GUIDANCE NOTES ON FILLING IN THE APPLICATION FORM

The decision to select you for interview will be based on the information you provide on your application form.  To decide who is to be selected for interview we need clear evidence of your skills and experience.

It will not be enough for you to say that you have been doing a certain job for a certain length of time.  You must have explained clearly what skills and experience you have.

How will you know what we are looking for?

The job advertisement describes the skills, experience and qualifications we are looking for, and these form the criteria against which you will be assessed.

A person specification is enclosed with your application form.

You should read it carefully and try to identify the key words and phrases and make reference to these in your letter of application.

How to fill in the application form

1.
The form should be filled in as completely and clearly as possible in black ink or typed (this is so we can make photocopies for all the panel members).  Braille or taped applications are welcome.  If you require physical assistance with completing the application form, please contact the WMDC Equal Opportunities Unit.

2.
Read through each section of the application form carefully.  You may find it helpful to do a rough draft first to avoid any mistakes.

3.
The ‘Qualifications’ section of the application form gives you an opportunity to list any examinations or certificates you have.  For some jobs, qualifications are essential but not all jobs require formal qualifications - the advert should tell you what qualifications are required.

4.
Copies of certificates including GCSE and degree or equivalent certificates must be submitted with this application, a failure to do so will result in applications not going forward to shortlisting.

5.
The Personal Statement section is probably the most difficult part to complete but is very important.  This is where you match your skills, experience and personal qualities to the person specification.

6.
We need a reference from your present or most recent employer.  If you have never been employed or have been out of paid work a long time, you should give the name of a responsible person who knows you well but is not a relative.  Referees will be sent a copy of the job description.

7.
When completed, read through your application form checking for errors or gaps.  Check the closing date and ensure that you have signed the form.  Make sure your form is sent in plenty of time.  Late applications will only be considered in exceptional circumstances.  The form should be returned to the address on the advertisement/application form.

8.
Additional sheets may be attached quoting the post reference/serial number on the form, do not add your name to these sheets.
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Wakefield Metropolitan District Council is committed to providing equality of opportunity in its employment practices by trying to ensure that no job applicant or employee receives less favourable treatment on the grounds of gender, sexual orientation, race, disability, age or responsibility for dependants.

To provide essential personal details and enable us to monitor the effectiveness of equal opportunities policies please read the notes carefully and complete this sheet.  The information you give on this sheet will be treated as confidential and not be seen by any member of the selection panel until the interview shortlist has been drawn up.  It is also important that you refer to the guidance notes before you complete the main application form, as the decision to shortlist will be based solely on the information provided on the main application form.

Personal Details









         Confidential

	Surname/Family name
	First/other name(s)

	Previous Surnames
	D.f.E.S. Reference

Number
	National Insurance

Number

	(Please tick)  Mr           Mrs            Miss          Ms   

        (
Other title (please state) _____________________
	Date of Birth                             Gender: Male:           Female
Mobile Phone number
email



	Address

Postcode
	Home telephone No

Work telephone No
May we contact you at work?    Yes             No            (Please tick) (


	Are you related to any councillor or senior officer of the council      

Or a governor or any member staff within a Wakefield school?                                Yes             No            (Please tick) (
If yes, please give details

Canvassing of any person involved in the management of the school to which you have applied, or councillors and senior officers of the Council, is not acceptable and may lead to disqualification

	Ethnic Origin

I would describe my ethnic origin as:

                                                                                (Please tick) (
Section (a) -  WHITE                                            
                      British 
                  Irish                                                                             
                  Any other White background                        

                 (please write in ________________________)

Section (b) -  MIXED

                 White and Black Carribbean          

                 White and Black African             

                 White and Asian                 

                 Any other Mixed background

                 (please write in ________________________)


	Section (c) -  ASIAN OR ASIAN BRITISH

                 Indian                     

                 Pakistani                  

                 Bangladeshi               

                 Any other Asian background          

                (please write in ________________________)

Section (d) -  BLACK OR BLACK BRITISH

                 Caribbean               

                 African               

                 Any other Black background

                (please write in ________________________)

Section (e) -  CHINESE OR OTHER ETHNIC GROUP

                 Chinese              

                 Any other background        

                (please write in ________________________)



	Disability

Do you consider yourself to be a disabled person?                              Yes                            No   

Applicants who are previously registered as disabled (Green Card holder) will automatically meet the new definition and should therefore tick “yes”.  Under the 1995 Disability Discrimination Act a person has a disability if “s/he has a physical, sensory or mental impairment which has a substantial & long term (that means it must be expected to last for 12 months) adverse effect on their ability to carry out normal day to day activities”

	Applications from all disabled people are particularly welcome and will be considered on their merits.  Council policy is that the registered disabled people who meet the minimum requirements will be interviewed.


Rehabilitation of Offenders Legislation: Access to Children

	Because of the nature of this post and the law relating thereto, applicants must disclose all criminal convictions and cautions.

