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APPLICATION FORM: ADMINISTRATOR	CLOSING DATE: 6th November 2026



	First name(s)
	
	Surname
	

	Title
	
	Previous or former names (inc maiden name)
	

	Address
	

	
	Post code
	

	Tel No
	
	Mobile
	

	Date of Birth
	
	Age
	
	National Insurance No
	

	Email Address
	

	1
	Are you prepared to undertake a medical examination prior to employment?
	Yes      No

	2
	Do you have use of car?
	Yes      No

	3
	Do you have a full driving licence?       (if you hold a provisional licence, you must tick ‘No’)
	Yes      No

	4
	Can you drive a manual vehicle?      
	Yes      No

	5
	Is your present post your sole regular employment?   (leave blank if you are not currently employed)
	Yes      No

	6
	Do you require a work permit?
	Yes      No

	7
	Have you worked at LIBRA before?
	Yes      No

	8
	Have you applied for a post with LIBRA previously?
	Yes      No

	9
	Do you have any endorsements on your driving licence? 
	Yes*    No

	10
	Do you know any existing employees at LIBRA? 
	Yes*    No

	11
	Have you had any disciplinary action taken against you?  (includes current and previous employments) 
	Yes*    No

	12
	Have you had any grievance with employers?  (includes current and previous employments)
	Yes*    No

	13
	Have you ever lived or worked outside of the UK for more than 3 months in the past 5 years ( from the date of this application from)
	Yes*    No

	14
	Do you have Qualified Teacher Status?
	Yes    No

	15
	Date Qualified as a Teacher
	

	16
	Do you have a TRN (Teacher Reference Number)
	Yes*    No

	17
	Type of teacher training undertaken
	        Primary       /       Secondary

	18
	Have you successfully completed your probationary / induction year?
	Yes    No

	If you indicated ‘Yes’ to any boxes above marked *, please provide details here (continue overleaf if necessary)

	9
	Please list your endorsements
	

	10
	Please state name of employee and your relationship
	

	11
	Please state which employer and details of the action taken
	

	12
	Please state which employer and details of the grievance
	

	13
	Please state which countries you have lived and/or worked in and the dates 

	

	14
	Please provide your TRN reference number 
	




Safeguarding and Protection of Children and Vulnerable People
Safeguarding
We are committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment. As part of our commitment, we need to ensure that all potential employees satisfy our employment checks which are carried out to identify any matters that might relate directly to the employer’s legal duty to meet the safeguarding duties set out in KCSIE. Please note that where appropriate, shortlisted and/or potentially suitable applicants will be required to undertake further checks, including references, online searches* and will be required to provide an Enhanced Disclosure from the DBS.  

*after shortlisting has completed


DBS/Police Checks
LIBRA School is entitled to and will carry out relevant police checks under arrangements introduced for the protection of children in its care.  This position requires clearance from the Disclosure and Barring Service (DBS) and you will be asked to complete an Enhanced DBS form covering barred list information (when in regulated activity).  You are responsible for covering the payment – around £55.  Additionally, as a condition of your role, you will need to join the DBS Update Service, this currently costs £16 on an annual subscription, further information is forwarded to successful candidates.


Foreign National/Overseas checks
If you are a Foreign National, or have worked/lived abroad in the last 5 years since the date of this application. In addition to the above checks, LIBRA will also require you to undertake an equivalent check via GBG Online Disclosures from your country of residence/origin and any costs associated with this requirement is met and covered by the applicant.  Your full assistance will be required in obtaining such a check with the possibility of having to liaise with police force(s) in order to provide finger prints; if an overseas check requires this.  The GBG service will ensure the whole requirements are covered including a ‘certified’ translation where the check is produced in a language other than English.  This is a requirement for those working in schools. Information received will be retained and destroyed in accordance with Disclosure and Barring Service as well as Data Protection guidelines.  Additionally, there may be further requirements relating to Brexit changes effective from 1 January 2021, details will be communicated to you, alternatively, you can visit Gov.uk for information.


Pre-Employment Checks
LIBRA will also undertake further ‘role appropriate’ recruitment checks for all roles, for instance via online portal service, for all posts that involve or may involve teaching relating to NQT Status / Induction and Probationary Status / Prohibition Lists / Suspensions / Conditional Orders / Section 128 checks.


