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PACT EDUCATIONAL TRUST LTD  
 
Job Application Form in Microsoft Word Format 

Guidance Notes 

This form should only be used to make applications for advertised vacancies or upon 
request.  Oakwood School is an equal opportunities employer. 
 
You are advised to save this form to your hard drive so it can be completed in your own 
time and at your own pace. To save it, click on “File”, then “Save As…” and finally click 
the Save button (you can change the filename and location if you wish). 
 
How to submit your job application form 

1. Please fill in the pages that follow. 
 
The form is designed for completion using Microsoft Word or a compatible word 
processing program. 
 
Use the grey text areas and selection boxes to complete the form. The grey text 
areas (fields) will expand to accommodate information such as an address. Within 
the fields you can use the Enter key to start a new line. You can use the Tab key to 
move to the next field on the form. Each form field displays additional information in 
Word’s status bar. Press the F1 key for further help with each field. 
 
If you wish to include more information than can be contained in the form fields (for 
example, more than four previous jobs), please put any additional information in the 
"Relevant Skills and Experience" section. 
 
Please note: we DO NOT accept unaccompanied CVs. We will only consider a CV 
as supplementary to a fully completed application form. 
 

2. Save the document. 
 

3. When you have finished, attach the document to an email, and return it to 
office@thelaurelsschool.org.uk.  

 
4. Alternatively you can print the completed document and send it by post to the 

following address: 
 
The Laurels School 
Our Lady’s Close 
Hermitage Road 
London 
SE19 3FA 

 
If you need to change your application after it has been submitted (for example, to change 
a referee's contact information) please contact us before sending a second copy of your 
application form. 
 
Note our email is not encrypted. However, PACT ensures that only staff who have a 
business reason to look at your information or data can do so, they cannot look at your 
information or data for personal reasons or out of curiosity.

mailto:office@thelaurelsschool.org.uk
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PACT EDUCATIONAL TRUST LTD 

Application for Employment 
 

CONFIDENTIAL 

  
 
 
 

Job Details 

Post applied for       

Location/Establishment       Hours       

Closing date       

 

Personal Details 

Title (Mr, Mrs, Miss, etc.)       

Surname (family name)       

First name       

Middle name       

All previous surnames        

National Insurance 
number 

      

Date of Birth       

 

Address Details 

Address  

Post code       

Home phone code       number       

Work phone code       number       

Mobile phone number       

Email       

Preferred contact method       

 
 
 



3 

Administrative Details 

Is anyone in your household or family an employee of PACT Educational Trust Ltd? 
      
 
If Yes, please give details: 
      

Would you need a work permit to take up this post?       

If you are currently employed, please give your salary:       

When would you be available to start work?       

Please note that candidates will be required to confirm medical fitness for the post.  

Where did you see this post advertised? (please tick).   

Publication  ☐ Details       

Website       ☐ Details       

Other           ☐ Details       

 
 

Current Employment or Occupation 

Job Title 
(or course details if currently 
a student) 

      

Name and Address of 
Employer 
(or educational 
establishment if currently a 
student) 

      

Date Started 
(Month/Year) 

      

 
 
 
(form continues below) 
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Previous Employment or Occupation Record 

Please give details of other jobs you have held, starting with the most recent. Give a brief 
explanation for any gaps in employment/study. 

Use the Relevant Skills and Experience section (below) if you need to list more than two 
jobs. 

 
1 

Job Title/Position Held       

Name of Employer       

Date Started 
(Month/Year) 

      

Date Left 
(Month/Year) & reason 

for leaving 

      

 
2 

Job Title/Position Held       

Name of Employer       

Date Started 
(Month/Year) 

      

Date Left 
(Month/Year) & reason 

for leaving 

      

 
Note: Reasons for leaving to include details of ‘compromise agreement’ if applicable. 
 
 
(form continues below) 
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Other Training 

Please list any other training you have 
undertaken which is relevant to the job for which 
you are applying. 

Name of course Date 

            

            

Formal Education, Qualifications and Membership of Professional Bodies 

Please list any qualifications you have gained (eg GCSEs, A-levels, NVQs, professional 
qualifications).  If you are shortlisted for interview you will be required to produce original 
copies of certificates (or other documentary proof of qualifications) where these are 
specified as an essential requirement of the post. 

