Educational Excellence for Life and Leadership

GAP YEAR PROGRAMME APPLICATION

INTERNATIONAL
SCHOOL

HONG KONG

Please submit your application form along with your academic transcripts and any other supporting
documents, such as your personal CV, to recruitment@harrowschool.hk.

Application deadline: Tuesday, 4 November.

PERSONAL DETAILS

Title: Surname: Forename(s):

Permanent address: Correspondence address (if different):
Postcode: Postcode:

Mobile telephone number: Home telephone number:

Nationality: Date of birth (dd/mm/yy): | Email address:

School name:

Address:

Postcode:




EDUCATION

Schools attended (name, type and location) from

the age of 11 (current school first)

Please give details of your public examination results and/or public examinations predictions.

GCSE subjects ‘ Grades ‘ Date
A-Level subjects ‘ Grades ‘ Date
IB Diploma subjects ‘ Grades ‘ Date



Please give details of any positions of responsibility you have held at school.

Details of the responsibility ‘ Date

School and external extra-curricular achievements (give details of any

relevant awards/prizes, sports teams, musical instrument grades, roles in
drama productions, DofE Awards, etc) and interests (hobbies, pastimes)




WORK EXPERIENCE, EMPLOYMENT AND VOLUNTARY WORK

Please provide details of any work experience, paid or voluntary work you have done (most recent

first).

Date from/to

Name of Employer/Organisation

Role

REFERENCES

Please give details of two referees from whom confidential references may be obtained and who have
agreed to their names being used. Unless there are good reasons to the contrary, one of the referees
should be your present Head teacher or his/her representative. Please be advised that we will contact
your referees and send them a reference form unless otherwise instructed by you. Referees will be
specially asked about your suitability to work with children and any disciplinary offences.

Name: Tel:

Position: Email:

School: Fax:

Name: Tel:

Position: Email:

School: Fax:

Do you have any family or close relationships to|Yes [ No [
existing Harrow School or Harrow International Schools .

employees or governors? If yes, please give details. Details:
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SUPPORTING STATEMENT

Please explain why this post is of particular interest to you and why you are suitable for it.




MEDICAL SELF DECLARATION

Are you suffering from or have been diagnosed
or treated for (example but not limited to)
epilepsy, heart disease, liver disease, cancer,
HIV, severe allergic reaction, hypertension,
diabetes mellitus, cerebrovascular disease,
bone or muscular diseases or any other serious
disease or condition? If yes, please provide
details.

Yes [ No []]

Details:

Are there any other physical or mental conditions
we should know about? If yes, please provide
details.

Yes [] No [

Details:

Are you currently taking any medication or
treatment regularly? If yes, please provide details.

Yes [] No [

Details:

How many days have you been absent from
school in the last 12 months?

On how many occasions? For what reason(s)?

__day(s)
___occasion(s)

Details:

Give details of any prolonged period of absence
at any stage in your school life.

Details:

SAFEGUARDING SELF DECLARATION

Have you ever been the subject of a investigation
bar, partial bar, warning or other action by a
secretary of state the Independent safeguarding
authority or any competent authority (including
police, arbitral body, governmental regulatory
authority or agency, domestic or foreign) in any
jurisdiction in relation to working with children,
sexual related crimes, unethical conduct, abusive
conduct or any other misconduct? If yes, please
provide details.

Yes [] No []

Details:

Were you the subject of any court order, judgment
or decree, which was not subsequently reversed,
suspended, or vacated? Do you have any
convictions, cautions, reprimands or final warnings
that are not protected as, for example, defined
by the (UK) Rehabilitation of Offenders Act 1974
(Exceptions) Order 1975 (as amended in 2013) by
S1 2013 11987 If yes, please provide details.

Yes [ No []

Details:




Do you have any convictions, charges, reprimands | Yes |:| No [
or criminal records in the UK? If yes, please provide

details. Details:

Do you have any convictions, charges, reprimands | Yes [] No [
or criminal records in any non-UK countries? If yes,

please provide details. Details:

Have you ever been subject to any disciplinary | Yes [ No []
sanction by any professional or regulatory body

or are you currently the subject of investigation by | Details:

such a body? If yes, please provide details.

Is there a current employment disciplinary finding | Yes [] No []
against you and / or are you currently the subject

of an employer’s disciplinary investigation? If yes, | Details:

please provide details.

Is there any other information we should know | Yes [] No []
about which may have a bearing on your suitability

to work with children or vulnerable adults? | Details:

Activities which could bring the reputation of the
School or profession into disrepute? If yes, please
provide details.