Criminal Records – Rehabilitation of Offenders
We will treat applicants who have a criminal record fairly and will not discriminate because of a conviction or other information revealed. Possession of a criminal record will not automatically prevent applicants from working with us.  As part of the recruitment process any information revealed regarding a criminal record will only be considered in light of its relevance to the post for which the candidate is applying, Libra will consider the nature of the offence, how long ago and what age you were when it was committed and any other factors which may be relevant.

As you are applying for a post which is eligible for a DBS Disclosure, you are required to declare information on any convictions, cautions, reprimands or final warnings, which would not be filtered in line with current guidance. Therefore, if you have received a conviction or caution, which would not be filtered in line with current guidance, you must provide details below (including any convictions in a court of law outside of Great Britain) and any prosecutions that you have pending. 

Libra is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo child protection screening appropriate to the post, including reference checks with past employers. This post is identified as being within the scope of Regulated Activity and requires a cleared Enhanced Disclosure from the Disclosure and Barring Agency. As such all previous criminal convictions deemed to be expired under the Rehabilitation of Offenders Act are required to be declared, this may not negate the applicant from being appointed.


	How did you hear about us? 
	Indeed
	
	Devon Jobs
	
	Facebook
	
	Libra School Website
	
	Other:










Education Details
Please note, if you do not currently possess the actual certificate or suitable verification of awards stated below
you may need to obtain a copy from the appropriate awarding body, this is dependent on post and will be communicated with your accordingly.

	Name of institution (in date order – earliest first)
	Full or Part time?
	Qualifications/
Courses taken 
eg BSc/NVQ/GNVQ/GCSEs 
	Awarding Body
	Results/grade
	Date Awarded

	Example – Exeter college 
	Full
	NVQ L3 in Early years childhood studies 
	City and Guilds 
	Distinction 
	June 2026

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	NB. We reserve the right to contact employers or educational establishments to verify details given




	If you are undertaking any courses or study at present, please enter details below:

	










	If you have any other training, work-related skills or valid experience which are relevant to this post, please enter details below:

	

	














Employment Details
If you need more boxes, there is a supplementary sheet at the rear of this form, please continue details there

	Start with your PRESENT (or most recent) employer (complete all boxes)

	Employer Name
	

	Employer Address
	

	Job Title
	
	Is/was this post full or part time?
	

	Salary
	

	Major duties and responsibilities
	

	Period of notice/or date available to start at LIBRA
	

	Reason for leaving
	




	After the most recent (above), please list your next previous employer (complete all boxes)

	Employer Name
	

	Employer Address
	

	Job Title
	
	Is/was this post full or part time?
	

	Salary
	

	Major duties and responsibilities
	

	Period of notice/or date available to start at LIBRA
	

	Reason for leaving
	




	Please list your next previous employer (complete all boxes)

	Employer Name
	

	Employer Address
	

	Job Title
	
	Is/was this post full or part time?
	

	Salary
	

	Major duties and responsibilities
	

	Period of notice/or date available to start at LIBRA
	

	Reason for leaving
	




	Please list your next previous employer (complete all boxes)

	Employer Name
	

	Employer Address
	

	Job Title
	
	Is/was this post full or part time?
	

	Salary
	

	Major duties and responsibilities
	

	Period of notice/or date available to start at LIBRA
	

	Reason for leaving
	









Chronological History
In order adhere to Ofsted and DfE guidelines all candidates must complete the following table to reflect your employment (list company name) or education establishment starting with secondary school up to and including your current situation.  You must include month and year information for all entries, incomplete sections will be returned.  There should not be any gaps, if applicable other entries could include ‘unemployed’, ‘maternity/paternity leave’, ‘school holidays’, ‘relocating’, ‘working abroad’, ‘voluntary role’ – please list where and what you were doing.  Please continue overleaf if required.


	
	STARTED
	ENDED

	
	Month
	Year
	Month
	Year

	Example – Sunflower Primary school
	September
	2018
	June
	2020

	Example – unemployed, raising a family
	June
	2020
	August
	2022

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



References
Please provide the names and full contact details of at least two referees who have agreed to supply a reference for you, to whom we can speak with regard to your application. Referees will be required to comment on your employment history, competence, any concerns (and supporting information), personal qualities and suitability for the post, with a strong focus on working with children (where applicable). A referee may be your manager, or someone in a position of responsibility for any work experience or placement undertaken (if a student it can include a teacher/tutor at your education institution).  Personal referees are not preferred, but if there is no other option, they must be able to comment on your skills and abilities in relation to the post but references are not accepted from relatives or from people writing solely in the capacity of friends. If you have lived or worked abroad, LIBRA are entitled to request a suitable reference from an appropriate person.

