


T4 Trust
Job application form

Support Staff:

DATA PROTECTION NOTICE

Throughout this form we ask for some personal data about you. We'll only use this data in line with data
protection legislation and process your data for 1 or more of the following reasons permitted in law:

e You have given us your consent
o We must process it to comply with our legal obligations

You'll find more information on how we use your personal data in our privacy notice for job applicants on the
schools website: www.ianmikardo.com

VACANCY INFORMATION

Application for the post of:
Job ID/reference number:
What date are you available to begin a new post?

Where did you first hear about this job?

DISCLOSURE AND BARRING AND RECRUITMENT CHECKS

The school is legally required to ensure there is an enhanced Disclosure and Barring Service (DBS) check
before making appointments to relevant posts.

The DBS check will reveal both spent and unspent convictions, cautions, reprimands and final warnings, and
any other information held by local police that's considered relevant to the role. Any information that is
“protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 will not appear on a DBS
certificate.

For posts in regulated activity, the DBS check will include a barred list check for both children and adults.
It is an offence to seek employment in regulated activity if you are on a barred list.

Any data processed as part of the DBS check will be processed in accordance with data protection




regulations and the school’s privacy notice.
Do you have a DBS certificate?: [ Yes 1 No Date of check:

If you've lived or worked outside of the UK in the last 5 years the [school may require additional information in
order to comply with ‘safer recruitment’ requirements. If you answer ‘yes’ to the question below, we may
contact you for additional information in due course.

Have you lived or worked outside of the UK in the last 5 years?: [] Yes 0 No
Any job offer will be conditional on the satisfactory completion of the necessary pre-employment checks.

Only applicants who have been shortlisted will be asked for a self-declaration of their criminal record or
information that would make them unsuitable for the position. We may conduct online searches of shortlisted
candidates as part of our due diligence checks.

Any convictions that are self-disclosed or listed on a DBS check will be considered on a case-by-case basis.

TIME SPENT LIVING AND/OR WORKING OVERSEAS

If you've lived and/or worked outside of the UK, the school must make any further checks it considers
appropriate (in addition to the usual pre-employment checks).

We’ll base the decision on whether this is necessary on individual circumstances, and factors such as:
e The amount of information you disclose in the DBS check

¢ The length of time you’ve spent in or out of the UK

RIGHT TO WORK IN THE UK

The school will require you to provide evidence of your right to work in the UK in accordance with the
Immigration, Asylum and Nationality Act 2006.

By signing this application, you agree to provide such evidence when requested.

SIGN AND DATE

Name (please print):
Sign:
Date:

1. Instructions

We invite suitably qualified practitioners who have a passion for working with complex and vulnerable young
people. We welcome enquiries from interested candidates and would be happy to facilitate visits to the school
prior to completion of application. All enquiries should be directed to Sonia Hallam, at admin@ianmikardo.com

For further information about the school please visit www.ianmikardo.com

Please complete all sections of this form using black ink or type and use only the same size paper (A4) as
continuation sheets. Guidance notes are included at the end of this form.




The sections of this application form that include your personal details and equalities monitoring information
will be detached prior to shortlisting. This is to ensure that your application is dealt with objectively.

Applications will only be accepted if this form is completed in full.

Apply via Email

Email the completed application form to admin@ianmikardo.com

If you are unable to email the form, please contact Sonia Hallam on 020 8981 2413 and send your completed
application form to: lan Mikardo High School 60 William Guy Gardens, Talwin Street, London, E3 3LF

Safer recruitment Commitment to safeguarding

lan Mikardo High School is committed to safeguarding and promoting welfare of children. Offers of
employment are subject to an Enhanced DBS check, and where applicable, a prohibition from teaching check
completed for all. This post is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975
(2013 and 2020). This means that certain convictions and cautions are considered ‘protected’ and 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: https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-
1974

2. Personal details

PERSONAL DETAILS

First name
Surname

Preferred title
Previous surnames

If you prefer to be called by a name other than the
one listed above, please specify

National Insurance number

CONTACT DETAILS

Address

Postcode

Home phone

Mobile phone




Email address

DISABILITY AND ACCESSIBILITY

The school has committed to ensuring that applicants with disabilities or impairments receive equal
opportunities and treatment.

