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If you have lived/travelled outside of the UK for more than 6 consecutive months within the last 5 years Burgess
Hill Girls will require a criminal records check from the relevant country. If you answer ‘yes’ to the question
below, we may contact you for additional information in due course.

Any job offer will be conditional on the satisfactory completion of the necessary pre-employment checks.

In line with changes in statutory safer recruitment guidance in September 2022, we will carry out an online
search of shortlisted candidates in order to identify any publicly available information that may indicate an issue
or concern that needs to be followed up during interview. We require you to share with us as part of your
application the account names, usernames and/or handles for any social media platform that you use, as well as
the names of any websites that you own, post on, or contribute to. A Google search will also be conducted.
These checks will only be conducted if you are shortlisted for interview. Please see our safer recruitment and
selection policy for further information.

9. DECLARATION BY APPLICANT

| hereby certify and declare that:

a. | certify to the best of my knowledge and belief the information given in this application is true and
accurate. | understand that if the information is found to be false or misleading it will disqualify me from my
appointment and could lead to disciplinary action or dismissal. | acknowledge that where this form
is submitted electronically and without signature, electronic reciept of this form by the employer will be
deemed equivalent to submission of a signed version and will constitute confirmation of the declaration.

b. lam aware that the role for which | am applying is exempt from the Rehabilitation of Offenders Act 1974
and therefore that all convictions, cautions and bind-overs, including those regarded as ‘spent’ must be
declared by all shortlisted candidates in the form of a self declaration questionnaire. This questionnaire will
be sent out to shortlisted candidates and must be completed and returned to the School prior to interview.

c. Inthe event of my application being successful, | understand that an enhanced disclosure will be requested
from the Disclosure and Barring Service (DBS) for working with the ‘children” workforce.

d. | consent to the school carrying out checks of my online presence prior to any interview.

Completed applications should be sent to:
HR Manager, Burgess Hill Girls, Keymer Road, Burgess Hill, West Sussex, RH15 OEG
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APPLICATIONS RECEIVED AFTER THE CLOSING DATE WILL NOT BE CONSIDERED

IMPORTANT INFORMATION

The following notes should be read in full before an application is submitted.

1. APPLICATION FORMS

Completed application forms should be emailed, posted or delivered in person to Burgess Hill Girls to be
received by no later than the specified time and date. Application forms received after the closing date and
incomplete applications will not be accepted.

2. EMPLOYMENT OF EX-OFFENDERS

Burgess Hill School for Girls Company meets the requirements in respect of the Rehabilitation of Offenders Act
1974. All applicants who are offered employment will be subject to an enhanced criminal record check from

the Disclosure and Barring Service before the appointment is confirmed. This will include details of cautions,
reprimands or final warnings, as well as convictions, with the exception of those convictions and cautions which,
under the Exceptions Order 1975 (2013) are deemed to be protected and therefore not subject to disclosure.
Please contact the HR Manager for a copy of the School’s policy on the Employment of Ex-Offenders if required.

3. SHORTLISTING

It should be noted that shortlisting will be based solely upon the information provided by the applicant on the
application form. Members of the shortlisting panel are not permitted to take into consideration information
known to them personally about any candidate.

4. INTERVIEW ARRANGEMENTS
Candidates will be invited to attend for interview in the first instance by telephone or email followed by
invitation in writing. Candidates are requested to advise school if unable to attend.

If a candidate fails to present him or herself for interview, it will be deemed that they have withdrawn from the
selection process. If a candidate is unavoidably detained en-route to interview they should contact the school
immediately.

5. NOTIFICATION OF UNSUCCESSFUL CANDIDATES

In the interests of economy, candidates not shortlisted for posts in schools may not be notified. Applicants who
have not been advised of an interview within 1 week of the closing date for teaching posts or 2 weeks of the
closing date for non-teaching posts may wish to contact the school and make enquiries. All candidates selected
for interview will be notified in writing whether successful or not.

5. NOTIFICATION OF SUCCESSFUL CANDIDATES

A candidate is deemed to have been offered the post only on receipt of a formal written offer of employment
from Burgess Hill School for Girls Company. Successful candidates must not take any action to terminate
their current employment until they are in receipt of a formal written offer of employment from Burgess
Hill School for Girls Company.

6. VERIFICATION OF QUALIFICATIONS

A formal written offer of employment from Burgess Hill School for Girls Company is conditional on the
successful candidate providing original documentary proof of qualifications stated on the application form.
Candidates invited for interview will be requested to bring proof of identity and qualifications on the day of
interview in the form of original certificates.
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ADMISSIONS@BURGESSHILLGIRLS.COM | TEL +44 (0)1444 241050 | BURGESSHILLGIRLS.COM

Burgess Hill School for Girls Comparny - A company limited by guarantee
Registered inEngland No. 289787 Charity No. 307001
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EXTRA SPACE IF NEEDED

Please state which section you are continuing.
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APPLICATION FOR TEACHING POSITION

Position applied for

How did you find out
about the vacancy?

1.PERSONAL DETAILS

Title Surname

Previous surname(s) where relevant)

Permanent address

Telephone (daytime)
Mobile

Email Address

Do you have a Qualified Yes
Teacher Status?

DfE Reference Number

No

Forename(s)

Address for Correspondence (it different)

Telephone (evening)

Date of Birth

Do you require a work Yes
permit to enable you to work
in the UK?

If so, do you have a current  Yes

permit? (if appropriate, please bring
the original documentation to interiew)

No

No

Are you related to or do you maintain a close relationship with an existing employee, volunteer, Governor or
Trustee of Burgess Hill School for Girls? (ifso, please provids details below)
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2. EDUCATION/QUALIFICATIONS AND TRAINING

Please supply a full history in chronological order of all qualifications, training and further education.
Please include all secondary and post secondary qualifications. Continue on a separate sheet if necessary.

School/College/Institute Dates (from-to) Examinations
Subject Result Date  Awarding Body

3. PRESENT OR MOST RECENT TEACHING POSITION

Current or most
recent role

Name and address of school

Area Board or Local Education Authority

Type of School Salary

Dates of employment

(day/month/year) From To (delete as appropriate)

Subject(s) taught since appoinment

Notice required to

terminate appointment
(delete as appropriate)

Qutline details of current duties undertaken
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4. PREVIOUS EMPLOYMENT

Please provide details of all employment since leaving full time education in chronological order (most recent first).
Please include all periods not in employment. Continue on a separate sheet if necessary.

b. PERSONAL DEVELOPMENT

Please give details of any training courses/seminars you have attended to develop your skills.
Please list below, giving course title, date(s) and brief description of course.
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6. OTHER INTERESTS, SKILLS, CULTURAL, ACADEMIC AND SPORTING PERSUITS

7. STATEMENT

Please write a statement as to why you are applying for the role and what attributes you would contribute (continue on a separate sheet if necessary)

8. REFERENCES

Please provide at least two referees. One referee should be your current or most recent employer. Where you are not currently working with children but
have done so in the past; one referee must be from the employer by whom you were most recently employed in work with children. Referees should be a
senior person with the appropriate authority to provide you with a reference.

Please note that references will not be accepted from relatives or from friends solely in the capacity of friends.