Your first referee should be your most recent employer e.g. your line manager, not a colleague.  Ideally, your second referee should be another line manager or, if you are applying to us for a specific role relating to working with children, please choose an employer where you have worked previously with children – although we appreciate not everyone will have this option.

References must, as a minimum, cover a period of three years employment and/or training history, where possible. We will seek references as provided by you and may approach other previous employers for information to verify particular experiences or qualifications. 

Please also note that if you are successful, the same information (as listed above) would then apply to Libra in order to supply any future employers with any relevant information relating to Safeguarding, Child Protection, allegations or concerns about your ability work with children in line with Safeguarding, Child Protection and GDPR requirements.

Unless you indicate otherwise below, your referees will be approached prior to first interview in line with DfE/Ofsted guidelines and if you are successful, we require at least two satisfactory references containing a ‘live’ signature before you can commence work at LIBRA.  We retain the right to seek references from all previous employers. If we are unable to obtain references then we are unable to proceed with your application as we follow safer recruitment processes as set out in Keeping Children Safe in Education.” 

	Referee 1:   Current/most recent employer

	Name
	
	Position in company
	

	Company name and address including post code
	

	Referee’s telephone number
	
	Referee’s Email
	

	Relationship
	
	Years known
	

	Do you envisage any problem for us when contacting this referee?
	Yes         No

	Referee 2:      

	Name
	
	Position in company
	

	Company name and address including post code
	

	Referee’s telephone number
	
	Referee’s Email
	

	Relationship
	
	Years known
	

	Do you envisage any problem for us when contacting this referee?
	Yes         No

	Referee 3:

	Name
	
	Position in company
	

	Company name and address including post code
	

	Referee’s telephone number
	
	Referee’s Email
	

	Relationship
	
	Years known
	

	Do you envisage any problem for us when contacting this referee?
	Yes         No

	Any other comments you feel are relevant/necessary (relating to references)

	







Applicant Statement
In this section you are asked to outline how your knowledge, skills and experiences meet the competencies required for this post (where set out in the Job Description). Remember to consider experience in previous employment and relevant experience outside of paid work e.g. that gained at home, through the community or through leisure/college activities.  Continue on a separate sheet if required
	




















































General Data Protection Regulation Statement
I consent to LIBRA processing this information by means of a computer database and manual filing system for the purpose of recruitment and any subsequent employment resulting from it. Personal data will only be shared for purposes of satisfying contractual obligations for payroll, taxation, pension, training requirements and for the legal requirements of DBS checks should your application be successful.  All unsuccessful applicants’ details will be retained for 6 months, after which time, if no suitable positions have become available, will be destroyed. 

By signing below, I hereby give full consent for Libra to process my personal data contained in this application form for the purpose of suitability for potential employment by Libra. Personal data contained in this form will only be shared with employees of Libra, directly involved in the recruitment process and analysing of data.  I declare that to the best of my knowledge the information given on this form is correct and can be treated as part of any subsequent contract of employment and that any misleading statements or receipt of unsatisfactory references may be sufficient grounds for cancelling any contracts made.   I understand that if I fail to disclose a conviction this may disqualify me from the appointment or result in summary dismissal if the omission comes to light. Depending on the nature of the information discovered, it is possible that this may lead to a referral to the police and/or DfE Children’s Safeguarding Operation Unit.   I confirm that I have read the section ‘Safeguarding and Protection of Children and Vulnerable People’ on page 2 of this application and understand my commitment to Safeguarding including the necessity for all appropriate employment checks.

UK General Data Protection Regs (UK GDPR): Notification re: the processing of any personal data supplied on this form
Data Controller:  Blackford Education (Schools) Ltd  Data Protection Officer contact:  dposchools@somerset.gov.uk 
Purpose for processing:  to assess applicant suitability 
Legal basis for processing:  to process your personal data and your special category data for the performance of your employment contract or to take necessary steps to enter into an employment contract (Article 6(1)(b) of UK GDPR). We are also legally required to collect some information as defined by employment law (i.e equalities and diversity) (Article 9(2)(i) of UK GDPR).
Data sharing:  the data will not be shared outside the school
Transfers abroad:  the data will not be transferred abroad 
Data retention:  If you are a successful candidate, this form will be kept in your personnel file for the period of your employment plus any statutory retention period beyond your employment. If you are an unsuccessful candidate, this form will be kept for 6 months.
Your rights:  You have the right to ask Libra for a copy of your data, the right to rectify or erase your personal data, and the right to object to processing.   However, these rights are only applicable if the school has no other legal obligation concerning that data. You also have the right to complain to the regulator, https://ico.org.uk/ 
Consequences: If you do not supply this information we will not be able to process your application.

