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APPLICATION FOR HEADTEACHER
APPOINTMENT
PORTSMOUTH
LOCAL AUTHORITY

Recruitment Team, Portsmouth City Council 
Floor 1 Core 5, Civic Offices, Portsmouth PO1 2EP
Telephone: 023 9284 1242
Email: recruit@portsmouthcc.gov.uk

Guidance on completing this form

This form is designed to enable candidates to demonstrate the extent to which their experience to date meets the needs of the school.

We do not expect candidates to complete all the sections.

1. Please note that no curriculum vitae or letter of application is required, unless specified by the school.

2. Canvassing, directly or indirectly, will disqualify.

3. Teachers aged 55 and over are advised that, if they have previously accepted early retirement from a teaching post, and, if appointed to a new post, they should advise the Paymaster General, the Department of Education and their previous employer of their change of circumstances.

4. When complete, this form should be returned to:

Portsmouth City Council Recruitment Team: recruit@portsmouthcc.gov.uk 

5. Candidates should ensure that, as far as possible, referees named are able to comment on their achievements and on their knowledge and understanding of current educational issues.

6. For candidates in LA schools, it is expected that the Head of Education should be named as one of your referees.  It is Portsmouth City Council’s policy to take up LA references as a matter of course for LA schools.

7. The application form should be completed in Arial font (no smaller than size 12). Alternatively it may be completed by hand, and for ease of photocopying, in Black Ink and use BLOCK CAPITALS.

This application form is also available electronically at www.portsmouth.gov.uk following the link to Job opportunities with us, schools jobsite.  Click on the link to teaching vacancies, and select the post you wish to apply for.

	School name:
	

	Reference No:
	



Section One - Personal Details

	Title:
	Dr  ☐          Mr  ☐         Mrs   ☐        Miss  ☐          Ms  ☐
Other:

	First Name:
	


	Surname
	

	Address:
	



	Preferred phone number for contact:
	

	Preferred email address for contact: 
	


	Where did you see/hear about this vacancy
	







	Do you hold Qualified Teacher Status?
	Yes ☐    No  ☐

	Date Qualified Teacher Status (QTS) awarded:
	

	QTS Certificate Number:
	

	Have you successfully completed a period of induction as a qualified teacher in this country where the DfE required this?
	Yes  ☐    No  ☐

	Date of completion:
	

	Local Authority where this was completed:
	

	Do you hold NPQH?
	Yes  ☐    No  ☐

	If yes, date NPQH was awarded:
	

	Teacher Reference number (DfE number) (e.g. 12/34567):
	

	Are you currently registered with DBS Update Service?
	Yes  ☐    No  ☐


Section Two - Current Employment

Present/last teaching appointment:

	Local Authority/Academy Trust:
	

	School/Academy name and address:
	

	Number on Roll:
	

	Job title:
	

	Responsibilities, subjects and age groups taught:
	

	Date appointed:
	

	Date available if appointed:
	

	Reason for leaving:
	



Section Three – Present/Last salary

	Pay range:
	Unqualified  ☐   Main  ☐   Upper  ☐ Leading practitioner ☐
Leadership  ☐

	Point:
	

	Amount:
	£

	Teaching and Learning Responsibility 
	TLR1  ☐    TLR2  ☐    TLR3  ☐

	Amount: 
	£

	SEN Allowance amount: 
	£

	Safeguarding allowance amount:
	£

	Recruitment and retention allowance amount:
	£




Section Four - References

Please provide the names of three referees who can provide professional or academic references. The first must be your present or most recent employer / voluntary organisation. The person you name must hold a managerial position and have access to your records. Please ensure that you provide an email address wherever possible as this greatly speeds up the recruitment process. 

The school and Local Authority are committed to safeguarding and promoting the welfare of children and expects all employees, volunteers and contractors to share this commitment. For headteacher roles we aim to take up references prior to interview. If you do not wish us to take up a reference from your current employer until a conditional offer is made please provide a forth referee so that we still have three references prior to the interview.

Satisfactory references must be obtained before any formal offer can be confirmed. If you are applying for a role working with children and you are not currently working with children but have done so in the past, you must nominate a referee who held a managerial position in an organisation where you were employed to work with children. The referees will be asked if you have any live/current disciplinary sanctions and also about any “time expired” disciplinary sanctions relating to children. They will be asked if you have been subject to any child protection allegations/concerns, and the outcome of any such enquiry.