If you have a disability or impairment, and would like us to make adjustments or arrangements to assist if you
are called for an interview, please state the arrangements you require:

SUPPORT STAFF POSITIONS: RIGHT TO WORK IN THE UK

Do you have the right to work in the UK?
U Yes
I No

If yes, please state on what basis:
0] UK citizen

0] EU settled status

[0 Skilled worker visa

[J Graduate visa

O Youth mobility visa

[0 Other — please provide full details in the box below




TIME SPENT LIVING AND/OR WORKING OVERSEAS

Have you spent time living and/or working outside of the UK?
0] Yes

J No

If yes, please give details, including countries and relevant dates:

RELATIONSHIP TO THE [SCHOOL/TRUST]

Please list any personal relationships that exist between you and any of the following members of the
school/trust community:

e Trustees

e Local governing Board
e Staff

e Students

If you have a relationship with a trustee, local governing board member or employee, this does not necessarily
prevent them from acting as a referee for you.

Name Relationship Role at school or at trust level




3. Employment history

Employer
(dneat?r:f Dates Permanent @Part-time
Job title ’ or or full- Salary Details Description of responsibilities
address, employed temporary time y P P

email and/or
telephone)




PREVIOUS EMPLOYMENT

Please provide details of all previous employment since leaving school, including education and voluntary
work. Include any gaps in employment and the reasons for them in the table below. List the most recent
employment first.

Name and address Dates Description of Reason for

D90 of employer employed responsibilities leaving

EMPLOYMENT GAPS

Please provide details of any employment gaps since leaving school, and give the reasons for the gap.

Start date End date Reason for employment gap




4. Education and training

EDUCATION AND QUALIFICATIONS

Please provide details of your education from secondary school onwards.

You'll be required to produce evidence of qualifications.

Qualifications gained (including
grades, awarding body and date
of award)

Dates attended (month and Name and location of
year) school/college/university

TRAINING AND PROFESSIONAL DEVELOPMENT

Please give details of training or professional development courses undertaken in the last that are relevant to
your application.

Qualification

obtained Course provider

Course dates Length of course Course title




ADDITIONAL INFORMATION

Please provide any additional information relevant to this application. You may wish to discuss additional skills
or relevant special interests.

DRIVING LICENCE DETAILS

Do you have a valid driving licence?

5. Why should we employ you? Refer to '‘Guidance Notes' for
job applicants

Please mention any specific skills or experience that meet the requirements of the job description and person
specification. These skills may have been gained in relation to your current or previous employment,
education, training, domestic activities, voluntary work or leisure interests.




6. References

Please give the names of 2 people who are able to comment on your suitability for this post. One must be
your current or last employer. If you've not previously been employed, please provide details of another
suitable referee.

The school reserves the right to seek any additional references we deem appropriate.
Please let your referees know that you've listed them as a referee, and to expect a request for a reference
should you be shortlisted.

ADDRESS IS THIS YOUR

RELATIONSHIP AND CONTACT EMAIL CURRENT

TO YOU POSTCODE NUMBER ADDRESS EMPLOYER?

If either of your referees knows you by a different name, please state:

If you don’t wish us to contact your referees without your prior agreement, please tick this box: [

7. Equalities monitoring

We’re bound by the Public Sector Equality Duty to promote equality for everyone. To assess whether we're
meeting this duty, whether our policies are effective and whether we’'re complying with relevant legislation, we
need to know the information requested below.

This information will not be used during the selection process. It will be used for monitoring purposes only.




EQUALITIES MONITORING INFORMATION

w)
w]
=
=
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=<
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What is your date of birth?

O

Male
What is your sex?

O

Female

Male
Female

What gender are you?
Other

O oo O

O

Yes

Do you identify as the gender you were assigned O No

at birth?

Prefer not to say

1 Prefer not to say

How would you describe your ethnic origin?

White Black or Black British
O British O African
O Irish [0 Caribbean

0 Gypsy or Irish Traveller
O Any other White background

0 Any other Black background

Mixed
0 White and Asian
0 White and Black African

Asian or British Asian
[0 Bangladeshi

Other Ethnic groups

O Arab
1 Any other ethnic group

1 Prefer not to say

[ Indian [0 White and Black Caribbean
[1 Pakistani [0 Any other mixed background
0 Chinese

Which of the following best describes your sexual orientation?
] Bisexual O Other
[ Heterosexual/straight O Prefer not to say
[0 Homosexual

What is your religion or belief?

[0 Agnostic O Jain O Other
[ Atheist I Jewish ] Pagan
[0 Buddhist 0 Muslim [ Sikh
O Christian [ No religion O Prefer not to say




0 Hindu

Pregnancy and maternity

Are you pregnant? Have you given birth within the last 12 months?
O Yes O Yes

0 No 0 No

O Prefer not to say O Prefer not to say

Are your day-to-day activities significantly limited because of a health problem or disability which has
lasted, or is expected to last, at least 12 months?

