
Human Resources

International House, 16 Stukeley Street, London, WC2B 5LQ.

T 020 7611 2439   E  ylcareers@ihlondon.com

International House Young Learner Centres
Recruitment form
Thank you for your interest in working with us at International HouseYoung Learner Centres. Our recruitment and selection process 

has been designed as a platform for you to demonstrate your skills and experience and for us to treat everyone fairly. Application 

forms are confidential. We will keep application forms from unsuccessful applicants for six months, and, unless you ask us not to, we 

may contact you about other vacancies. 

Please attach your updated CV with this application form on submission.

Post applying for 

Location

We cannot guarantee to offer a job at your preferred centre. Please indicate the order of preference regarding our
Young Learner Centres below: 

International House Oxford, St Edward’s School (8th July - 12th August)  

International House Ellesmere, Ellesmere College (8th July - 12th August)  

International House Moulton, Moulton College (1st July - 12th August) 

International House Edinburgh, Newbattle Abbey (28th June - 16th August) 

International House Farnham (8th July - 19th August) 

Availability for work  
Please let us know from what date you are available for work and the final date you are available.
Please note that there will be induction days prior to the dates above. HR will confirm these either at interview or at formal offer stage.

From                                                   To

Any dates in the above period you will be unavailable. Please note that all requests

are not guaranteed and have to be approved in writing by the operations manager.

Interview  

Would you be available for an interview in London (WC2B 5LQ)?   Yes      No  

If ‘No’, we will be able to conduct the interview via skype (with audio and camera) please confirm your skype address: 

Availability: Please let us know from what date you are available to interview and the final date you are available:

From                                                   To

About you



Title                          Last name                                                                 First name/s                                                                                               Male or Female?

Nationality                                                          Country of residence                                        National Insurance Number

Address 

Telephone number                                                                                   Email address

Do you require authorisation to work in the UK?   Yes      No   

If Yes, and you have received authorisation, what documentation do you have?                When does your current authorisation expire?

Do you require a residential option   Yes      No              Do you require a non-residential option   Yes      No  

Do you have use of a car for work?   Yes      No             Do you hold a current valid driving licence?   Yes      No    

Do you have a first aid certificate?   Yes      No             If Yes, what is the date of issue?

Do you have a current life guard qualification?    Yes      No     

Have you previously applied for a position with International House London?   Yes      No   

If Yes, when?   2017       2018       2019       Previous years  

If you were successful in obtaining a position, what was the position?

Wherever possible and reasonable we will make adjustments to help a person with a disability through the application and selection  

process. Please provide details below of any information you would like us to take into account with regards to your disability in order 

to offer you a fair selection interview:

Please declare any personal relationships with any IH London employees, agents or current students: 

Personal details 

Reasonable adjustments for disabled applicants 



Course title

Qualifications 

ELT qualifications or equivalent

Other qualifications

Space for additional education information, if required. If there are any gaps in your education history, please explain them here:

Centre name Course dates Grades



Employment history
Current or most recent employer                                                    

Previous employer                                                    

Previous employer                                                    

Please use this space to explain any gaps in your employment history

Employer’s address                                                    

Employer’s address                                                    

Employer’s address                                                    

Duties                                                    

Duties                                                    

Duties                                                    

Job title 

Job title 

Job title 

From                                                               To

From                                                               To

From                                                               To



Please tell us how well you match the personal specification, as outlined in the job description for the position, using any relevant 

experience gained from your current or previous employment as well as drawing on any skills from community, voluntary work or 

leisure interests. Also include here information about why you want the job and anything else you wish to say. Please make sure you 

address the job description fully. Failure to do so may result in your application being delayed. 

If you are a returning member of staff please use this space to comment on your gained knowledge and experience from working 

with us previously:

Personal statement  

It is IH policy to obtain two references for new and prospective staff members and one reference for returning staff members.  

References will be taken up after the interview. All job offers will be made subject to receipt of satisfactory references. Please give the 

name and address of two referees from which IH London can seek information regarding your suitability for employment. If you are 

currently employed, one of the references must be from your current employer; otherwise if must be from your most recent employer. 

If you are in or have just completed full time education one reference should be from your school, college or university.

