Universal House, 3rd Floor, 88-94 Wentworth St, E1 7SA, 0207 377 0280
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Facilities Coordinator & Assistant to Headteacher - Application

Please return this application form to: jobs@tcw.org.uk 

The Complete Works (TCW) processes personal data during recruitment to manage the selection process and ensure compliance with legal obligations. Personal data is any information that identifies an individual, including opinions and intentions, and may be held in employee files, HR systems, or other formats.

For unsuccessful candidates, personal data may be retained for up to 6 months to consider you for future vacancies unless you request otherwise. Data will be handled securely and in accordance with TCW’s Data Protection Policy, ensuring minimal and confidential processing.

You have the right to access your personal data by submitting a written Subject Access Request to dpo@tcw.org.uk. You may withdraw your consent for data processing at any time by submitting a written request.
By signing below, you confirm your understanding and consent to the processing of your personal data for recruitment purposes. You may also indicate whether you agree to your data being retained for 6 months post-recruitment.

Consent
I consent to my data being retained for 6 months for consideration for future vacancies.
I do not consent to my data being retained post-recruitment.

Signature: ______________________ Date: _______________



	PERSONAL DETAILS



	Title: Ms/Miss/Mr/Mrs

	First Name:                                                                                  Surname:

	Email Address:                                                                            Mobile Number:

	Home Address (inc. Postcode): 

	Date of Birth:   dd/mm/yyyy                                                        



	EMPLOYMENT HISTORY: (FULL 5 YEARS)

	Recent employer:

	Current employer’s address:


	Your position:                                                                                    Salary/rate:


	Date joined                                                                                        End date:

	Main Duties:






	Reason for leaving:





	 Previous employer name

	Position Held
	Date
	Reason for Leaving

	

	
	From:
To:
	

	

	
	From:
To:
	

	
	
	From:
To:
	

	Any employment gaps
	
	From:
To:
	



	PERSONAL SPECIFICATION: (Please complete sections below by giving examples to support your statement)

	What skills and abilities do you have?









	Can you provide an example of a time when you effectively coordinated multiple tasks or projects simultaneously?










	Describe your approach to communicating with staff, students, parents, and external stakeholders in a professional and courteous manner.









	Explain your understanding of the responsibilities associated with maintaining a safe and functional school environment.









	How would you make a difference at TCW?












	EDUCATION, QUALIFICATIONS & TRAINING:



	Institution
	Qualification
 
	Subject
	Dates from and to
	Grade

	
	 

	 
	From:
To:
	 

	
	 

	 
	From:
To:
	 

	
	 

	
	From:
To:
	 



	PLEASE INDICATE YOUR AVAILABILITY BELOW:

	Date available to begin: 





If you were successful, you would have to attend:
1) A one-off Friday induction - Paid
2) Every Thursday from 4.30 - 6.00 pm -  Whole School training/meeting - Paid

[bookmark: _heading=h.30j0zll]
	The Complete works will require you to provide evidence of your right to work in the UK in accordance with the Immigration, Asylum and Nationality Act 2006. Please let us know if there are any restrictions on taking up employment in the UK (e.g. restrictions on hours)

Yes….please provide details

No…..



	Do you speak any additional languages? 

	Are you on the update service? Yes/No



	Have you been living outside the UK for a period of 3 months or more within the last 10 years?

(If yes, please provide an overseas check for the time you were living/working in another country outside the EEA. (Please refer to this link for further information - https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants) 

Yes/No

Do you have an overseas DBS? 

Yes/No (If not you will need to obtain one) 

Please note that any offer of employment will be subject to receiving references and an enhanced disclosure certificate from the Disclosure and Barring Service (DBS).

	Your Right to Work in the UK - please tick

Resident Permit 
Indefinite leave to remain 
EU National
Graduate/Student Visa
*If you have selected the Resident Permit or Graduate/Student Visa above, please tell us what type of visa/permit and when it expires?