Equality and Diversity monitoring
Freedom from discrimination and equality of opportunity are basic rights. Libra is committed to challenging inequality and celebrating diversity.  
 
The information you provide on the form below is not part of our selection process and only used for monitoring purposes to ensure that people are treated fairly and according to their needs. 
 
Guidance Notes on Disability 
Physical and mental impairments include sensory impairments and Deaf Sign Language users. Mental illness is included if it has a substantial effect on normal day to day activity. Past conditions are included. Progressive conditions, such as cancer, multiple sclerosis, muscular dystrophy and HIV infection, are covered from the point of diagnosis. Severe disfigurements are included. 
 
Substantial adverse effect is more than a minor or trivial effect. Substantial effects of a disability, which has ceased but is expected to recur at least once a year, for example rheumatoid arthritis or epilepsy, are included in the definition. 
 
Long term effect is one which has lasted, or is likely to last, 12 months or more. 
 
Normal day to day activities are those which are carried out by most people on a fairly regular and frequent basis.  
 
Full definitions of disability are available from https://www.gov.uk/definition-of-disability-under-equality-act-2010 
 
	In order to ensure we adhere to The Equality and Diversity Act 2010, please answer the following questions: 

	Disabilities: 
A disabled person is defined under the Equality Act 2010 as someone with a ‘physical or mental impairment which has a substantial and long-term adverse effect on that person’s ability to carry out normal day-to-day activities.’ 

	In accordance with the above, do you consider yourself as having a disability? 
	Yes  /  No  /  Prefer not to say 

	If ‘Yes’, please confirm the impairment(s)/difficulty(ies) you have: 

	 
 
 
 
 
 




 



[bookmark: _Hlk84421707]Declaration
I understand that if the post requires me to drive company vehicles, in line with Libra’s insurance requirements, it is mandatory that I undertake an eye test every two years and to provide a copy of this. 

I am aware that the post for which I am applying is exempt from the Rehabilitation of Offenders Act 1974 and therefore all (NOT those that are ‘protected’) convictions, cautions and bind-overs, including those regarded as ‘spent’ must be declared. I understand that as a condition of my employment, a police check will be required.  Please delete accordingly:

	Are you disqualified from working with children?
	  Yes      No

	Are you named on the DfE’s Children’s Barred List or the Protection of Children Act List? 
	  Yes      No

	Are you subject to any sanctions imposed by a regulatory body (eg the General Teaching Council/NCTL)?
	  Yes      No

	Do you have any convictions, cautions, reprimands or final warnings, which would not be filtered in line with current guidance? (Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013 and 2020)
	  Yes      No

	Applicant’s signature
	
	Date
	





Please note, if you supply your application form by email, and are subsequently shortlisted for interview we will require a live signature from you on arrival
We only accept CVs as preliminary information, ALL applicants are required to complete this application form in full.  
Please submit your application by the closing date (see front page of this form), as follows:   
EMAIL:  recruitment@libraschool.co.uk
POST:  Recruitment Dpt, LIBRA School, Edgemoor Court, South Radworthy, South Molton, Devon, EX36 3LN.












Employment Details (additional sheet)

	Please list your next previous employer  (complete all boxes)

	Employer Name
	

	Employer Address
	

	Job Title
	
	Is/was this post full or part time?
	

	Salary
	

	Major duties and responsibilities
	

	Period of notice/or date available to start at LIBRA
	

	Reason for leaving
	




	Please list your next previous employer  (complete all boxes)

	Employer Name
	

	Employer Address
	

	Job Title
	
	Is/was this post full or part time?
	

	Salary
	

	Major duties and responsibilities
	

	Period of notice/or date available to start at LIBRA
	

	Reason for leaving
	




	Please list your next previous employer  (complete all boxes)

	Employer Name
	

	Employer Address
	

	Job Title
	
	Is/was this post full or part time?
	

	Salary
	

	Major duties and responsibilities
	

	Period of notice/or date available to start at LIBRA
	

	Reason for leaving
	




	Please list your next previous employer  (complete all boxes)

	Employer Name
	

	Employer Address
	

	Job Title
	
	Is/was this post full or part time?
	

	Salary
	

	Major duties and responsibilities
	

	Period of notice/or date available to start at LIBRA
	

	Reason for leaving
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