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Application Form
The health, safety and well-being of all our pupils are of paramount importance to all the staff at Kew College Prep. We are committed to providing an environment in which children feel welcomed, safe, valued and respected. Adults in our school know that keeping children safe is everybody’s responsibility and that all children, regardless of age, gender, culture, language, race, ability, sexual identity, religion or lack of religion have equal rights to protection and opportunities. 
The school is an equal opportunities employer, and all appointments are based on merit and competency.
Please send your completed application to recruitment@kewcollegeprep.com

POSITION APPLIED FOR: School Receptionist
	SECTION 1: Personal Information

	Title
	

	Forenames
	


	Surname
	

	Any other surnames used at
any time

	

	NI Number

	

	Address

	




	Daytime Telephone Number

	

	Mobile Telephone Number

	

	Personal Email Address

	

	Do you know any existing employee/s or Governor/s at Kew College Prep?

	

	If you have answered yes, please provide further information as to who the individual is and how you know them
	







	SECTION 2: Right to work in the UK


	Do you have the Right to work in the UK?

	Yes
	No

	Please provide details of your Right to Work eligibility


	

	
Please note that we do not provide employment sponsorship for any roles at the school 




	SECTION 3: Education & Training
Please give details of any relevant qualifications, including awarding body and the date.


	Secondary Education

	Name and Address of School or College

	From MM/YYYY
	TO MM/YYYY

	






	
	

	Qualifications

	Subject and Grade
	Date obtained MM/YYYY


	






	
	

	Further & Higher Education


	Name and Address of University or College

	From MM/YYYY
	To MM/YYYY

	






	
	

	Qualifications

	Subject and grade
	Date obtained MM/YYYY

	






	
	

	Professional and Vocational Qualifications


	Name and Address of Provider
	From MM/YYYY

	To MM/YYYY
	Qualification achieved

	





	






	
	

	Education setting training


	[bookmark: _Hlk216165127]Course / Training
	Have you previously completed / achieved this?  Y/N

	Date of training / achievement

	
Safeguarding Level 2
	
	

	
Prevent
	
	

	
Paediatric First Aid
	
	





	
SECTION 4: Employment History

Please give details of all positions held since leaving full-time education. Please include any voluntary work or casual work. Any gaps must be explained in the next section.

Start with your most recent position and work backward. If you need to, please continue on a separate sheet.


	CURRENT EMPLOYMENT

	Name & address of employer
	Employed from MM/YYYY
	Employed until MM/YYYY
	Position and Responsibilities
	Reason for leaving

	
	
	
	
	



	
	
	
	
	Salary

	
	
	
	
	



	
	
	
	
	Notice period

	
	
	
	
	



	PREVIOUS EMPLOYMENT 1

	Name & address of employer
	Employed from MM/YYYY
	Employed until MM/YYYY
	Position and Responsibilities
	Reason for leaving

	








	
	
	
	

	PREVIOUS EMPLOYMENT 2

	Name & address of employer
	Employed from MM/YYYY
	Employed until MM/YYYY
	Position and Responsibilities
	Reason for leaving

	









	
	
	
	

	PREVIOUS EMPLOYMENT 3

	Name & address of employer
	Employed from MM/YYYY
	Employed until MM/YYYY
	Position and Responsibilities
	Reason for leaving

	








	
	
	
	

	GAPS IN EMPLOYMENT – Please list all gaps with an accompanying explanation

	From 
MM/YYYY
	To
MM/YYYY
	Reason


	








	
	








[bookmark: _Hlk156394048]
	SECTION 5: Living and / or working overseas


	Have you in the last 10 years lived and/or worked overseas for a total of 3 months or more?   
           
	Yes
	No

	If the answer is YES, you must be able to provide a Clear Police Check or Certificate of Good Conduct from each country. We may also seek to obtain a reference from any employment or voluntary work undertaken. Please give details below of what you were doing whilst abroad:


	














	SECTION 6: Referees 

	
Please give the names of two people who can provide professional references. One of these references must be your current or most recent employer and should be the Head or the Chair of Governors if this is a school. 

Please do not give two referees from the same employer.


	Referee 1 – Current employer
	Referee 2 – Other recent employer

	[bookmark: _Hlk156393983]Full Name


	
	Full Name

	

	Job Title

	[bookmark: _Hlk147227307]
	Job Title

	

	Relationship to you
	
	Relationship to you
	

	Company Name & 
Address



	
	Company Name & 
Address
	

	Email address:
	

	Email address:
	

	Telephone number:

	
	Telephone number:

	

	Can we contact them 
before interview?
	
	Can we contact them 
before interview?
	



	Reference 3 – Overseas reference. Only required if you 
have worked or volunteered abroad within the past 
10 years. (see section 5)

	Full Name

	

	Job Title

	

	Relationship to you
	

	Company Name & 
Address

	

	Email address:
	

	Telephone number:

	

	Can we contact them 
before interview?
	



	Please note that all referees are independently verified and validated after receipt





	SECTION 7: Skills & Experience for the role of School Receptionist
Please answer the questions below, in conjunction with the Person Specification for the role

Each answer should not exceed more than 300 words


	1. [bookmark: _Hlk147230636]What previous experience do you have working within a Reception environment / role?


	








	2. Why do you want to work in this role and within a school environment?

	








	3. How do you stay organised?

	








	4. What is your experience of using software such as Microsoft and School registry systems? 

	








	5. Any other information that you would like to make us aware of that supports your application.


	





















	SECTION 8: Rehabilitation of Offenders Act 1974

	
This post is exempt from the Rehabilitation of Offenders Act 1974, and the successful applicant will be required to apply for an enhanced DBS certificate. As the post will involve regulated activity with children, it is a criminal offence to apply for this post if you are included on the children’s barred list held by the DBS.

Amendments to the Exceptions Order 1974 (2013,2020, & 2023) provide that certain spent convictions and cautions are ‘protected’. These 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 Ministry of Justice website or see here

Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of interview, You may be asked for further information about your criminal history during the recruitment process. If your application is successful, this self-disclosure information will be checked against information from the DBS service before your appointment is confirmed.




	SECTION 9: Declaration

	
I confirm that the above information is complete and accurate, and I understand that any offer of employment is subject a) references which are satisfactory to the school b) a satisfactory DBS certificate and check of the Barred list c) the entries on this form proving to be complete and accurate and d) satisfactory medical report. I confirm that I have not been disqualified from working with children, cautioned of sanctioned in this regard. 


	Signed:                                                                                                      Date:
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