Reference 1

References (For all staff, including returning staff)

Name                                                                                                               Job title

Organisation name and address 

Telephone number                                                                                   Email address

Reference 2

Name                                                                                                              Job title

Organisation name and address 

Telephone number                                                                                   Email address



Criminal records disclosure

Important additional information required

1 All staff are required to have a UK mobile number. Do you have one?    Yes      No   

 If Yes, what is it? 

2 All staff are required to have a UK bank account. Do you have one?    Yes      No   

 If you do not have a UK bank account then a fee up to £25 will be deducted from your salary per payment run. 

3 Please remember to attach and send your CV along with this completed application form.

4 How did you first hear about this vacancy?

 IH London website       Local press      Word of mouth    Other website    Please specify...

 National Press/Publication    Please specify...

 Other source    Please specify... 

Please tick this box to indicate that you do not have a disclosure to make     

Because of the nature of this post it is exempt from the provision of Section 4(2) of the Rehabilitation of Offenders Act (ROA) 1974 

by virtue of the Exceptions Order 1975. Therefore, you are required to disclose any criminal convictions, cautions, reprimands, final 

warnings or any other information that may have a bearing on your suitability for this post; this includes ‘spent’ convictions, criminal 

charges or summons pending against you.

You will be required to complete an Enhanced Disclosure and Barring Service Check and provide the details of two referees following 

a successful interview.

International House London complies fully with the Disclosure and Barring Service Code of Practice and undertakes to treat all  

applicants fairly. International House London undertakes to treat each case on its individual merits. Having a criminal record does not 

necessarily prevent an applicant from working for International House London; our decision will depend on the nature of the position 

and the circumstances and background of the offence.

This information will only be viewed by those who need to see it as part of the recruitment and selection process.

Please use the space provided to disclose information relating to any criminal convictions, cautions, reprimands, final warnings or 

any other information that may have a bearing on your suitability for this post; this includes ‘spent’ convictions, criminal charges or 

summons pending against you.



Equal Opportunities monitoring

We are committed to building a workforce that reflects the diversity of the local community, improving access to careers 

within the company. The following questions are optional but we would be grateful if you would complete them to help us 

monitor fairness and equality. All information given will remain confidential. We will not use personal information such as 

name or address when analysing the information you provide. The following information will be used only for this  

purpose; it will be separated from the job application. 

Full name                                                                                                 Post applied for

Please tick appropriate boxes.

Age 

Q1  What age group do you fall into?
18 or below     19-24     25-34     45-54       

65-74     35-44     55-64     75+      

Sex 

Q2   Are you male or female?       

Yes     No     Prefer not to say   

Disability 

Q3   Do you consider that you have a disability   
under the Equality Act?*    Yes     No  

*The definition of disability according to the Equality Act 2010 is:   
‘A physical or mental impairment which has a substantial and long-term  
adverse effect on his or her ability to carry out normal day to day activities’. 

Religion 

Q4   What is your religion or belief?
Prefer not to state     None Christian (Includes Catholic,  

Anglican, etc)     Sikh     Hindu     Muslim       

Other  

If ‘Other’, please specify 

Race and National Origin 

Q5   What is your race and national origin?
Examples include: White British, Black African, British Asian, 

Chinese, Gypsy, Latvian, Indian, Indian, Polish, Travellers, etc.)

Prefer not to state     Please specify

Marriage Status and Civil Partnerships 

Q6   Which of the following characteristics reflect  
your marital status?
Prefer not to state     Single     Married     Widowed      

Civil Partnership     Separated     Divorced    

  

Sexual Orientation 
Q7   What is your sexual orientation? 
Prefer not to state     Heterosexual (straight)      

Bisexual      Lesbian     Gay     Other      

If ‘Other’, please specify

I declare that the information I have given on this form is complete and accurate and that I am not barred or disqualified from  

working with children nor subject to any sanctions or conditions on my employment imposed by The Independent Safeguarding 

Authority, The Secretary of State or a regulatory body. I understand that to knowingly give false information, or to omit any relevant 

information, could result in the withdrawal of any offer of appointment, or my dismissal at any time in the future and possible  

criminal prosecution.

Signature                                                                                   

Or, check this box to confirm the declaration:   

Declaration (please read carefully)

Date

Print name