[ Yes
1 No
1 Prefer not to say

If you answered ‘yes’ to the question above, please state the type of impairment. Please tick all that
apply. If none of the below categories applies, please mark ‘other’.

Physical impairment
Sensory impairment
Learning disability/difficulty
Long-standing iliness
Mental health condition
Developmental condition
Other

oooooogood




Privacy Notice For Job Applicants

lan Mikardo High School
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1. Introduction

Under UK data protection law, individuals have a right to be informed about how our school uses any personal
data that we hold about them. We comply with this right by providing ‘privacy notices’ (sometimes called ‘fair
processing notices’) to individuals where we are processing their personal data.

This privacy notice explains how we collect, store and use personal data about individuals applying for jobs
at our school.

Our trust T4 Multi-Academy Trust, 263-269 City Road, Islington, London, EC1V 1JX, contact

info@t4trust.co.uk is the ‘data controller for the purposes of UK data protection law.
Our data protection officer is Asad Muzammal (see ‘Contact us’ below).

2. The personal data we hold
Personal data that we may collect, use, store and share (when appropriate) about you includes, but is not
restricted to:

) Contact details

) Copies of right to work documentation

) References

) Evidence of qualifications and record of education

) Employment records, including work history, job titles, training records and professional

memberships

We may also collect, use, store and share (when appropriate) information about you that falls into ‘special
categories’ of more sensitive personal data. This includes, but is not restricted to:

) Information about race, ethnicity, religious beliefs, sexual orientation and political opinions

) Information about disability and access requirements

) Photographs and CCTV images captured in school

We may also collect, use, store and share (when appropriate) information about criminal convictions and
offences.

We may also hold data about you that we have received from other organisations, including other schools and
social services, and the Disclosure and Barring Service in respect of criminal offence data.

3. Why we use this data

We use the data listed above to:
a) Enable us to establish relevant experience and qualifications
b) Facilitate safe recruitment, as part of our safeguarding obligations towards pupils
c) Enable equalities monitoring

d) Ensure that appropriate access arrangements can be provided for candidates that require them

3.1 Use of your personal data for marketing purposes
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Where you have given us consent to do so, we may send you marketing information by email or text
promoting school events, campaigns, charitable causes or services that may be of interest to you.

You can withdraw consent or ‘opt out’ of receiving these emails and/or texts at any time by clicking on the
‘Unsubscribe’ link at the bottom of any such communication, or by contacting us (see ‘Contact us’ below).
3.2 Use of your personal data in automated decision making and profiling

We do not currently process any job applicants’ personal data through automated decision making or profiling.
If this changes in the future, we will amend any relevant privacy notices in order to explain the processing to
you, including your right to object to it.

4. Our lawful basis for using this data

Our lawful bases for processing your personal data for the purposes listed in section 3 above are as follows:

) For the purposes of A,B,C and D in accordance with the ‘public task’ basis — we need to
process data to fulfil our statutory function as a school as set out here:

) For the purposes of A,B,C and D in accordance with the ‘legal obligation’ basis — we need to
process data to meet our responsibilities under law as set out here:

) For the purposes of A,B,C and D in accordance with the ‘consent’ basis — we will obtain
consent from you to use your personal data

) For the purposes of A,B,C and D, in accordance with the ‘vital interests’ basis — we will use
this personal data in a life-or-death situation

) For the purposes of A,B,C and D in accordance with the ‘contract’ basis — we need to process
personal data to fulfil a contract with you or to help you enter into a contract with us

) For the purposes of A,B,C and D in accordance with the ‘legitimate interests’ basis — where
there’s a minimal privacy impact and we have a compelling reason

) Where you have provided us with consent to use your data, you may withdraw this consent at
any time. We will make this clear when requesting your consent, and explain how you would go
about withdrawing consent if you wish to do so.

4.1 Our basis for using special category data

For ‘special category’ data, we only collect and use it when we have both a lawful basis, as set out above, and
1 of the following conditions for processing as set out in UK data protection law:

) We have obtained your explicit consent to use your personal data in a certain way

) We need to perform or exercise an obligation or right in relation to employment, social
security or social protection law

) We need to protect an individual’s vital interests (i.e. protect your life or someone else’s life),
in situations where you’re physically or legally incapable of giving consent

) The data concerned has already been made manifestly public by you

) We need to process it for the establishment, exercise or defence of legal claims

) We need to process it for reasons of substantial public interest as defined in legislation
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) We need to process it for health or social care purposes, and the processing is done by, or
under the direction of, a health or social work professional or by any other person obliged to
confidentiality under law

) We need to process it for public health reasons, and the processing is done by, or under the
direction of, a health professional or by any other person obliged to confidentiality under law

