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Application Form: St. Clare’s International College, 18 Bardwell Raod, Oxford OX2 6SP
	Job details

	Post applied for

	

	Dates of availability

	

	Do you have the right to work in the UK?

	



	Personal details

	Title 

	Family name 


	Other names


	Current address


	Daytime telephone number

	Mobile telephone number


	Email address

	National Insurance number




	Qualifications

	For Group and/or One-to-one ELT Applicants

	EFL qualification


	TEFL Initiated?
(e.g. CELTA/Trinity Cert) 

	TEFL Qualified?
(e.g. DELTA/Trinity Dip) 

	Other?


	Date


	Education

	Degree

	Subject

	Class

	Date


	Most recent EFL teaching experience
	
	Dates




	Qualifications

	For Academic Subject Applicants

	Education & Qualifications
From A level/IB (or equivalent) onwards

	Name of school, college, university
	Qualifications gained
Subjects and grades
	Date qualification awarded

	
	
	

	
	
	

	
	
	

	Other training and skills (All Applicants)

	
Do you have any other training or qualifications relevant to this post?







	Career History – please give full details of your previous employment, self-employment and unpaid work since leaving secondary education (use an additional sheet if you need to)

	From
(MM/YYYY)
	To
MM/YYYY
	Name & address of employer
	Position Held
	Reason(s) for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Gaps in employment History – please provide a brief explanation for any time when you were neither working nor in full-time education

	

	Office use only:  Verified?   Yes    No  



	St. Clare’s, Oxford complies fully with the DBS Code of Practice

	The post you are applying for involves work with young people and is, therefore, exempt from the Rehabilitation of Offenders Act 1974.  This means that you are NOT entitled to withhold information about convictions, cautions, bind-overs, reprimands and final warnings, which in other circumstances would be regarded as spent. You will be required to provide an enhanced DBS disclosure as a condition of any employment offer arising from this application.

	a) Are you registered for the DBS online update service?

	

	b) Have you been convicted by the Courts, cautioned, reprimanded or warned for any criminal offence (either in the UK or abroad)?
	

	c) Are you currently the subject of any Police investigations following allegations against you?

	

	d) Are you disqualified from working with children or subject to sanctions imposed by a regulatory body?
	

	e) Has your current or previous employer instigated disciplinary proceedings against you which have resulted in a warning or other disciplinary action which is still ‘live’?  
	

	If YES, please supply the following details in a sealed envelope marked ‘strictly confidential’ to the HR department: the nature of offence(s), date of conviction(s), penalties and country in which they occurred. This information will be held on a strictly confidential basis, in compliance with the Data Protection Act and only discussed with the selection panel where it is relevant to the post for which you have applied.  Answering “Yes” will not necessarily prevent you from being considered for this post.  If you are emailing your application, please send these details separately in a sealed envelope marked “CONFIDENTIAL”, with your name and the title of the post you are applying for, for the attention of the HR department.
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References

	Please provide the names and contact details of two employers who can provide references relating to your suitability for this post.  One of the referees must be your current / most recent employer.  If this is your first job application since completing full-time education one referee must be your school teacher or tertiary education tutor.  References from friends or relatives will not be accepted.  If you have worked with children (either in a paid or a voluntary basis) those employers will be asked about any disciplinary offences relating to children or if you were the subject of any child protection concerns. Candidates who have worked abroad in the last five years will be required to seek good conduct references, or the equivalent from the countries in which they worked, as a pre-requisite of employment.

	First referee
	Are you happy for us to approach this referee before a first interview? 	Yes / No

	Name

	Email address


	Position

	Postal address


	Relationship

	Work telephone number


	Second referee
	Are you happy for us to approach this referee before a first interview? 	Yes / No

	Name

	Email address


	Position

	Postal address


	Relationship


	Work telephone number




	Other information

	If you are disabled, are there any special arrangements that would be required to enable you to attend an interview?





Data Protection:  The information that you provide on this form will be used to process your application for employment.  The personal information that you provide will be stored and used in a confidential manner to help with our recruitment process (full details can be found in the College’s Privacy Notice for Job Applicants).  If you take up employment with the College, the information will be used in the administration of your employment.  We may check the information provided by you on this form with third parties.
Declaration: The information provided in this application form and any supporting documentation is true and complete.      I understand that any offer of employment is conditional upon satisfactory screening (including but not limited to references, prohibition, DBS and overseas checks). 
I agree that any deliberate omission, falsification or misrepresentation in the application form or supporting documentation will be grounds for rejecting this application, or subsequent dismissal if employed by St. Clare’s.  This also applies to any medical questionnaire/forms I may complete. 
I understand that my personal data, including sensitive personal data, will be used in the processing of this job application in accordance with the College’s Privacy Notice for Job Applicants which I have read and understood.
I agree to the above declaration (please cross) 
Signed:	       						 Date:  
Please attach your CV to this application form, ensuring your work history is continuous and there are no gaps, even if that means listing a period of time spent e.g. travelling or job-seeking.
Please return your CV and completed Application Form to Richard Walton, Director of Studies, by email to richard.walton@stclares.ac.uk
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