It is a condition of any subsequent employment that they shall have done so.  Failure to disclose a conviction or caution could result in dismissal or disciplinary action.  Please note, however, that any information supplied will be dealt with on a confidential basis and that in considering your application the relevant body will only take account of those convictions or cautions pertinent to the nature and purpose of the post for which you are applying.

You should also note that the successful applicant will be required to apply to the Criminal Records Bureau for an enhanced Disclosure.

Declaration:  I have read and understand the above statement.  If I have any convictions or cautions to declare I will supply written details of them, in a separate envelope marked ‘private and confidential’, with this application.

Signed ………………………………………………………  Date …………………………………………




Declaration:

	The information given on this form is true and correct and may be used as part of my contract of employment.

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




	Please return this form to:

Alison Bird/Julie Wray and address Room 134 County Hall, Bond Street, Wakefield WF1 2QL
We regret that, unless you send a stamped addressed envelope, we are unable to acknowledge this form.  If you receive no further communication within six weeks of the closing date, please assume that your application has been unsuccessful.



	Thank you for your interest in the post.  
Please tell us where you first saw it advertised.
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Education and qualifications
You will be required to present original certificates for GCSEs, degrees and equivalent qualifications. If in doubt about equivalence, get advice from an accredited ITT provider. Copies of certificates must be sent in with the application, any applications that do not have copies of certificates attached will not be short-listed.

To check overseas qualifications, call the National Academic Recognition Information Centre (NARIC) on

0870 990 4088. NARIC can offer guidance on whether a qualification is comparable in standard to a UK qualification, but not whether it is suitable for entry to ITT.

GCSEs or equivalent qualifications 
Please give details of GCSEs or equivalent qualifications and when they were obtained. All candidates for ITT must have attained the standard required for GCSE grade C in English and mathematics before they start training. The qualification type must be entered along with the grade obtained. Failure to do so may cause a delay in the application being processed. If you do not have GCSE grade C or above, or one of the generally accepted equivalents listed on the TDA information sheet, there are accredited ITT providers who offer suitable equivalence tests.

Applicants applying for the Primary age range must also have attained the standard required for GCSE grade C in Science.
	Subject
	Qualification and awarding body or details of alternative test or assessment

(For non-UK qualifications, please specify Province/State/Region and Country)
	Grade
	Date of award or assessment

	
	
	
	M
	M
	
	Y
	Y

	Mathematics
	
	
	
	
	
	
	

	English
	
	
	
	
	
	
	

	Science


	
	
	
	
	
	
	


Other GCSE, O level and A level qualifications or equivalent  
When you are assessed for QTS, primary candidates wishing to teach key stages 1 & 2 must demonstrate that they have sufficient understanding of a range of work across the following subjects: history or geography, physical education, ICT, art and design or design and technology, performing arts and religious education. Primary candidates should be able to teach these subjects in the age range for which they are trained with advice from an experienced colleague where necessary. It will be an advantage for applicants planning to teach KS1/2 to show evidence of a breath of subject knowledge across these subjects.

	Subject
	LevelEg A / AS

GCSE
	Awarding body/Other form of assessment
	Grade
	Date of award

	
	
	
	
	M
	M
	
	Y
	Y

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Higher Education
GTP candidates must have a UK degree or equivalent qualification. If you are waiting for degree results, please ask the higher education institution to confirm in writing that a degree will be awarded and if possible to indicate the classification. Candidates with good Honours degrees are given priority for GTP funding.

If you are unsure whether a qualification is equivalent to a degree, seek advice from an accredited provider on whether they would admit the candidate to a PGCE in the age range concerned. Please enter your undergraduate details below. Any additional qualifications should be entered in the box at the bottom of the page, or on a separate sheet.

	Institution of study
	


	Degree-awarding body (if different)
	


	Country of study
	


	Title of course
	


	Main subject
	
	Percentage of course:                 %


	Subsidiary subjects
	
	Percentage of course:                 %

	
	
	Percentage of course:                 %

	
	
	Percentage of course:                 %

	
	
	Percentage of course:                 %

	What percentage of the degree covered the candidate’s specialist teaching subject?  
	               %


	Qualification obtained
	


	Degree class
	First Class honours   [   ]
	Upper second   [   ]

	
	Lower Second   [   ]

	
	Third   [   ]
	Pass   [   ]
	Ordinary   [   ]


	
	M
	M
	
	Y
	Y
	
	
	  M
	M
	M
	  
	Y
	Y
	
	
	
	
	
	
	
	
	M
	M
	
	Y
	Y

	Date of study from


	
	
	
	
	
	
	to
	
	
	
	
	
	Date of Award
	
	
	
	
	


For qualifications other than a UK degree, give evidence below that the qualification is equivalent, and attach any relevant supporting statements

Previous QTS assessment 
Wakefield DRB will not accept candidates who have previously failed QTS assessment or withdrawn from a QTS programme unless there are exceptional circumstances. The DRB will seek a written explanation from the previous training provider to establish reasons for withdrawal. Candidates must submit the written explanation at the time of application.

