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[bookmark: _Toc487453766]Application Form - Support Staff Vacancies
	Application for the post of 
	

	School
	

	PERSONAL DETAILS	

	Surname
	

	Forename(s)
	

	Title (Mr, Mrs, Miss, Ms etc)
	

	If you have previously been known by any other name, please specify
	

	Address

Post Code
	

	Home telephone	
Work telephone
Mobile telephone
	

	Email address
	

	Date of Birth*
	

	National Insurance Number
	

	*The Governing Body complies with the Equality Act 2010 and does not discriminate against job applicants on the grounds of age.  Date of Birth and other key dates are requested of applicants for identification purposes and to verify that a full education and employment history has been provided, in accordance with the statutory guidance from the DfE (“Keeping Children Safe in Education”).

	CURRENT OR MOST RECENT EMPLOYMENT

	Name of Employer
	

	Address 

Post Code
	


	Telephone Number 
	

	Position Held 
	

	Date Appointed 	
	

	Notice required
	

	Current Salary 
	

	Please give a brief description of the main duties of your current or most recent employment:




	PREVIOUS EMPLOYMENT HISTORY
Starting with your most recent employment (apart from that detailed above), list all paid employment, periods of unemployment and time spent out of employment whilst undertaking caring responsibilities since leaving school, college or university. You must provide explanations for any gaps or periods not in employment, training or education since leaving secondary education. Please include a continuation sheet if necessary.

	Employer
	Position Held and brief description of responsibilities 
	Start date
Month/ Year
	End date
Month/ Year
	Reason for Leaving

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	


We reserve the right to approach any of the previous employers/organisations listed in this section to confirm the details you have supplied
	PERIODS WHEN NOT WORKING

	Please give details below of any voluntary work you have not detailed above, or reasons for other periods of time when you have not been employed since leaving secondary education

	Start date
Month / Year
	End date
Month / Year
	Reason

	













	
	



	EDUCATION AND QUALIFICATIONS 
Please give details of your education and any qualifications obtained with most recent first. This should include any qualifications which you are currently studying for. You will be required to produce evidence for all your qualifications listed.
Where the post requires a specific Early Years qualification, it must meet the Department for Education’s criteria for counting in the early years foundation stage framework for staff/child ratios.  All full and relevant qualifications are listed on the DfE website: Early years qualifications achieved in the United Kingdom - GOV.UK (www.gov.uk)

	Institute/University/College/Secondary School
	Qualifications and Grades Achieved
	Date Awarded

	











	







	


	PROFESSIONAL MEMBERSHIPS
Please include memberships of any professional bodies. You will be required to produce evidence of any qualifications and memberships. Please list most recent award first. 

	Professional Body
	Memberships and Grades/ Levels Achieved
	Date Awarded/Membership Number

	





	
	

	PROFESSIONAL DEVELOPMENT RECORD (IN-SERVICE TRAINING COURSES)	
You may be required to produce evidence. Please continue on a separate sheet if necessary.

	Title of Training Programme/Course
	Date
	Awarding Body

	








	
	

	ADDITIONAL INFORMATION

	RIGHT TO WORK IN THE UK

	Are you eligible to work in the UK?
	[bookmark: Check1]Yes |_|
	[bookmark: Check2]No |_|

	Do you need a work permit to work in the UK?
	[bookmark: Check3]Yes |_|
	[bookmark: Check4]No |_|

	If yes, please give the date your current work permit expires?
	

	DISABILITY AND REASONABLE ADJUSTMENTS
The Equality Act 2010 states a person has a disability if they have a physical or mental impairment which has a long-term and substantial adverse effect on their ability to carry out normal day-to-day activities.  We will consider reasonable adjustments to enable disabled applicants to have equal access to employment opportunities. We are committed to the development of positive practices to promote equality in employment.  If you would like to declare your disability, please tick the appropriate box below.

	Do you consider yourself to be disabled?
	[bookmark: Check5]Yes |_|
	[bookmark: Check6]No |_|

	Is there any information that we need or reasonable adjustments you require in order to offer you a fair selection process (please describe)?
	

