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APPLICATION FOR EMPLOYMENT – SUPPORT STAFF
The School is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment. Please note that you are welcome to submit a CV, but you must still complete this application form with the requested information.
	Position applied for:
	

	Available to take up employment (date):
	

	Date of any holidays already booked:
	

	Where did you see this position advertised?:
	

	Section 1 – Personal Details

	Title:  Dr/ Mr/ Mrs/ Miss/ Ms
	Forename(s):
	

	Other:
	Surname:
	

	Address:

Postcode:
	Telephone Number(s):

Home:

Work:

Mobile:



	Email address:

	NI Number:
	Are you eligible for employment in the UK?

YES/ NO – if no please provide details.

	Are you related to, or do you maintain a close relationship with an existing employee, volunteer who works at the School, or Governor?

If YES, please provide details:



	HR USE ONLY
	Received:
	
	Acknowledged:
	

	Supplement Checked:
	
	Copied:
	Interview:
	YES / NO


	SECTION 2 – PRESENT/ MOST RECENT EMPLOYMENT
Please complete section 2 and 3 starting with the most recent employer and include details of all former employers since leaving secondary or tertiary education.  Please also indicate what you were doing during any periods of breaks in employment (for example: unpaid/voluntary work). Continue on an additional sheet for detailing all former employers (headed Supplement - Past Employment History)

	Current/most recent employer:
	

	Current/most recent employer’s address:
	

	Most recent job title:
	

	Start Date:
	Date employment ended  (if applicable):

	Brief description of responsibilities:



	Current salary / salary on leaving:
	Do you/did you receive any employee benefits?  If so, please provide details of these:

	Reason for seeking other employment:

	SECTION 3 – PAST EMPLOYMENT HISTORY:  

	Previous employer:
	

	Previous employer’s address:
	

	Previous job title:
	

	Start Date:
	Date employment ended (if applicable):

	Brief description of responsibilities:



	Current salary / salary on leaving:


	Do you/did you receive any employee benefits?  If so, please provide details of these:

	Reason for seeking other employment:


	Previous employer:
	

	Previous employer’s address:
	

	Previous job title:
	

	Start Date:
	Date employment ended (if applicable):

	Brief description of responsibilities:



	Current salary / salary on leaving:


	Do you/did you receive any employee benefits?  If so, please provide details of these:

	Reason for seeking other employment:


	Previous employer:
	

	Previous employer’s address:
	

	Previous job title:
	

	Start Date:
	Date employment ended (if applicable):

	Brief description of responsibilities:



	Current salary / salary on leaving:


	Do you/did you receive any employee benefits?  If so, please provide details of these:

	Reason for seeking other employment:


Please continue on a separate sheet of A4 paper if required and attach the information to this employment details form.

	Section 4 – Suitability:  Please give your reasons for applying for this role and say why you believe you are suitable for the position.  (Use the Job Description and Person Specification and describe any experience and skills you have gained in other jobs or similar environments, which demonstrate your ability and aptitude to undertake the duties of the post):




	Section 5 – Education:  Please start with the most recent and continue on a separate sheet if necessary:

	Name of Senior School / College / University attended:
	Dates
	Examinations (subject/results)

	
	From:
	To:
	Subject
	Result
	Date
	Awarding Body

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Section 6 – Other Qualifications, Skills or Training:  Please provide details of any other qualifications or skills that you possess, or training you have received which you consider to be relevant to the role and continue on a separate sheet if necessary.

	Name of Senior School / College / University attended:
	Dates
	Examinations (subject/results)

	
	From:
	To:
	Subject
	Result
	Date
	Awarding Body

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Section 7 – Interests:  Please give details of any interest, hobbies or skills that you could bring to the School for the purposes of extra curricular activity:




	Section 8 – Referees:  Please supply the names and contact details of three people whom we may contact for a reference.  These are likely to be past employers, one of these must be your current or most recent employer.  If your current/most recent employment does/did not involve working with children, then your second referee should be from the employer with whom you most recently worked with children, where this is applicable. These referees will be asked about any disciplinary offences/ concerns relating to children.  The referees should ideally not be related to you and should know you in a professional capacity. It is helpful to chooses referees from a variety of backgrounds. Please note that we will seek references on short listed candidates and may approach previous employers to verify particular experience or qualifications before the interview.

	Referee 1

Referee 2

Name:


School/Company:


Address:


Email address:
Occupation:


Telephone Number:


May we contact prior

to interview? 

Referee 3

Name:


School/Company:

Address:

Email address:
Occupation:

Telephone Number:

May we contact prior

to interview?


