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EXAM 
INVIGILATOR
APPLICATION FORM
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November 2017
Dear prospective colleague,

Thank you for expressing an interest to join Lever Academy Trust as an Examination Invigilator.
The work is seasonal with key periods in January, May and June in the first instance. Successful candidates may want to know that the next season starts with invigilation opportunities in November and December 2018 for mock exams and thereafter.

Working at Little Lever School, candidates must have strong organisation and communication skills. The ability to follow stringent exam condition procedures and use initiative in applying those rules.

At Little Lever we are committed to the professional development of all our staff. We recognise that our staff are the decisive element to help our students achieve great things.  We have a structured programme of training, delivered through whole staff CPD sessions, twilight and INSET days which allows staff to discuss and share good practice. In addition, Little Lever School offers the opportunity to be challenged and stretched, to make a positive contribution to the lives of young people and to work in a caring and supportive environment. 

You are welcome to visit the school and meet staff prior to the application deadline.  If you are interested in the post and would like to visit the school please telephone my PA Mandy Kelly on 01204 333306 to arrange a mutually convenient time.

Please ensure that you complete all sections of the application form (no CVs) and outline your suitability for the post.
The closing date for applications: 
9.00am, Monday 11th December 2017
Yours sincerely
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Dominic Mckeon
Principal
Conditional Offer: Pre-Employment Checks
Any offer to a successful candidate will be conditional upon: -

· Verification of right to work in the UK

· Receipt of at least two satisfactory references (if these have not already been received)

· Verification of identity and qualifications

· Barred List Check 
· Satisfactory DBS Disclosure

· Verification of professional status such as GTC registration, QTS Status, NPQH (where required)

· Satisfactory completion of a Health Assessment

· Satisfactory completion of the probationary period.

· Where the successful candidate has worked or been resident overseas in the previous five years, such checks and confirmations as may be required in accordance with statutory guidance

For teaching posts

· Verification of successful completion of statutory induction period (applies to those who obtained QTS after 7 May 1999)

· Verification of medical fitness in accordance with DfES Circular 4/99 Physical and Mental Fitness to Teach of Teachers and Entrants to Initial Teacher Training

You should be aware that provision of false information is an offence and could result in your application being rejected or summary dismissal if you have been selected, as well as possible referral to the police and/or ISA and/or other relevant investigating bodies.
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	For Office Use Only:

	

	Application Number:
	


Section A 



     
	Applying to join: (tick as appropriate)
	□  Little Lever School  - Exam Invigilator


	Personal Details

	Title (Mr, Mrs, Ms, Miss Dr)
	
	Surname:
	

	Previous Names: (if relevant):
	

	First Name(s):    
	

	Address (Inc. Postcode):  


	

	Contact Telephone Numbers: (Mobile & Home):
	

	E-Mail
Address:
	

	Nationality:
	

	National Insurance Number:
	

	Date of Birth:
	

	Are you eligible to work in the UK? 
        
	
YES  
             NO  


Section B
Current Employment details (if applicable) 
	Name and address of current employer, school or establishment:

	

	

	Start date (DD/MM/YY)
	

	Job Title:
	

	


Section C
	Employment background Please detail your last employment: 

	From
month/ year
	To
month/ year
	Place of work/employer (if applicable)
	Scale/ grade
	Title/ responsibility
	Reason for leaving

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	Have you ever been dismissed by any employers?

	If yes, further details may be requested from you
	Yes       
	No        


	Other Experience Relevant to the Post e.g. Work Experience, Voluntary positions   

	


	Personal Interests   

	


If you need to give more information about any of the above, please continue on a separate sheet
Section E
	Valuing Diversity

	In order to comply with our Valuing Diversity Policy, please indicate if you have a disability?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	(please tick)

	If YES, do you require any adjustments to the recruitment process?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	(please tick)

	If YES, please give details in your application.


Safeguarding Children & Young People

	We are committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks. Any offer of appointment is subject to satisfactory DBS (Disclosure and Barring Service) Enhanced Disclosure Check.


	Have you ever been the subject of an investigation or enquiry into abuse of, or inappropriate behaviour with children or young people? 



	YES  FORMCHECKBOX 
  NO  FORMCHECKBOX 


	Are you aware of any police enquires undertaken following allegations made against you, which may have a bearing on your suitability for this post?
 