	Have you ever failed or withdrawn from a QTS course?


	YES [  ]
	NO [  ]

	If yes, please provide from a previous course provider a written explanation as to the reasons for failure or withdrawal.

(this should be attached to your application)



	Why do you think that you are now more likely to succeed?




	Present employment       Please give details of your present or most recent post


	Post held: 

Name of employer/organisation:


	Date appointed:

Date left (if applicable):

	Summary of Main Duties and Responsibilities:



	Name and address of present or most recent employer:




Previous employment       Please give details of all posts, most recent first

	Name of employer/organisation/ school
	Position held
	From
	To

	
	
	
	


Teaching Experience

Applicants need only complete this section if they have been previously employed as a teacher, qualified or unqualified, in the UK or elsewhere. Candidates for minimum length programmes should have up to two years' teaching experience. Please copy this section if you need to cover experience in more than three institutions.

	School/college
	

	Country
	
	Post held

	Dates of service
	If part-time, percentage of time working as a teacher       
	%

	From
	To
	
	

	Please tick the box(es) that best describe the school:

	· Primary
	· Independent
	· Special

	· Middle deemed primary
	· City Technology College
	· Higher Ed

	· Secondary
	· City College for Technology of the Arts
	· City Academy

	· Other (please specify)
	· Further Education
	

	Age range of pupils taught
	
	Responsible for whole class

YES   [   ]   NO   [   ]

	Subjects taught to public examination level
	
	

	
	
	

	Other subjects taught
	

	
	


	School/college
	

	Country
	
	Post held

	Dates of service
	If part-time, percentage of time working as a teacher       
	%

	From
	To
	
	

	Please tick box(es) that best describe the school:

	· Primary
	· Independent
	· Special

	· Middle deemed primary
	· City Technology College
	· Higher Ed

	· Secondary
	· City College for Technology of the Arts
	· City Academy

	· Other (please specify)
	· Further Education
	

	Age range of pupils taught
	
	Responsible for whole class

YES   [   ]   NO   [   ]

	Subjects taught to public examination level
	
	

	
	
	

	Other subjects taught
	


	School/college
	

	Country
	
	Post held

	Dates of service
	If part-time, percentage of time working as a teacher       
	%

	From
	To
	
	

	Please tick box(es) that best describe the school:

	· Primary
	· Independent
	· Special

	· Middle deemed primary
	· City Technology College
	· Higher Ed

	· Secondary
	· City College for Technology of the Arts
	· City Academy

	· Other (please specify)
	· Further Education
	

	Age range of pupils taught
	
	Responsible for whole class

YES   [   ]   NO   [   ]

	Subjects taught to public examination level
	
	

	
	
	

	Other subjects taught
	

	
	


Other relevant experience


	Please give details of other relevant work experience (paid or voluntary) to show your potential to teach. Examples of work to include:

· non-teaching work in educational settings (teaching assistant, learning support assistant, instructor etc.) with adults, young people or children;

· work in non-educational settings (youth or community work etc.), with adults, young people or children; 

· occupations or activities that have required the use of the appropriate subject knowledge;

· occupations or activities (training etc.) that have contributed to the educational and/or personal development of adults, young people or children.


	Previous posts or activities

(please attach a separate sheet if necessary)
	Paid or voluntary
	Full-or part-time
	Length of time (years / months)

	
	
	
	


	Personal Statement


	Please give any further information which you feel may support your application. This statement must describe and explain your reasons for wanting to embark upon the Graduate Teacher Programme and must relate to the person specification enclosed. 

This statement must be no longer then one side of A4.




Subject and Key Stage Preference


For Secondary Candidates
Please indicate below the subject area(s) in which you wish to train in order of preference.
	Subject area

	

	


For Primary Candidates 

Please indicate the Key stages in which you wish to train by ticking one box. √
	Key stages


	Please tick one box

	Foundation & Key stage 1


	

	Key Stage 1 & Key stage 2


	

	Either Foundation & Key stage 1 or 

Key Stage 1 & Key stage 2


	


Please indicate which key stage would be your preferred placement by ticking in one box. √
	Key stages


	Please tick one box

	Foundation


	

	Key Stage 1 


	

	Key stage 2


	


	Professional development and in-service training undertaken in the last three years


	


	Relevant personal interests


	


	References


	Please give the names and addresses of two people from whom references can be obtained about your suitability for the post applied for.  Selection panels reserve the right to ask your current employer or head of institution for a confidential report.



	1.  Name:

     Address:

    Postcode:

    Telephone:

    Position:

    May we contact this referee before the interview?

Please tick:       YES                  NO            


	2.  Name:

     Address:

     Postcode:

     Telephone:

     Position:

May we contact this referee before the interview?

Please tick:       YES                NO          




Please also attach the completed school Initial School Visit form available in the application pack
Wakefield  Partnership for Initial Teacher Training (WPITT)


Application for Graduate Teacher Programme








Please indicate how you heard about WPITT                                            
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Post Reference


 


GTP 2007
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