PERSONAL DECLARATION

| declare that the information given in the course of my application and in this form is correct and
complete to the best of my knowledge. | understand that if | knowingly give false information or
withhold any material information (the “Default”), the Employer has every right to rescind any verbal/
written offer of appointment and | acknowledge that | may be dismissed without any compensation at
the Employer’s sole discretion if the Employer becomes aware of the Default after | am appointed by
the Employer.

| am not disqualified from working with children or subject to sanctions imposed by a regulatory body/
barred list etc.

| acknowledge that | have read and understood the Personal Information Collection Statement (PICS)
in the Appendix and agree to the treatment of my personal data in accordance with the above-
mentioned document(s). | understand and agree to the transfer of my personal data outside Hong
Kong in accordance with the above-mentioned document(s). | acknowledge and agree that some
jurisdiction(s) where my personal data may be transferred to may not have in place data protection
laws which are substantially similar to, or serve the same purposes as, the applicable privacy laws of
Hong Kong or European Union, if applicable. | agree that this means that my personal data may not be
protected to the same or similar level as that in Hong Kong or European Union, if applicable.

| also authorise background investigation of all information and statements contained in this application
if | am considered for employment, and | hereby give my consent to the Employer or its delegate to
contact the referees listed above to release information regarding my employment and conduct for the
consideration of this employment/application.

PERSONAL INFORMATION COLLECTION STATEMENT (PICS):
INTRODUCTION

This Personal Information Collection Statement (“PICS”) applies to all job applicants and employees of
Harrow International Management Services Limited, Harrow International Schools, Harrow Innovation
Leadership Academies and Harrow Little Lions Early Years Centres and/or its subsidiaries (together
“the Employer”).

As part of its relationship with you, the Employer collects and processes any personal information about
you. The Employer is committed to being transparent about how it collects and uses that information
and to meeting its information protection obligations.

COLLECTION OF PERSONAL INFORMATION

The Employer collects a range of information about you in connection with your relationship with
the Employer. This may include, but is not limited to:

¢ personal details including but not limited to name, address and contact details, including email
address and telephone number;

¢« details of your qualifications, skills, experience and employment history;

¢ information about your past and current level of remuneration, including benefit entitlements;
and

¢ information about your entitlement to work in the host country.

This information is collected from you when you decide to apply for a job, enter an employment
relationship with the Employer, terminate your employment with the Employer or request to utilize
a service offered to its subsidiaries. The Employer may collect this information about you, with your
consent, when required by applicable law. The information might be contained in application forms,
CV’s or resumes, obtained from your passport or other identity documents, collected through
interviews or other forms of documents or consent.

You agree for us to collect personal information about you from third parties, such as references
supplied by former employers and referees. We will seek information from third parties only once a
job offer to you has been made or with your consent. Information will be stored in a range of places,
including on our recruitment portal, in HR management systems and on other Employer’s systems
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including email. Information obtained on physical copies will be stored in a lockable document
storage cabinet to protect its confidentiality and security.

USE OF PERSONAL INFORMATION

The Employer may collect, use, or process information where necessary: a) to consider your
application at your request before entering a contract with you; and b) to perform its obligations
under an employment contract or agreement with you, or other request or transaction requested
by you. In some cases, we may need to process information to ensure that we are complying with
legal obligations. Failure to supply any personal information requested by the Employer may result
in the Employer being unable to process your employment application.

The Employer has a legitimate interest in collecting and using personal information: a) during the
recruitment process and for keeping records of the process; and b) during your employment with
the Employer and for keeping records after termination of your employment with the Employer
The collection and use of personal information are essential in connection with the conduct of its
human resources and business functions. The Employer uses such personal information for:

¢ Managing the recruitment process;
e Determining eligibility for employment or engagement;
¢ Managing employees’ work-related benefits and performance management;

¢ Maintaining our Employer, family of schools, employees and students’ security, health, and
safety, including the performance of internal audits or investigations;

¢ Complying with labour and employment statutes and other applicable law; and

¢ Monitoring recruitment or employment related statistics to carry out its obligations and exercise
specific rights in relation to employment.

DISCLOSURE OF PERSONAL INFORMATION

All personal information held by the Employer will be kept confidential, but the Employer may,
where such disclosure is necessary to satisfy the purpose, or a directly related purpose, for which
the information was collected, provide such personal information with the following recipients:

Asia International School Limited, its family of schools, its subsidiaries and affiliates; Agents or third
party service providers who provide administrative, computer or other services to the Employer;
and Public and Governmental Authorities.

We may also need to share your personal information as required to respond to lawful requests and
legal processes; to protect our rights and property and those of our agents, customers, and others,
including to enforce our agreements and policies; and in an emergency, to protect the Employer
and the safety of our students, schools, and employees or any third party.

PROTECTION of PERSONAL INFORMATION

We take the security of your information seriously and properly in accordance with the requirement
of the law. We have internal policies and controls in place to ensure that your information is not lost,
accidentally destroyed, misused or disclosed, and is not accessed except by our employees in the
proper performance of their duties.

If your personal information is shared with a third party, the Employer will require that the third party
use appropriate measures to protect the confidentiality and security of your personal information.

The Employer will only retain your personal information for the duration necessary for the purposes
of processing as identified by the Human Resources Department, unless there is a legal requirement
to maintain it for a longer period.



YOUR RIGHTS

As an information owner, unless otherwise specified by this notice or laws, you have the right to:
e access and obtain a copy of your information on request;

e rectify or correct inaccurate or incomplete personal information;

e require the Employer to submit your personal information to yourself or a designated person;
and

e object to the collection, use or disclosure of your information at any time.

If you would like to exercise any of these rights, please contact the Human Resources Department
at recruitment@harrowschool.hk.

E-Signed: Date:
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