E-Mail Address  

 

Your details will be given to other parties where it is necessary to comply with statutory duty or 
where the Boards have entered into a contractual agreement for support to be provided to 
individuals involves with the Board.  Full details are in the Schools Privacy notice for Member, 
Trustees, Governors and Clerks which can be found on the Trust website and is included as part of 
your induction pack. 

 

The Board subscribes to the National Governance Association (NGA) who require your name and 
email address which will allow access to the NGA website and for you to receive an information 

email each week.  Please sign below if you are willing for these details to be given to the NGA. 

 

 

Signature:  …………………………………Date:  …………………………..………………. 



 

34 
 

Further details: 

Occupation: 

If a teacher, please state the name of the school: 

If a Trust employee, please state the name of the Trust: 

If you are related to a teacher, an employee or governor at any school please give details: 

If you are currently a governor, please identify the type of school i.e. LA, Independent: 

If you have held previous Governorships, please give details of service: 

Please give details of school age children and schools attended:  

 

REFEREES 

Please provide details of two referees.  These can be business (including your employer if you are in 
work) or personal, and ideally have known you at least two years.  

 

Name:  ........................................................................  

Address (Inc. Postcode):  ............................................  

……………………………………………….……………………………… 

……………………………………………….……………………………… 

Email Address: …………………………………………...……….… 

Tel No: …………………………………………………………………… 

Name:  ........................................................................  

Address (Inc. Postcode):   ..........................................  

………………………………………………..…………..………………… 

………………………………………………………….…………………… 

Email Address: …………….………………………………………… 

Tel No: …………………………………………………………………… 

N.B.  Please make sure all email addresses are accurate 
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DBS checks 

 

The post requires a DBS (Disclosure and Barring Service) check so you will need to complete an 
online application and provide evidence to substantiate the application.  The School will contact you 
with this information. 

 

Disqualification – Please read and sign the declaration below 

 

Disqualifications from serving as a school governor (maintained Schools) Academies will need to 
refer to their Articles of Association (article 69) 
 
A Governor must be aged 18 or over at the time of their election or appointment.  There is no upper  
age limit for serving as a governor.  A person cannot hold more than one governorship at the same 
school.  A person is disqualified from holding or from continuing to hold office as a governor or  
associate member if he or she: 

 fails to attend the governing body meetings – without the consent of the governing body – for 
a continuous period of six months, beginning with the date of the first meeting missed (not 
applicable to ex officio governors); 

 is subject to a bankruptcy restriction order or an interim order, debt relief restrictions order, an 
interim debt relief restrictions order; 

 has had their estate sequestrated and the sequestration order has not been discharged, 
annulled or reduced; 

 is subject to: 

1. a disqualification order or disqualification undertaking under the Company 

Directors Act 1986 

2. a disqualification order under Part 2 of the Companies (Northern Ireland) Order 

2002 

3. a disqualification undertaking accepted under the Company Directors 

Disqualification (Northern Ireland) Order 2002 

4. an order made under Section 492(2) (b) of the Insolvency Act 1986 (failure to pay 

under a County Court administration order); 

 has been removed from the office of trustee for a charity by an order made by the Charity 
Commissioners or High Court on grounds of any misconduct or mismanagement in the 
administration of the charity, or under Section 34 of the Charities and Trustees Investment 
(Scotland) Act 2005 from being concerned in the management or control of anybody; 

 has been removed from office as an elected governor within the last five years; 

 is included in the list of people considered by the Secretary of State as unsuitable to work with 
children or young people; 

 Is barred from any regulated activity relating to children; 

 Is subject to a direction of the Secretary of State under section 142 of the Education Act 2002 
or section 128 of the Education and Skills Act 2008; 

 is disqualified from working with children or from registering for child minding or providing day 
care; 

 is disqualified from being an independent school proprietor, teacher or employee by the 
secretary of State; 

 subject to certain exceptions for overseas offences that do not correlate with a UK offence, 
has been sentenced to three months or more in prison (without the option of a fine) in the five 
years ending with the date preceding the date of appointment/election as a governor or since 
becoming a governor; 

 subject to certain exceptions for overseas offences that do not correlate with a UK offence, 
has received a prison sentence of two and a half years or more in the 20 years ending with 
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the date preceding the date of appointment/election as a governor; 

 subject to certain exceptions for overseas offences that do not correlate with a UK offence 
has at any time received a prison sentence of five years or more; 

 has been convicted and fined for causing a nuisance or disturbance on school or educational 
premises during the five years ending with the date immediately preceding 
appointment/electionor since appointment or election as a governor; 

 refuses a request by the clerk to make an application to the Disclosure and Barring Service 
(DBS) for a criminal records certificate. 

 
A person is also disqualified from election or appointment as a parent governor of a school if they: 
 

 are an elected member of the Local Authority (a Councillor)? 

 work at the school for more than 500 hours (i.e. for more than one third of the hours of a  
full time equivalent) in a school year (at the time of election or appointment). 

 

I have noted the disqualifications, none of which apply to me.  

 

 

 
Signed:   ……………………………………                       Date: ……………………………………………. 
 

 

 

 

 

 

 

 

For use by Clerk 

Application Form forwarded to HR  

Role on Board - Member/Trustee/Governor/Clerk  

Category of Governor e.g. Parent (if applicable)   

Term of Office, from/to (if applicable)  

DBS Number  
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