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Support Staff Application Form  
       


 

Waverley School, Waverley Way, Finchampstead, Wokingham
Post Applied For:                                

Please complete this form clearly in black ink or typescript.  Please do not include a separate curriculum vitae. Please continue on a separate page if needed and indicate any continuation on this form.

1
PERSONAL DETAILS
	Surname: 
	
	First Name:
	

	Previous Surname:
	
	Any other previous name changes:
	

	Title:
	
	NI Number:
	

	Home Address:

Postcode:                                                             Email:

Telephone Number:                                             Mobile Number:




	2        EDUCATION & QUALIFICATIONS  (most recent first)
	


Please give details of secondary and further education including any GCSEs or “A” levels or equivalent vocational courses below:
	Dates attended from (mm/yyyy)
	To (mm/yyyy)
	Name of school/college/other institution
	Qualifications obtained and grade/level
	

	
	
	
	
	


Please give details of any Higher Education and equivalent courses below:

	Dates attended from (mm/yyyy)
	To (mm/yyyy)
	Name of school/college/other institution
	Qualifications obtained and grade/level
	

	
	
	
	
	


	3       TRAINING AND QUALIFICATIONS 

Give details of any other certificates with dates: Vocational training, Professional qualifications,    membership of Professional Institutions
	

	
	


	4      Employment Details – Current or Last Employment

	Name and address of current/most recent employer or college/school
	Job Title:                                                                   

	
	Start Date:                                                                   

	
	Notice Required:                                                         

	
	Date of Leaving (if applic):                                         

	
	Basic Salary:                                                               

	
	Allowances:                                                                  


	Please briefly outline your main duties and responsibilities or details of your studies if leaving education.

	


	Why do you wish to leave your present employment/why did you leave your last employment?

	


	  5     Employment Details – Previous Employment 




Start with most recent employment first. If necessary continue at end of application form until all employment history is shown.  

	Name of Previous Employer:                                  

	Post Held:                                                                                             

	Dates Employed From:                                       To:                                Salary:

	Brief details of duties and responsibilities:



	Reason for leaving:


	Name of Previous Employer:                                  

	Post Held:                                                                                             

	Dates Employed From:                                       To:                                Salary:

	Brief details of duties and responsibilities:



	Reason for leaving:


	Name of Previous Employer:                                  

	Post Held:                                                                                             

	Dates Employed From:                                       To:                                Salary:

	Brief details of duties and responsibilities:



	Reason for leaving:


6      FURTHER INFORMATION
The information in this section plays an essential part in the selection procedure.  It enables you to provide us with the additional information you consider relevant to your application.  Please use this space below to detail how you meet the job requirements. 

	


7      PERIODS NOT IN EMPLOYMENT OR TRAINING

You must account for every gap in employment or training since leaving Secondary School.  Please ensure you use this section and continue on another sheet of paper if necessary.

	Date
	Reason for Periods not in Employment or Training

	From
	To
	

	
	
	

	
	
	

	
	
	


8      REFEREES

Please provide details of two referees, who have recent professional knowledge of your work, one must be your present employer, or last employer if not currently employed.  References will not be accepted from relatives or from people writing solely in the capacity of friends. It is our policy to take up references prior to interview. If you have any concerns about this please contact us.
Present Employer

Name: ……………………………………………………………………………………………………

Position: ………………………………………………………………………………………………….

Address:
   …………………………………………………………………………………………..



   …………………………………………………………………………………………..

Post Code:
   ……………………  Telephone No: ………………………………………………….

E mail:             …………………………………….        Fax Number: ………………………………

Name: ……………………………………………………………………………………………………

Position: ………………………………………………………………………………………………….

Address:
   …………………………………………………………………………………………..



   …………………………………………………………………………………………..

Post Code:
   ……………………  Telephone No:  …………………………………………………

E mail:             …………………………………….        Fax Number: ………………………………
Do you give permission for us to contact your current employment referee without contacting you again?

Yes       No
9
FURTHER INFORMATION

Do you require a work permit to work in this country?       Yes       No     (circle as applicable)
Do you possess a valid full driving licence?                       Yes       No     (circle as applicable
10
DECLARATION OF CRIMINAL CONVICTIONS

This post is exempt from the Rehabilitation of Offenders Act 1974.  Under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 you are required to declare any information about convictions, past cautions or prosecutions pending.  If after interview it is decided to offer you the post you will be required to provide an Enhanced Disclosure from the CRB prior to confirmation of your appointment.
11
FOR PERSONS WHO ARE NOT BRITISH OR EU NATIONALS

If you have any conditions related to your employment please give full details below:

Data Protection Act 1998

Data Protection Act 1988: Your data will be processed by Waverley School in accordance with the UK Data Protection Act 1998.  We acknowledge the rights of individuals volunteering their data, particularly the sensitive personal information gathered during recruitment processes.  Your data may be shared within Waverley School for recruitment and administrative purposes, including diversity monitoring, but in all other cases Waverley will seek your consent before passing your details to a third party.  Application forms are kept on file for six months, after which time they will be securely destroyed.

Declaration:  I declare that the information I have given is, to the best of my knowledge, true and correct and may be stored and used in accordance with Waverley School recruitment and selection procedures.  I understand that canvassing or giving false information will disqualify my application or, if discovered after appointment, may be grounds for dismissal.

Signature:

Date:

Waverley School is committed to promoting and safeguarding the welfare of children and expects all staff and volunteers to share this commitment.  
PLEASE NOTE:  If you have not heard from Waverley School by the interview date (if a date is given) or by one month of the closing date we regret that your application has not been successful.

If you attach any additional sheets please remember to include your name and the vacancy reference number on each sheet.
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EQUAL OPPORTUNITIES MONITORING

PRIVATE AND CONFIDENTIAL

Waverley School is an equal opportunities employer and aims to ensure people are recruited, selected, trained
and  promoted on the basis of job requirements, skills, abilities and other objective criteria. The School will ensure
that no job applicant or employee receives less favourable treatment on the grounds of race, colour, nationality,

ethnic or national origins, sex, marital status, sexuality, disability, age, or is disadvantaged by conditions or
requirements which cannot be shown to be justified as being necessary for the safe performance of the job.

To ensure equal opportunities policies are being implemented and to comply with legislation please complete
the form below and return with the application form. The information will be used for monitoring purposes and will
not be available to those involved in the selection process.

	Post Applied For


	

	Full Name


	

	Gender


	

	Date of Birth


	

	Marital Status


	


	I would describe my cultural and ethnic origin as:

Please select the appropriate description to indicate your cultural background.



	White


	White/Irish/any other White background (please specify)



	Chinese or Other Ethnic Group
	Chinese/any other Asian background (please specify)



	Black or Black British


	Caribbean/African/any other Black background (please specify)



	Mixed


	White and Black Caribbean/White and Black

African/White and Asian/any other mixed race

background (please specify)



	Asian or Asian British


	Indian/Pakistani/Bangladeshi/any other Asian background

(please specify)




	The school seeks to make reasonable adjustments to the work environment and work practice in need to

promote the employment of people with disabilities. To assist us in fulfilling our obligations under the

Disability Discrimination Act 1995 please answer the following questions:

Do you consider you have a disability or impairment? Yes/No

(If yes, please provide details below)

Signed                                                                           Date