) We need to process it for archiving purposes, scientific or historical research purposes, or for
statistical purposes, and the processing is in the public interest

For criminal offence data, we will only collect and use it when we have both a lawful basis, as set out above,
and a condition for processing as set out in UK data protection law. Conditions include:

) We need to perform or exercise an obligation or right in relation to employment, social
security or social protection law

) We have obtained your consent to use it in a specific way

) We need to protect an individual’s vital interests (i.e., protect your life or someone else’s life),
in situations where you’re physically or legally incapable of giving consent

) The data concerned has already been made manifestly public by you

) We need to process it for, or in connection with, legal proceedings, to obtain legal advice, or

for the establishment, exercise, or defence of legal rights

) We need to process it for reasons of substantial public interest as defined in legislation

5. Collecting this data

While the majority of information we collect about you is mandatory, there is some information that can be
provided voluntarily.

Whenever we seek to collect information from you, we make it clear whether you must provide this information
(and if so, what the possible consequences are of not complying), or whether you have a choice.

Most of the data we hold about you will come from you, but we may also hold data about you from:
) Local authorities
) Government departments or agencies

) Police forces, courts or tribunals

6. How we store this data

We keep personal information about you during the application process. We may also keep it beyond this if
this is necessary. Our Data Protection GDPR-UK sets out how long we keep information about applicants.

We have put in place appropriate security measures to prevent your personal information from being
accidentally lost, used, or accessed in an unauthorised way, altered or disclosed.

We will dispose of your personal data securely when we no longer need it.

7. Who we share data with
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We do not share information about you with any third party without consent unless the law and our policies
allow us to do so.

Where it is legally required, or necessary (and it complies with UK data protection law), we may share
personal information about you with:

) Our local authority London Borough of Tower Hamlets — to meet our legal obligations to share
certain information with it, such as safeguarding concerns

) Suppliers and service providers — to enable them to provide the service we have contracted
them for, such as HR and recruitment support

) Professional advisers and consultants

) Employment and recruitment agencies

7.1 Transferring data internationally
) Other schools or educational establishments
) Government departments or agencies
) Security organisations

) App or cloud server providers

We may share personal information about you with the following international third parties, where different
data protection legislation applies:

Applicable where a reference and police check from oversea is required

Where we transfer your personal data to a third-party country or territory, we will do so in accordance with UK
data protection law.

In cases where we have to set up safeguarding arrangements to complete this transfer, you can get a copy of
these arrangements by contacting us.

8. Your rights

8.1 How to access personal information that we hold about you

You have a right to make a ‘subject access request’ to gain access to personal information that we hold about
you.

If you make a subject access request, and if we do hold information about you, we will (subject to any
exemptions that may apply):

) Give you a description of it

) Tell you why we are holding and processing it, and how long we will keep it for

) Explain where we got it from, if not from you

) Tell you who it has been, or will be, shared with

) Let you know whether any automated decision-making is being applied to the data, and any

consequences of this
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) Give you a copy of the information in an intelligible form

You may also have the right for your personal information to be transmitted electronically to another
organisation in certain circumstances.

If you would like to make a request, please contact us (see ‘Contact us’ below).

8.2 Your other rights regarding your data

Under UK data protection law, you have certain rights regarding how your personal data is used and kept
safe. For example, you have the right to:

) Object to our use of your personal data

) Prevent your data being used to send direct marketing

) Object to and challenge the use of your personal data for decisions being taken by automated
means (by a computer or machine, rather than by a person)

) In certain circumstances, have inaccurate personal data corrected

) In certain circumstances, have the personal data we hold about you deleted or destroyed, or
restrict its processing

) Withdraw your consent, where you previously provided it for the collection, processing and
transfer of your personal data for a specific purpose

) In certain circumstances, be notified of a data breach

) Make a complaint to the Information Commissioner’s Office

) Claim compensation for damages caused by a breach of the data protection regulations

To exercise any of these rights, please contact us (see ‘Contact us’ below).

9. Complaints
We take any complaints about our collection and use of personal information very seriously.

If you think that our collection or use of personal information is unfair, misleading or inappropriate, or have any
other concern about our data processing, please raise this with us in the first instance.

Alternatively, you can make a complaint to the Information Commissioner’s Office:

) Report a concern online at https://ico.org.uk/make-a-complaint/

) Call 0303 123 1113

) Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow,
Cheshire, SK9 5AF

10. Contact us

If you have any questions or concerns, or would like more information about anything mentioned in this
privacy notice, please contact our data protection officer:

Mr Asad Muzammal at: Info@EduAction.org.uk
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However, our data protection lead has day-to-day responsibility for data protection issues in our school.