	Section 9 - Declaration

I declare that the information given on this Application Form (and CV if submitted) is true and correct, to the best of my knowledge.  I understand that providing false information is an offence which could result in my application being rejected or (if the false information comes to light after my appointment) summary dismissal, and may amount to a criminal offence.

I consent to the School processing the information given on this form, as may be necessary during the recruitment and selection process.  I understand that if my application is successful the information provided in this form (together with any attachments) will be retained on my personal file; if my application is unsuccessful, all documentation relating to my application will be confidentially destroyed after 12 months.

Signed:
Date:




PLEASE CONTINUE AND COMPLETE THE SUPPLEMENT TO THE APPLICATION FORM
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SUPPLEMENT TO APPLICATION FORM – Support Staff

This part of the Application Form contains information that will enable us to record and monitor information in connection with equal opportunities and our responsibilities towards child protection.  This information will be kept within the Human Resources Department and will only be released to those responsible for making the recruitment appointment, once the short-listing process has been completed.

	NAME OF APPLICANT:

	POSITION APPLIED FOR:
	DATE OF APPLICATION:

	DATE OF BIRTH:

	CURRENT DRIVING LICENCE:
None    Full    Provisional    HGV    PSV  (delete as applicable)

Date Licence obtained:
Do you have the use of a car?       YES / NO
Please indicate if your Licence has category D1 (minibus) on it:      YES / NO

Details of endorsements:  
(if none, write “none”).

	HEALTH

The School is an equal opportunities employer and welcomes applications from disabled candidates.  The purpose of the following questions are to ensure that the School complies with its obligations under the Disability Discrimination Act 1995 – for the purposes of this Act, a disability is defined as a physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities.

Do you consider yourself to be in good health?
YES / NO

If NO, please give details:

Do you consider yourself to be disabled?
YES / NO

Do you have any history of physical or nervous disorders, or alcoholism/drug addiction?
YES / NO
Please provide details here if you have answered YES to either of the last 2 questions:


Are there any special arrangements you might require to attend an interview?      YES / NO

If YES, please provide details here:



	If offered the position applied for, are there any arrangements or adjustments that the School would need to make to enable you to carry out the role?       YES / NO

If YES, please provide details here: 

Any offer of employment made by the School will be conditional upon the School verifying the applicant’s medical fitness for the role.  Therefore, if your application is successful, you will be required to complete a medical questionnaire which will be assessed by the School Doctor and medical team before any offer of employment is confirmed.  There may be occasions when the School Doctor will request your permission for access to your medical records and / or refer you to a specialist.

	DETAILS OF ANY CRIMINAL CONVICTIONS

Any offer of employment is conditional upon the School receiving a satisfactory Enhanced Disclosure from the Criminal Records Bureau (CRB).  If you are successful in your application you will be required to complete a CRB enhanced disclosure application form.  Any information disclosed will be handled in accordance with the Code of Practice published by the CRB.

The School is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions, reprimands and final warnings (including those which would normally be considered as “spend” under the Act) must be declared.  If you have a criminal record this will not automatically debar you from employment; each case will be fairly and objectively assess by the School in relation to the nature of the employment applied for, and the nature of the offence concerned.  Please note that any employer (where children are involved) being contacted for a reference, will be asked to declare if you have any disciplinary offences relating to children, including any where the penalty is time expired.  The employer will also be asked whether you have been the subject of any child protection concerns, and if so, the outcome.

Have you ever been convicted by the courts of any Criminal Court of any offence?
YES / NO

If YES, please give full details below:

Is there any relevant court action pending against you?
YES / NO

Have you ever received a caution, reprimand, or final warning from the police?
YES / NO

Have you ever been disqualified from working with children, been on List 99 or subjected to sanctions imposed by a regulatory body?
YES / NO

If YES to any of the above, please give details below (and continue on an additional sheet if necessary):






	DECLARATION:

I declare that the information given on this Supplement To Application Form is true and correct, to the best of my knowledge.  I understand that providing false information is an offence which could result in my application being rejected or (if the false information comes to light after my appointment) summary dismissal, and may amount to a criminal offence.

I consent to the School processing the information given on this form, including any “sensitive” information, as may be necessary during the recruitment and selection process.  I understand that if my application is successful the information provided in this form (together with any attachments) will be retained on my personal file; if my application is unsuccessful, all documentation relating to my application will be confidentially destroyed after 12 months.

Signed:
Date:


Once completed, please return the Application Form and the Supplement to the Application Form to:

The Human Resources Department, The Bursar’s Office, Church Street, Oundle, Peterborough, PE8 4EE

Telephone: (01832) 273434, Fax: (01832) 273564

Oct 2008
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