Do you require a certificate of sponsorship to work in the UK? 

Please provide any further details regarding your visa/right to work status:

	Are there any adjustments you require during your interview process or employment? (E.g. wheelchair access, additional time in written tasks etc.) Yes/No

If yes, please provide detail:


	TCW celebrates neurodiversity in our students and staff team and always strives to offer bespoke support and access to all. If you would like to share any such unique quality or any other disabilities/impairments in advance of your interview so that we are aware of how best to support you then please detail below. 

Yes/No

If yes, please provide detail:
[bookmark: _heading=h.3znysh7]

	[bookmark: _heading=h.7p7zoa7yn5q9]Do you know anyone that works for us?






If you were successful, you would have to attend:
1) A one-off Friday induction - Paid
2) Every Thursday from 4.30 - 6.00 pm -  Whole School training/meeting - Paid

SELF DISCLOSURE: Criminal Convictions Self-Disclosure Form - Guidance for applicants

The position you have applied for is exempt from the Rehabilitation of Offenders Act 1974 (as amended). This means we can ask about, and consider, both unspent and spent convictions, cautions, warnings, or reprimands that are not protected under the Exceptions Order 1975 (as amended in 2013).
You are not required to disclose convictions or cautions that are protected by law. Employers are prohibited from asking about or considering protected information during the recruitment process. Guidance on what you need to declare is available on the Unlock website: www.unlock.org.uk.
Where applicable, we may also request information about any regulatory investigations or actions that have affected your professional registration or fitness to practise.
Verification and DBS Checks
If successful, any information you provide will be verified, including through a Disclosure and Barring Service (DBS) check. Depending on the role, this may be a standard or enhanced check, which could include non-conviction information held by the police. For roles involving regulated activity under the Safeguarding Vulnerable Groups Act 2006 (as amended by the Protection of Freedoms Act 2012), the DBS check will also include a search of the children’s and/or adults’ barred lists.
Fair Recruitment Commitment
We are committed to fair recruitment and will not discriminate unfairly based on criminal convictions or other declared information. If relevant, declared information will be discussed with you before a decision is made. A positive disclosure does not automatically disqualify you from the role.
Use of Your Information
Your information will be processed in line with the Data Protection Act 2018 and used solely for assessing your suitability for the role. This may include evaluating:
· The relevance of the offence(s) to the role.
· The seriousness and circumstances of the offence(s).
· Your age at the time of the offence(s).
· The time elapsed since the offence(s).
· Patterns of offending and evidence of rehabilitation.
Failure to disclose legally required information could result in disciplinary action or dismissal.
For more information about your rights and protected convictions, visit the Unlock website: www.unlock.org.uk.
history, which convictions and cautions are protected under the Exceptions Order (i.e. will never be disclosed as part of a DBS check and do not need to be declared when completing this form) and their rights.

	DECLARATION:



I confirm that the above information is complete and accurate and I understand that any offer of employment is subject to references, which are satisfactory to the school and a satisfactory enhanced DBS certificate and a check of the barred list. I confirm that I have not been disqualified from working with children, cautioned or sanctioned in this regard.

 Signature:........................................       Date:............................................                                                                                           

I certify that the information given above is correct to the best of my knowledge. I accept that if any of the enclosed information is found to be untrue or misleading after my appointment I may be liable for dismissal without notice.
 
Signature:........................................       Date:............................................           
                                                                                
	REFERENCES:

	We will not contact your references prior to interview



1. Current Employer
Full name: 
Position of referee: 
Your role: 
Employer: 
Address: 
Email: 
Phone: 

2. Current Employer
Full name: 
Position of referee: 
Your role: 
Employer: 
Address: 
Email: 
Phone: 


Please return this application form to: jobs@tcw.org.uk 


Please note: Due to the high volume of applications, we are sadly unable to contact every applicant individually. If you have not been contacted in regards to an interview, unfortunately your application has been unsuccessful.. 
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