If the school requires additional employment references you will be asked to provide consent and additional contact details at the appropriate time.

Reference 1:

	[bookmark: _Hlk130990376]Referee name:
	

	Job title:
	

	Organisation name and address:
	

	Relationship: e.g. Head teacher / Line manager.
	

	Work Phone Number:
	

	Email Address:
	

	Do we have your consent to contact this referee prior to interview?
	Yes  ☐   No  ☐



Reference 2:

	Referee name:
	

	Job title:
	

	Organisation name and address:
	

	Relationship: e.g. Head teacher / Line manager.
	

	Work Phone Number:
	

	Email Address:
	

	Do we have your consent to contact this referee prior to interview?
	Yes  ☐   No  ☐




Reference 3:

	Referee name:
	

	Job title:
	

	Organisation name and address:
	

	Relationship: e.g. Head teacher / Line manager.
	

	Work Phone Number:
	

	Email Address:
	

	Do we have your consent to contact this referee prior to interview?
	Yes  ☐   No  ☐




Section Five - Education/Qualification Details

Please enter all qualifications at secondary education including the grades awarded, including fails and resits. For non-UK qualifications please provide the original results, not the UK equivalents. If you are currently working towards a qualification, please enter the details requested below and indicate the grade you have been predicted. Please note that if you are shortlisted for interview you will be required to bring proof of your relevant qualifications to the interview.
	Establishment name
	Dates attended 
From / To
	Qualification/Awarding body
	Result/Grade/Expected:

	
	
	
	



Further and Higher Education

	Further/Higher Education
	From
	To
	Degree/ Qualification obtained
	Pass
	Class
	Subject: main/ secondary

	
	
	
	
	
	
	



Section Six – Details of Further Training 

Please list any training/professional development you have received in the last three years which has helped you to prepare for/undertake the role of Headteacher (including collaborative work/work with other organisations relevant to this post):


	Title of course/Development Opportunity 
	From
	To
	Organising body
	Grade/Result/Level

	
	
	
	
	




	
	Please give details of any current membership of a professional or similar organisation

	



	
	Please give details of relevant personal development and special interests

	



5

1

Section Seven - Career Record

Please list in unbroken chronological order, all posts that you have held since leaving school, including those outside education and any gaps in employment, if invited to interview you will be asked to provide more detail on gaps in employment.  Please start with the most recent post.  Please ensure you have included a month and year in the date from and date to boxes.

	Date
From
	Date
To
	Name of employer
	Name and type of school/college
(If appropriate)
Include age range and whether mixed or single sex
	Approx. NOR
(If appropriate)
	Post Title, Grade or Scale (Full or part time)
	Reason for leaving

	
	
	
	
	
	
	




The following sections (seven and eight) are concerned with your skills and experience and how they relate to the job description and person specification provided with the application pack.
 
Section Eight - Personal Statement

Please provide, on no more than two sides of A4 (Arial font, minimum point 11) further evidence and information related to the job description and person specification that concentrates on your key skills and achievements, and provides evidence of outcomes and impact in line with the national standards of excellence for Headteachers.  (Do not attach a CV as it will not be considered)



Section Nine - Vision 

Please provide in the box below any further information you feel is appropriate and relevant to this post, and outline your vision for how you would successfully lead this school. Maximum of one side of A4. (Minimum point 12)

	 




Section Ten - Other information 

	Please state, whether to the best of your knowledge, you are related to a Councillor, Governor or employee of Portsmouth City Council (including schools maintained by PCC).  If YES you will be required to disclose details at interview stage.

	Yes   ☐    No   ☐



Please ensure you have read through the following sections and understood the additional information required if you are shortlisted for interview and subsequently offered the role.  

	Pre-Employment checks.

	
Any offer of employment is conditional on satisfactory receipt of the necessary pre-employment checks. 



	Disclosure and Barring Service:

	
It is an offence to apply for this role if you are barred from engaging in regulated activity relevant to children.

The role of Teacher within a School is exempted from the Rehabilitation of Offenders Act 1974. 

You are applying for a role that is eligible for an enhanced DBS check and access to the barred list and if shortlisted for interview you will be required to complete the relevant self-declaration and disclosure form and taking into account the offences that are protected or filtered declare:

· All unspent convictions and conditional cautions
· All spent convictions and adult cautions that are not protected (i.e. that are not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020).   
· If you have been barred from working with Children and/or Adults at risk.