	RELATIONSHIPS

	Are you related to or in a close personal relationship with any Employee/Governor?
	[bookmark: Check7]Yes |_|
	[bookmark: Check8]No |_|

	If you have answered yes, please give full details here



	DECLARATION OF INTEREST / CODE OF CONDUCT
Employees must not allow personal and/or private interests to influence their conduct as employees. In particular, all applicants (and existing employees) are required to inform the Governing Body if they have any other current employment and also if they, their partner or close relatives have an interest in a private enterprise that may represent a conflict of interest. If the Governing Body considers that there is a conflict of interest (as a result of information disclosed) you will not be considered for employment. Non-disclosure of a possible conflict of interest could also result in any employment being terminated. Please detail any such information below.
Important:  Even if you have nothing to declare, please indicate this by writing “None” in the space below.(Should you require more space to write, please continue on a separate sheet of paper)

	

	REFERENCES
· References will only be sought for shortlisted candidates.  It is our policy to obtain references prior to interview.  If you have concerns regarding this, please contact us before submitting your application form.
· The first referee provided must be your present or most recent employer, unless you have not been in employment before.  If you are not currently working with children and young people but have done so in the past, your second referee must be that employer.
· If any of your references relate to your employment at a school or college your referee must be the Headteacher or Principal.
· If you are currently working with children, your present employer will be asked about any disciplinary offences relating to children (whether current or time expired), whether you have been the subject of any substantiated child protection concerns and, if so, the outcome of these investigations.  If you are not currently working with children but have done so previously, these issues will be raised with your former employer.
· Please do not name relatives or people acting solely in their capacity as friends as your referees.
· Other previous employers may also be approached for information, prior to interview, to verify details on your application form, such as particular experience or qualifications.
· Please Note: The school applies the exemption under Schedule 2 of the Data Protection Act 2018. This means that confidential references provided to the school by other and previous employers for employment purposes about you will not be disclosed in any circumstances. Therefore, if you make a Subject Access Request (SAR) any confidential references in your records or on file provided to the school by other and previous employers, will not be shared with you.



	REFEREE DETAILS (1)
	REFEREE DETAILS (2)

	Name of referee
		

	Name of referee
	


	Business/employer name
	

	Business/employer name
	

	Telephone Number
	
	Telephone Number
	

	Position in organisation
(if applicable)
	


	Position in organisation
(if applicable) 
	

	Address 



Postcode 
	





	Address



Post code 
	

	Email 
	

	Email	
	

	[bookmark: Check9][bookmark: Check10]May we contact this referee          Yes	|_|      No |_|
prior to interview?	
	[bookmark: Check11][bookmark: Check12]May we contact this referee          Yes |_|      No |_|
prior to interview?

	It is best practice to obtain references for shortlisted candidates prior to interview.
If you have indicated NO above, please note that satisfactory references will be required if you are the preferred candidate after interview and before starting employment.  Any delay in obtaining references may delay the employment start date.

	

SUPPORTING STATEMENT
Your application form is the only  means  we  have  to  judge  your  capability  and  potential  and  the information in it will be assessed against the criteria listed on the person specification to draw up a shortlist for the next stage of selection. No assumptions will be made about your experience.	
Please describe below how your experience, skills and knowledge, meet the criteria for the post as described in the person specification.  Make sure you address all the criteria on the person specification. (Please continue on a separate sheet if necessary)	

	

































































	ONLINE SEARCHES FOLLOWING SHORTLISTING

	In line with the statutory guidance document Keeping Children Safe in Education (2022) the school reserves the right to conduct online searches after the shortlisting process for any candidates who accept an invitation to interview.  The purpose of the online search is to uncover any information that may suggest the candidate is;
· A potential safeguarding risk
· Their appointment may damage the reputation of the school or;
· They are unqualified for the role they have applied for
No recruitment decision will be made solely on the basis of an online search and all relevant information uncovered will be discussed with the applicant on/or before interview.  No irrelevant information uncovered will be provided to the staff responsible for interviewing the job applicant.
All candidates will be treated consistently.  The same online search for all shortlisted candidates may be undertaken consisting of
· A Google search of the candidate’s name linked to their current employer, previous employer, educational institutions attended, previous job titles and news articles.
· A search of LinkedIn, Twitter, Facebook, Instagram and review of recent posts