	YES  FORMCHECKBOX 
  NO  FORMCHECKBOX 


	If you have answered ‘yes’ please give full details, continuing on a separate sheet if necessary

	

	I can confirm that I am not on the barred list, disqualified from working with children or subject to sanctions imposed by a regulatory body such as the Teaching Agency, 


YES   FORMCHECKBOX 




SIGNED:




DATE: 

Criminal Convictions

	You are required, before appointment, to disclose any unspent conviction, caution, reprimand or warning under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975.  Non-disclosure may lead to termination of employment.  However, disclosure of a criminal background will not necessarily debar you from employment – this will depend upon the nature of the offence(s) and when they occurred.  Any information will be treated confidentially.

	Do you have any unspent convictions, cautions, reprimands or warnings?   
Have you at any time been convicted of any criminal offence (inc. cautions, bind-overs, pending prosecution)?
	YES   FORMCHECKBOX 

NO   FORMCHECKBOX 

YES   FORMCHECKBOX 

NO   FORMCHECKBOX 


	If yes, please attach details including the offence and the date.

Data Protection
In accordance with the Act, you should be aware that personal details submitted with this application form, will be used only for selection and interview procedures, and for employment records if the application is successful. Your information will be stored securely and only accessible to relevant persons in the course of their duties



Referees
	Please give the name and address of two people whom we may contact for a reference. One of these should be from your current or most recent place of employment/Head Teacher, although Lever Academy Trust reserves the right to contact any of your former employers.

Please note that we will contact these referees if you are short listed for this post and seek reference before interview.  Also, in relation to work with children, we will seek information about any past disciplinary issues relation to children and/or child protection concerns you may have been subject to.  If you have any concerns about this, please do not hesitate to contact our Human Resources Department


	
	1st Referee
	2nd Referee

	Name 
	  
	

	Status
	
	

	Organisation
	
	

	Relationship
	
	

	Address
	
	

	Tel. No. 
	
	

	Fax No. 
	
	

	E-mail address
	
	

	
	Is this referee aware of your application for this post?

Yes               FORMCHECKBOX 
                  No                FORMCHECKBOX 

Are you willing for this referee to be approached to prior to interview?

Yes              FORMCHECKBOX 
                    No                FORMCHECKBOX 

	Is this referee aware of your application for this post?

Yes              FORMCHECKBOX 
                    No                FORMCHECKBOX 

Are you willing for this referee to be approached to prior to interview?

Yes              FORMCHECKBOX 
                    No                FORMCHECKBOX 



Section F
	DECLARATION

I acknowledge that Lever Academy Trust is committed to safeguarding and promoting the welfare of children and young people and to this end hereby certify that I am not on a Barred List, disqualified from work with children, or subject to sanctions imposed by a regulatory body such as the GTC or Teaching Agency and have no unspent convictions, cautions, reprimands or warnings (or have attached details of my record in a sealed envelope marked confidential).

I consent to a criminal records check if appointed to the position for which I have applied.  I am aware that details of pending prosecutions, previous convictions, cautions, or bind overs against me will be disclosed along with any other relevant information which may be known to the police, and Lists held in accordance with the Safeguarding Vulnerable Groups Act 2006.

I agree to inform Lever Academy Trust if I am convicted of an offence after I take up any post within Lever Academy Trust.  I understand that failure to do so may lead to the immediate suspension of my work with children or vulnerable adults and/or the termination of my employment.

I agree to inform Lever Academy Trust if I am or become the subject of a police and/or a social services/(Children’s Social care or Adult Social Services)/social work department investigation.  I understand that failure to do so may lead to the immediate suspension of my work with children or vulnerable adults and/or the termination of my employment.

I declare to the best of my knowledge and belief, all particulars I have given in all parts of this application form are complete and true and can be treated as part of any subsequent contract of employment. I understand that any false declaration or misleading statement or a significant omission may disqualify me from employment and render me liable to dismissal. I understand that any job offer is subject to references, checks on relevant qualifications, employment eligibility and criminal convictions, and a medical report, all of which must be deemed by Lever Academy Trust as satisfactory.

I also declare that I will not contact any member of Lever Academy Trust to further this application (and I understand that to do so would disqualify me from further consideration) - unless the advertisement invites me to contact a named individual to seek further details.

