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APPLICATION FORM – SITE MANAGER
Post Applied For: Site Manager
Please email completed applications to: vacancies@nwljds.org.uk
IMPORTANT INFORMATION FOR APPLICANTS
Please complete all sections of this application form fully and accurately. A CV may be enclosed to provide additional information but will not be accepted as a substitute for a completed application form.
North West London Jewish Day School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. The successful applicant will be subject to the school's safer recruitment procedures, including appropriate references, identity and right-to-work checks, an enhanced DBS check and barred list check where applicable.
Providing false or deliberately misleading information, or failing to disclose relevant information, may result in your application being rejected or, if appointed, disciplinary action which may include dismissal.
1. PERSONAL DETAILS
Surname: ................................................................................................
First Name(s): .........................................................................................
Previous Names (if applicable): ............................................................
Home Address:
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
Postcode: ........................................................
Address for correspondence (if different):
........................................................................................................................................................................
........................................................................................................................................................................
Email Address: ................................................................................................
Home Telephone: ............................................................................................
Mobile Telephone: ...........................................................................................
National Insurance Number: ...........................................................................
Do you currently have the right to work in the UK? YES / NO
Will you require sponsorship to work in the UK? YES / NO
2. EDUCATION AND QUALIFICATIONS
Please give details of your education and qualifications, starting with the most recent.
	School/College/University
	Dates
	Qualification/Subject
	Grade/Result

	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	



3. PROFESSIONAL, TECHNICAL AND SITE MANAGEMENT QUALIFICATIONS
Please include qualifications or training relevant to the role, for example: Health and Safety, IOSH/NEBOSH, COSHH, Fire Safety, First Aid, Manual Handling, Asbestos Awareness, Legionella Awareness, Working at Height, Electrical Safety, PAT Testing, Pool Plant, Facilities Management, trade qualifications, safeguarding or security training.
	Qualification/Training
	Awarding Body/Provider
	Date Completed
	Expiry/Renewal Date

	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	



4. RELEVANT TRAINING AND PROFESSIONAL DEVELOPMENT
	Course/Training
	Provider
	Date
	Duration

	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	


	

	

	

	



5. DRIVING LICENCE
Do you hold a full UK driving licence? YES / NO
If yes, please provide details of any current endorsements:
........................................................................................................................................................................
........................................................................................................................................................................
6. EMPLOYMENT HISTORY
Please provide your full employment history, beginning with your current or most recent employment. Please account for all periods of employment and any gaps.
	Employer and Address
	Job Title and Main Responsibilities
	From
MM/YY
	To
MM/YY
	Reason for Leaving

	

	

	

	

	


	

	

	

	

	


	

	

	

	

	


	

	

	

	

	


	

	

	

	

	


	

	

	

	

	




Gaps in Employment
Please explain any gaps, including periods of unemployment, education, caring responsibilities, travel or other activities.
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
7. SITE MANAGEMENT AND PREMISES EXPERIENCE
Building maintenance and repairs:
........................................................................................................................................................................
........................................................................................................................................................................
Health and safety and risk assessments:
........................................................................................................................................................................
........................................................................................................................................................................
Fire safety and emergency procedures:
........................................................................................................................................................................
........................................................................................................................................................................
Managing contractors and external suppliers:
........................................................................................................................................................................
........................................................................................................................................................................
Security, access control and key holding:
........................................................................................................................................................................
........................................................................................................................................................................
Cleaning and waste management:
........................................................................................................................................................................
........................................................................................................................................................................
Compliance checks, record keeping and statutory inspections:
........................................................................................................................................................................
........................................................................................................................................................................
Grounds/playground maintenance:
........................................................................................................................................................................
........................................................................................................................................................................
Managing premises budgets, purchasing or obtaining quotations:
........................................................................................................................................................................
........................................................................................................................................................................
Experience of working in a school or other environment involving children:
........................................................................................................................................................................
........................................................................................................................................................................
8. PRACTICAL SKILLS
	Area
	Experienced
	Some Experience
	No Experience