Name of qualification Subjects, grades or 
results expected 

School/College 
attended 

Date  
Awarded 

                        

                        

    

 

Relevant Skills and Experience 

Please give details of any experience and skills which you feel are relevant to the job. 

Please be specific and give examples wherever possible – these can be drawn from any 
aspect of your life. 

Describe your duties in your present job if appropriate, and details of experience and skills 
gained in previous jobs and any other areas such as temporary work, voluntary work, 
studies or spare-time activities, including hobbies and interests. 

The information you give will be used in the shortlisting process. 

(NB this field will expand as necessary to contain your details.) 

 
Please use this text field to describe your relevant skills and experience: 
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References 

Please give details of one professional referee and two character referees who can 
confirm that you meet the selection criteria for the job. If you are (or have recently been) 
employed, one should be your current or last employer. This referee must have the 
required authority of their organisation to provide a reference.  If you are (or have been) 
a student, one should be a senior staff member from your place of study.  

Your referees should not be related to you in any way. 

 

Referees Referee 1 Referee 2 Referee 2 

Title                   

First Name                   

Surname                   

Position & 
relationship to you 

                  

Address                   

Post code                   

Telephone                   

Fax                   

Email                   

 May we contact this 
referee without 
further authority 
from you? 

 

May we contact this 
referee without 
further authority 
from you? 

 

May we contact this 
referee without 
further authority 
from you? 

 

 
(form continues below) 
 
Notes: 
 
- If an applicant is shortlisted for interview, any discrepancies or anomalies in the 
information  provided or issues arising from references will be taken up at interview. 
 
- Character references may be taken up after shortlisting but before interview. 
 
- The applicant’s previous employer will be asked the about the following: 
 

● any incidents of a disciplinary nature and the outcome of any enquiry or 
disciplinary procedure 

● whether the appliant has been the subject of any safeguarding concerns, 
including allegations of inappropriate conduct with children or behaviour that 
relates in any way to the safety and welfare of children and young people   
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Declaration of Convictions (Self-Disclosure) 

 

It is the policy of PACT Educational Trust Ltd that you declare any convictions when you 

are applying for a job with us.  An enhanced DBS (Disclosure & Barring Service) check will 

be carried out on successful applicants before they are permitted to take up their position, 

and registration with the update service will be required.  PACT complies with the DBS 

Code of Practice in regard to criminal record information. 

 

PACT is committed to safeguarding and promoting the welfare of children and expects all 
staff and volunteers to share this commitment.  Applicants attending an interview will be 
asked specific questions related to safeguarding children.  For further information please 
feel free to request a copy of the school’s Child Protection Policy. 
 

If you do get a job with PACT and you did not disclose any convictions it would result in 
dismissal. Any information you do give us will be completely confidential and will be 
considered only in relation to the job for which you are applying. 

 

Have you ever been disqualified from working with children?  

Have you ever been issued with a community resolution order?  

Do you any convictions or cautions (whether spent or otherwise) or 
outstanding cases to declare?   
 

 

If yes for any of the above questions, please give details including the offence and the 
date: (if preferred this may be submitted in a separate envelope marked ‘confidential’, 
which will only be opened if the applicant is shortlisted for interview). 
 
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 following websites: NACRO, UNLOCK or Ministry of Justice. 

Convictions, cautions, community resolution orders or other 
outstanding cases 

Date 

            

            

 

Data Protection Statement 

The personal information you provide on this application form will be used by PACT for 
employment purposes.  

If the application is successful, the information will be retained for matters such as payroll, 
pensions administration, appraisal of performance, recording details of holiday entitlement, 
absences, etc 

If your application is unsuccessful the information will be retained for 12 months and then 
the record will be destroyed. 

 
(form continues below) 
 



8 

 
 

Declaration 

You cannot sign this form on screen.  

By submitting an email application, you undertake that the information you have provided 
is true and accurate to the best of your knowledge. You will be required to sign your 
application at a later stage of the selection process. 

The information I have given on this form is true and accurate to the best of my 
knowledge. I confirm that I have read the Data Protection Statement contained in this 
document. 

This application form must be completed in full before it can be considered.  Providing 
false information is an offence and could result in the application being rejected, summary 
dismissal if the applicant has been selected or possible referral to the Police, DfE or the 
DBS. 

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

As part of the shortlisting process, The Laurels will carry out an online search as part of 
our due diligence for shortlisted candidates. 

Signed  Date  

 


