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SUPPORT STAFF APPLICATION FORM 
POSITION APPLIED FOR:
PERSONAL DETAILS

	Surname:

All forenames:

Title:

Date of Birth:
Address:

Postcode:

Maiden name and any previous change of name(s)


	Home telephone number:

Work telephone number:

Mobile number:

E-mail address:



	National Insurance number 

	Nationality




RECRUITMENT POLICY
It is the policy of Holy Cross Prep School to employ personnel who, in their judgement, are best qualified for the post without any discrimination in favour of race, colour, gender, age or national origin.
EDUCATION:

Secondary Education:

	Schools attended and dates (mm/yy)
	Qualifications and Grades with dates (mm/yy)

	
	


Further or Higher Education:

(If applicable)

	College/University and dates (mm/yy)
	Qualifications and Grades with dates (mm/yy)

	
	


Training – Courses, Professional Qualifications, Seminars and Current Studies etc

	Subject
	Course content
	Qualifications with dates (mm/yy)

	
	
	


MEMBERSHIP OF PROFESSIONAL OR TECHNICAL ASSOCIATIONS (with dates)
OTHER SKILLS AND INTERESTS
EMPLOYMENT

Please supply a full history in chronological order with start date and end dates of all training/further education, employment, self employment and any periods of unemployment since leaving secondary education.  Provide where appropriate explanations for any periods not in employment, self employment, or further education/training and in each case any reasons for leaving employment.  Please use a separate sheet if necessary.
PRESENT POST
	Name of employer, post held, description of role
	 From

mm/yy
	To

mm/yy
	Salary
	Reason for leaving

	
	
	
	
	

	How much notice is required by your current employer?

	

	Earliest date when you would be available to start.


	


PREVIOUS POSTS IN CHRONOLOGICAL ORDER – MOST RECENT FIRST
	Name & address of employer, post held, description of role
	From

mm/yy
	To

mm/yy
	Salary
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SUPPORTING STATEMENT
Please give reasons for your application, details of previous experience and any other relevant information which demonstrate your suitability for this post.
REFERENCES

Please give the names of two referees to whom you are not related, the first being your present or most recent employer.  We reserve the right to request a reference from any of your other employers.  It is our policy to contact referees prior to interview wherever possible.
	Name:


	Name:

	Occupation:


	Occupation:

	Address:


	Address:

	Post code:


	Post code:

	Telephone number:


	Telephone number:

	Email address:


	Email address:

	In what capacity do you know this referee?


	In what capacity do you know this referee?

	May be contacted before interview   Yes / No

	May be contacted before interview   Yes / No


OTHER INFORMATION

Are you related to any member of the Trustees?      Yes□           No□
Are you related to any member of the school’s Advisory Body or staff?   Yes □          No□
If the answer is Yes to either of the above, please indicate the capacity in which they are known to you

DISCLOSURE OF CRIMINAL AND CHILD PROTECTION MATTERS

The Trustees are obliged by law to operate a checking procedure for employees who have substantial access to children and young people.

REHABILITATION OF OFFENDERS ACT 1974

See final page of application form.  If you have no convictions, simply enter ‘nil’.  If you have been convicted of a criminal offence, the details must be listed together with any pending criminal convictions.  Please also list any pending actions of court hearings against you.  Please return these details in a sealed envelope marked confidential to the Headteacher.

DISCLOSURE AND BARRING SERVICE

In the event of a successful application a Disclosure will be sought from the Disclosure and Barring Service (DBS) in relation to criminal and child protections matters.  

ASYLUM AND IMMIGRATION ACT 1996

In accordance with the Asylum and Immigration Act 1996, if short listed you will be required to provide documentary evidence that you are legally entitled to live and work in the United Kingdom.  You must therefore provide at the interview original copies of the official documents listed in the Preventing Illegal Working – Home Office Regulations May 2004 A Guide for Candidates.

Do you require a work permit to work in the UK?

Yes □     No □
RECRUITMENT MONITORING

Please circle one of the options below to confirm where you heard about this vacancy.

TES online



TES magazine



Eteach


IAPS Jobs



Guardian Jobs



Other, please specify_______________________

PRIVACY NOTICE
Please read the attached Privacy Notice which explains how the school collects, uses and shares (or “processes”) personal data of staff including prospective applicants, and your rights in relation to the personal data we hold.
CONFIRMATION OF SUITABILITY TO WORK WITH CHILDREN

By signing this application form, you confirm that you are not disqualified from working with children.  

DECLARATION

If it is found that any of the information you have given on this application form is false or if you have knowingly omitted or concealed any relevant fact about your eligibility for employment then your name will be withdrawn from the list of candidates.  If such a discovery is made after you have been appointed then you will be liable to be dismissed.
I hereby certify that all the information given by me on this form is correct to the best of my knowledge, that all questions relating to me have been accurately and fully answered and that I possess all the qualifications which I claim to hold.  Any false statement may be sufficient cause for rejection, or, if employed, dismissal.

Signed: ………………………………………………… Date: ……………………………
Once signed, this document will form part of the contract of employment of the successful candidate.
Please complete this section

I am aware that the post for which I am applying is exempt from the Rehabilitation of Offenders Act 1974, and therefore that all convictions, cautions and bind-overs, including those regarded as ‘spent’ must be declared.  I have not been disqualified from working with children, am not named on DfE Barred List or the Protection of Children Act List, am not subject to any sanctions imposed by a regulatory body and either [please delete as appropriate]:
PLEASE DELETE ONE OF THE FOLLOWING:

I have no convictions, cautions or bind-overs

OR

I have attached details of any convictions, cautions or bind-overs in a sealed envelope marked Confidential

Name (please print)
Signature

Date
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Holy Cross Preparatory School

Equal Opportunities Monitoring Form

Holy Cross Preparatory School pursues a policy of equal opportunity.  Our policy is to recruit and promote employees of the School, on the basis of their suitability for the position.  We aim to ensure that no applicant or employee is unfairly discriminated against as a result of gender, colour, ethnic origin, age social background, disability, religious or political beliefs, family circumstances or sexual orientation.

To help us ensure that our recruitment procedures give genuine equality of opportunity, please answer the questions below and return this form with your application form.  It will be detached from your application on receipt and the information will be used purely for monitoring purposes and will play no part in the recruitment process.

Thank you for your co-operation in completing and returning the form.

Surname:       ……………………….…………………………….………   Sex: Male/Female    

First Name:
……………………………………..…………………..…………………………..

Marital Status: 
    
Single / Married /Separated / Divorced / Widowed 

To which ethnic group do you belong?

English


White European

Other White


Caribbean


Other Black African

Black & any other                       








Ethnic Group



Indian


Pakistani


Bangladeshi



Korean


Hong Kong Chinese

Japanese



Sri Lankan Sinhalese

Sri Lankan Tamil

Other Ethnic Group


Other Mixed 


I do not wish to give this information



Background

Do you consider yourself to be disabled? 
Yes/No

If yes, please give details:
……………………………………….........................…………
Please let us know if any adjustments or support are required if invited for interview

Signed:
……………………………………………..     Date: ……...……………..……..
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