If you have any questions or concerns, or would like more information about anything mentioned in this
privacy notice, please contact them:

Muriel Finney: School Office Manager on 0208 981 2413
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Criminal records self-
declaration form

As part of our duty to safeguard students, we need to check whether you are barred from working with
children, or whether you have convictions that would make you unsuitable to work with children or in the
role you've applied for.

Please complete the following form as accurately as possible.

Note: you are not required to disclose convictions or cautions that are ‘protected’, as defined by the
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013). If you’re not sure
whether one of your convictions is ‘protected’, you can check here.

If you accidentally provide information about ‘protected’ convictions or cautions, we won't take this into
account.

How we’ll use this information
We'll use the information in this form to:

> Identify whether you may be ineligible for a role based on barring, a section 128 direction or childcare
disqualification requirements

> Inform our conversations with you about any relevant details during the interview process
We won'’t use this information to make decisions about job offers.

If we offer you a position, we’ll compare the information you've provided in this self-declaration with the
information in your formal DBS check so that we only make decisions based on the most accurate
information possible.

Name

Role

Self-declaration

The role you've applied for is ‘regulated activity’, so is eligible for a barred
list check.

Are you barred from working in regulated activity with children (i.e., are you
included on the Disclosure and Barring Service Children’s Barred List)?

Do you have any unspent conditional cautions or convictions under the
Rehabilitation of Offenders Act 19747

Do you have any adult cautions (simple or conditional) or spent convictions
that are not protected as defined by the Rehabilitation of Offenders Act

Get the knowledge you need to act at thekeysupport.com/sl

> Logins for all your leaders, at no extra cost I<
© The Key Support Services Ltd | For terms of use, visit thekeysupport.com/terms for School Leaders
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1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order
20207

Have you committed an offence overseas which would have resulted in
disqualification if it had occurred in the UK?
Are you subject to a section 128 direction?

Do the police or children’s social care have your name and/or
information on file for any reason?

If you answered ‘yes’ to any of the questions above, please provide further information.

| confirm that the information above is accurate to the best of my knowledge, and that | will make the
school aware of any changes in my circumstances that may affect the answers I've provided above, or my
suitability for the post.

Signed: Date:
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Safeguarding Statement

If you have a safeguarding concern, please contact the school on, 02089812413 and request to speak to
one of the following members of staff:

e Aaron Mulhern - (Head Teacher)

e Lisa Tharpe — Deputy Head (IMHS) Trust Safeguarding and Compliance Reporting Lead

e Lynn St Phillip-Ross - Lead Inclusion and Welfare Practitioner/ Designated Safeguarding Lead
e Jason Levine - Designated Mental Health Lead & Deputy DSL

e Karen Raftery - Deputy DSL, Head Post 16 & Careers

At lan Mikardo High School, the health, safety, and well-being of every child are our paramount concern.

We listen to our students and take seriously what they tell us. Our aim is for children to enjoy their time
as students in this school. We want to work in partnership with you to help your child achieve their full
potential and make a positive contribution.

To promote a safe environment for students, our selection and recruitment policy includes all checks on
staff and regular volunteers’ suitability, including Disclosure & Barring checks, as recommended by Tower
Hamlets Council in accordance with current legislation.

Offers of employment are subject to an Enhanced DBS check, and where applicable, a prohibition from
teaching check completed for all.

In accordance with our responsibilities under section 175/157 of the Education Act 2002, we have a
Designated Person for Child Protection (Lisa Tharpe) who is the Deputy Head and has received
appropriate training for this role.

It is their responsibility to ensure that all staff in contact with children receive child protection awareness
and safeguarding training on a regular basis.

There are occasions that our concern about a child may mean that we have to consult other
agencies. Whilst we would always aim to work in partnership with parents there may be exceptions to
this when concerns are raised for the protection of a child.

On very rare occasions Social Care, whilst undertaking an investigation under s47 of the Children Act
1989, may want to speak to a child without parents’ knowledge. This would be a decision made in
collaboration with partner agencies and would only be done in situations where a child might be at
immediate risk. To gain consent at this point may increase the level of risk to the child or cause evidence
of a crime to be lost.

The procedures, which we follow, have been laid down by the Local Safeguarding Children’s Board, and
the school has adopted a Child Protection Policy in line with this for the safety of all.

If you want to know more about our procedures, please speak to the Head Teacher: The Policy can be
found on the school website.

Please visit our Safeguarding & Child Protection and Safer recruitment Policy on the Policies Page for
further information.