The successful candidate will then be asked to complete an application for the relevant Disclosure and Barring Service check or if subscribed to the update service provide the necessary details to allow a check to be made.

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.
Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.
Guidance on the Rehabilitation of Offenders Act 1974 and the Exceptions Order 1975 - GOV.UK (www.gov.uk)

The filtering rules were updated on 28 November 2020 as follows:
· warnings, reprimands and youth cautions will no longer be automatically disclosed on a DBS certificate
· the multiple conviction rule has been removed, meaning that if an individual has more than one conviction, regardless of offence type or time passed, each conviction will be considered against the remaining rules individually, rather than all being automatically disclosed.




Prohibition order, sanctions and restrictions:
	Are you subject to any prohibition order issued by the Secretary of State (or another body), or any sanction or restriction imposed (that remains current) by the GTCE before its abolition in March 2012?
If you are invited to interview you will be asked to give full details and checked on the 'Teacher Services checking system' through the DfE Sign-in Portal.
	Yes  ☐     No   ☐



	Disqualification under the Childcare Act

	For positions that work in childcare provision or are directly concerned with the management of such provision appropriate checks will be carried out to ensure that individuals are not disqualified under the Childcare (Disqualification) Regulations 2009. Further information to whom these regulations apply, the checks that should be carried out, and the recording of those checks can be found in Disqualification under the Childcare Act 2006 statutory guidance.



	Right to Work and Verifying Identity

	
You will be required at interview to provide evidence of your eligibility to work in the UK and any information given may be checked with the Home Office or the Immigration Service.






	Gaps in Employment

	
If you are invited to interview you will be asked to detail and give reasons for any gaps in employment.







	[bookmark: _Hlk129168387]Sponsorship

	Applications from job seekers who require a skilled worker visa are welcome and will be considered alongside all other applications. You will need to demonstrate you meet a specific set of mandatory requirements for an eligible job in addition to passing the relevant UK criminality checks and all pre-employment checks.




	Driving Licence

	
If the post information includes the requirement for a driving licence you will be asked at interview to provide evidence that you hold a relevant driving licence.
 



	Equality Act 2010

	
In line with the Equality Act 2010 and the Education (Health Standards) (England) Regulations (2003) the successful candidate will be required to complete a medical questionnaire.  This is to verify their mental and physical fitness to carry out the work responsibilities of the role.  The candidate may then be required to undergo a medical examination if relevant to the role.




	Code of Conduct

	
On commencement of employment with the School all staff will be required to read and sign a code of conduct.




Disclosure

	
I confirm that I have read the information provided and understand that a failure to disclose any relevant information at the appropriate stage of the recruitment process may lead to my application being rejected, the offer withdrawn or dismissal if in post.      


	Signature   
 	

	Dated





	

       
	Data Protection and Fraud

		
The School and Local Authority will process your personal information appropriately and legally in accordance with the Data Protection Act 2018, the National Fraud Initiative and other relevant legislation. The details you provide will be held in a secure system or database and will only be shared with other organisations where the law allows. 

The Portsmouth Information Sharing Framework which sets out the conditions under which we will share information with other organisations is available on the council's website.  The Council may share your information with relevant departments to help develop new services or improve existing services. 

You should be aware that we may be required to disclose your personal information without your consent for the purposes of preventing or detecting crime/fraud or apprehending and prosecuting offenders (for example to the Police, Public Sector Audit Appointments (PSAA), Department for Work and Pension or as part of the National Fraud Initiative) or where we have a statutory duty to do so.

Please note that providing false information is an offence.

I declare that the information given in making this application is, to the best of my knowledge, correct.  I understand that canvassing of any councillor or employee of Portsmouth City Council, or giving any false information or leaving out important information will make my application unacceptable and, if I am appointed, may lead to my dismissal.


	Signature:


	Date:



	Data Protection 2018 & General Data Protection Regulation (GDPR)

	
As part of any recruitment process, the School and Local Authority collects and processes personal data relating to job applicants.  The School and Local Authority are committed to being transparent about how they collect and use that data and to meeting their data protection obligations under the Data Protection Act 2018 and General Data Protection Regulation (GDPR).

Completing and sending an application in for a vacancy and signing below is your consent for us to process your data for the purpose of recruitment only.  Your data is not used in any other way and you can withdraw your consent at any point in the recruitment process and we will destroy or delete your information. 

For more detailed information on what we collect, how we use, store, delete data and your rights you can request a privacy statement from the school that you are applying to.


	Signature:


	Date:
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