	Signed
	
	Date  
	


Please return your completed application:

by email to jog@little-lever.bolton.sch.uk 
by post to Little Lever School, Church Street, Little Lever, Bolton. BL3 1BT
By returning this application electronically you are confirming that the information is true and accurate to the best of your knowledge. If you are short listed for this post you will be required to sign your application form prior to interview.
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Valuing

Diversity
Fairness in Employment Monitoring Sheet

The information that you give us on this form will be used for monitoring and will not be used for any other purpose. The form will be separated from your application as soon as it is received and it will not be passed on to anyone involved in short-listing or interviewing for the post for which you are applying. 

Help us to help you 

Bolton Council is committed to achieving fairness and equality in employment. We want to make sure that all job applicants and employees are treated fairly and are judged solely on their merits and abilities. 

One of our most important ways of making sure that we are being fair is by monitoring - counting the people that apply to us for jobs, and those who get our jobs. To help us to do that, please fill out the form on the other side of this page and return it with your application. 

What information are we looking for? 
We need different kinds of information for different reasons. We ask about your race, your gender, your age, whether or not you consider you are disabled and your religion so that we can check how closely the numbers of people who apply to us for jobs, or who get jobs with us, match up to the local population. 

This tells us a lot about whether our recruitment processes are fair and equally open to everyone. 

In addition we are asking you to tell us something about your caring responsibilities. By that we mean looking after a child, whether as a parent, guardian or foster parent, or helping an adult carry out their daily routine. This might mean providing assistance to an adult relative or friend who is disabled or has a long term illness. These questions help us to assess the demand for family-friendly policies, such as more flexible working arrangements. 

We are also asking about whether you already work for the Council, which helps us to make sure that both internal and external candidates have equal chances of getting Council jobs.
Disability - Definition 
Under the terms of the Disability Discrimination Act 1995 a person has a disability if she/he has a physical or mental impairment which has a substantial and long-term adverse effect on his/her ability to carry out normal day-to-day activities.
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	Fairness in Employment Monitoring                   

	
	Strictly Confidential

	School:
	
	Job Title:

	     
	
	

	

	
	     Department:

	
	
	
	Teacher
	
	
	
	

	
	
	
	Support
	
	
	
	

	

	
	

	

	

	
	
	My Racial origin: (please tick appropriate box)

	

	 
	White
	
	
	British
	
	Irish
	
	European
	
	
	Other

	

	 
	Black or Black British
	
	
	Caribbean
	
	African
	
	
	
	
	
	

	

	 
	Asian or Asian British
	
	
	Indian
	
	Pakistani
	
	Kashmiri
	
	
	Bangladeshi

	

	 
	Mixed Race
	
	
	White & Black Caribbean
	
	White & Black African
	
	White & Indian
	
	
	White & Pakistani

	

	 
	Chinese/other group
	
	
	Chinese

	 
	For any other racial group

 please write in box
	
	     

	

	 
	My gender:
	
	
	Female
	
	
	Male

	

	
	My sexuality:
	
	
	Heterosexual
	
	
	Lesbian
	
	
	Transgender

	
	
	
	
	Gay
	
	
	Bisexual
	
	
	

	

	
	My disability status: (please read the definition over the page before answering)

	
	
	
	I am not a disabled person
	
	
	I consider myself a disabled person

	

	 
	My age:
	
	16-19
	
	20-29
	
	30-39
	
	40-49
	
	50-59
	
	60-64
	
	65 +

	

	
	My religion:
	
	
	Christian (including 
Church of England,
Catholic, Protestant n
and all other Christia
denominations)
	
	
	Sikh
	
	
	Muslim

	
	
	
	
	
	
	
	Hindu
	
	
	Buddhist

	
	
	
	
	
	
	
	Jewish
	
	
	None

	

	
	 Any other religion –

please write in box
	

	
	
	

	
	
	
	
	
	
	
	

	
	My caring responsibilities:
	
	I look after children
	
	
	I help an adult with her/his daily routine

	
	
	
	
	
	
	
	


 a quote from the document or the summary of an interesting point. You can position the text box anywhere in the document. Use the Drawing Tools tab to change the formatting of the pull quote text box.]





 a quote from the document or the summary of an interesting point. You can position the text box anywhere in the document. Use the Drawing Tools tab to change the formatting of the pull quote text box.]