	CHILD SAFEGUARDING INFORMATION
This post is exempt from the Rehabilitation of Offenders Act (ROA) 1974.  If you are appointed, you will be required to undertake an Enhanced Disclosure and Barring Service (DBS) check.  
If you are shortlisted for interview, you will be required to declare any cautions, convictions, reprimands or final warnings which are not protected (ie that are not filtered out*) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended).  You will also be required to disclose any other information that would suggest you may be unsuitable to work with children.  Having a criminal record will not necessarily prevent you from taking up an appointment; it will depend on the nature of the offence(s) and their relevance to the post for which you are applying.  However, should you not declare any of the above and this is subsequently revealed, for example through a DBS check, then this may place your employment in jeopardy.  Any information given will be treated in the strictest confidence and with due regard to the ROA and data protection legislation.
*Amendments to the Exceptions Order 1975 provide that certain spent convictions and cautions are “protected” meaning that they are not subject to disclosure to employers and cannot be taken into account.  All guidance and criteria on the filtering of these cautions and convictions can be found on in the DBS filtering collection on the Gov.uk website and further information on disclosing a criminal record can also be obtained from Nacro: www.nacro.org.uk
It is a criminal offence to apply for this role if you are barred from engaging in regulated activity relevant to children.
By completing this application form you agree that you will provide the above information if shortlisted.

	DECLARATION

	I declare that the information I have provided on this form is correct.
I understand that any offer of appointment and subsequent employment is conditional on this declaration and if my application is incomplete, untrue or inaccurate, then the Governing Body shall be entitled to withdraw any offer of appointment or terminate any contract of employment.
I will not approach any Governor or employee of the School in order to advance my appointment, as I understand this will disqualify me from consideration, other than if the advertisement invites me to contact a named individual.

Signature	                                                             Date

Print Name







[image: ][image: ]

[bookmark: _Toc487452432][bookmark: _Toc487453767]Confidential Equality Monitoring Form
The school is committed to equality of opportunities. To help us monitor this, please complete the information below. 
Please be assured that it will be treated confidentially, used for analysis purposes only and will contribute to the development of future recruitment practice aimed at equality. This section will not form part of your application and will be separated from the information provided to the Recruiting Manager.
	School:
	

	Post applying for:
	

	Name:
	



	Age:
	



	Gender:
	
	Male
	
	Female



	Nationality:
	


[bookmark: _Toc487452433]
[bookmark: _Toc487452434]Ethnicity: Please indicate your ethnic origin:
	A
	White
	B
	Mixed
	C
	Asian & Asian British

	
	British
	
	White & Black Caribbean
	
	Indian

	
	Irish
	
	White & Black African
	
	Pakistani

	
	Other White background *
	
	White & Asian
	
	Bangladeshi

	
	
	
	Other Mixed background *
	
	Other Asian background *

	

	D
	Black & Black British
	E
	Chinese or other group
	
	I do not wish to disclose

	
	Caribbean
	
	Chinese
	
	

	
	African
	
	Any other background *
	
	

	
	Other Black background *
	
	
	
	



	* Please indicate any other ethnic background:
		



[bookmark: _Toc487452435][bookmark: _Toc487452436]Sexual Orientation: Please indicate your sexual orientation:
	
	Heterosexual	
	
	Gay
	
	Lesbian

	
	Bisexual
	
	Other
	
	I do not wish to disclose



[bookmark: _Toc487452437]Disability
Disability is described by the Equality Act 2010 as a physical or mental impairment that has a substantial long term adverse effect on an individual's ability to carry out normal day to day activities.
Do you consider yourself to have a disability?
	
	Yes
	
	No
	
	I do not wish to disclose 



Religion or Belief: Please indicate your religion or belief:
	
	Buddhist
	
	Christian
	
	Hindu

	
	Jewish
	
	Muslim
	
	Sikh

	
	Any other religion
	
	No Religion
	
	I do not wish to disclose



[bookmark: _Toc487452438]

Thank you for completing this form.
[bookmark: _Toc487452439]Please return in a sealed envelope with your application form
[bookmark: _Toc487452440]The above information will not be shared with the selection panel.
[bookmark: _Toc487452441]This information will be retained, confidentially, and used for monitoring purposes only.



	School Office Use Only:

	Vacancy Reference
	

	Candidate Reference
	

	Shortlisted Y/N
	

	Appointed Y/N
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