	General repairs and maintenance
	☐
	☐
	☐

	Plumbing/basic water systems
	☐
	☐
	☐

	Basic electrical maintenance
	☐
	☐
	☐

	Decorating
	☐
	☐
	☐

	Carpentry
	☐
	☐
	☐

	Grounds maintenance
	☐
	☐
	☐

	Health & Safety compliance
	☐
	☐
	☐

	Fire safety systems
	☐
	☐
	☐

	Security/access systems
	☐
	☐
	☐

	Managing contractors
	☐
	☐
	☐

	Cleaning supervision
	☐
	☐
	☐

	IT/computerised record keeping
	☐
	☐
	☐


Please give any additional information about your practical skills:
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
9. EXPERIENCE OF WORKING WITH CHILDREN AND SAFEGUARDING
Please describe any previous experience of working in a school, educational setting or other environment involving children or young people.
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
Please briefly explain your understanding of the safeguarding responsibilities of a Site Manager working within a school.
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
10. JEWISH EDUCATION/COMMUNITY EXPERIENCE
North West London Jewish Day School is a Jewish faith school. Please give details of any relevant experience of Jewish education, Jewish organisations or working within a Jewish community setting. Previous experience is not essential unless specified in the Person Specification.
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
11. STATEMENT IN SUPPORT OF YOUR APPLICATION
Please explain why you are applying for the position of Site Manager at North West London Jewish Day School and demonstrate how your experience, knowledge and skills meet the requirements of the Job Description and Person Specification.
Please include relevant examples of premises/site management; health and safety; maintenance and practical problem-solving; managing contractors; prioritising competing demands; working independently; working as part of a school or wider team; and safeguarding and maintaining a safe environment for children.
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
12. REFEREES
Please provide details of two referees. One referee must normally be your current or most recent employer. Where you have previously worked with children, we may seek a reference from the relevant employer. References from relatives or friends will not be accepted.
	Referee 1 – Current/Most Recent Employer
	Referee 2

	Name:


	Name:



	Job Title/Position:


	Job Title/Position:



	Organisation:


	Organisation:



	Address:


	Address:



	Telephone:


	Telephone:



	Email:


	Email:



	Relationship to Applicant:


	Relationship to Applicant:




May we contact your referees prior to interview? YES / NO
Please note that references will be obtained in accordance with the school's safer recruitment procedures.
14. RELATIONSHIPS WITH THE SCHOOL
Are you related to, or do you have a close personal relationship with, any employee, Governor or Trustee of North West London Jewish Day School?  YES / NO
If yes, please give details:
........................................................................................................................................................................
........................................................................................................................................................................
15. SAFEGUARDING AND CRIMINAL RECORD DECLARATION
North West London Jewish Day School is committed to safeguarding and promoting the welfare of children. The post of Site Manager involves working in a school environment and is subject to appropriate safer recruitment and vetting checks.
Applicants are required to disclose relevant convictions, cautions, reprimands or warnings in accordance with current legislation and DBS filtering rules. You should not disclose convictions or cautions that are protected under the relevant filtering rules.
Where required as part of the recruitment process, the school will provide appropriate instructions regarding completion of a confidential self-disclosure. Appointment will be subject to satisfactory safeguarding and pre-employment checks, which may include an enhanced DBS check and children's barred list check where legally applicable.
16. ONLINE SEARCHES
In accordance with the school's safer recruitment procedures and statutory safeguarding guidance, the school may carry out an online search of shortlisted candidates as part of its due diligence. Any information identified will be considered appropriately and candidates will be given an opportunity to discuss relevant matters arising from the search.
17. REASONABLE ADJUSTMENTS
Do you require any reasonable adjustments to enable you to participate fully in the recruitment and selection process?  YES / NO
If yes, please provide details of the adjustments required:
........................................................................................................................................................................
........................................................................................................................................................................
........................................................................................................................................................................
This information will be used only to make appropriate arrangements for the recruitment process.
18. DATA PROTECTION
The personal information provided on this application form will be processed in accordance with UK data protection legislation, including the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. Information will be used for recruitment, safeguarding, vetting and employment purposes and will be retained in accordance with the school's data retention arrangements and privacy notice.
19. DECLARATION
I declare that, to the best of my knowledge and belief, all information provided in this application and any accompanying documents is complete, accurate and truthful. I understand that deliberately providing false or misleading information, or deliberately omitting relevant information, may result in withdrawal of an offer of employment, dismissal if I have already been appointed, and/or referral to relevant authorities where appropriate.
I understand that any offer of employment will be subject to satisfactory completion of the school's required pre-employment and safeguarding checks.
I understand that canvassing Governors, Trustees or members of staff in connection with this appointment may result in disqualification from the recruitment process.
Applicant's Name: ................................................................................................
Signature: ................................................................................................
Date: ................................................................................................
SAFEGUARDING STATEMENT
North West London Jewish Day School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
The successful candidate will be subject to appropriate safer recruitment checks, including an enhanced DBS check and barred list check where applicable, satisfactory references, identity checks, right-to-work checks and any other checks required for the role.
Please ensure that all sections of this application form are completed and that the declaration is signed before submitting your application.
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