





	
Support Staff Application Form 
Please complete and return this form to the Head, Mrs Sharon Maher, together with a covering letter indicating your interest in, and suitability form, this post. 


	Position applied for:
	






	
Personal Details 


	Title:
	

	Forename(s):
	

	Preferred Name:
	

	Surname:
	

	Former Name (e.g., maiden name):
	

	Current Address:
	

	Postcode:
	

	How long have you lived at this address? 
(If less than 5 years, please provide all previous addresses for 5 years with dates of habitation)
	

	Email Address:
	

	Mobile Number:
	

	Alternative Phone Number: 
(e.g., home, work)
	



	
General Details


	Do you hold a current enhanced child workforce DBS Certificate?
	Yes/No

	Do you have the DBS update service in place?
(If Yes, please provide DBS number and issue date)
	Yes/No

	Do you need a work permit for permanent employment in the UK?
(If Yes, please provide details)
	Yes/No

	Do you hold a current UK driving licence?
	Yes/No

	Are you a member of any professional bodies?
(If Yes, please provide details) 
	Yes/No






	
Secondary Education


	Name of School
	Dates Attended
	Qualification and Subject
(e.g., GCSE, A Level)
	Result
	Date of Award

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	
Further Education


	Name of University/College
	Dates Attended
	Qualification
	Result
	Date of Award

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	
Professional Development


	Name of Course/Training Provider
	Course/Training Name
	Result 
(if applicable)
	Date 

	
	
	
	

	
	
	
	

	
	
	
	



	
Current/Most Recent Employment


	Position:
	

	Date Started:
	

	Date Ended (if applicable):
	

	Employer’s Name and Address:

	

	Brief Description of Role:
	





	Current Salary:
Please indicate any allowances /responsibility points
	

	Notice Period:
	

	Reason for Leaving:
	



	
Career History
Please provide full details of all positions held of employment, self-employment and unpaid work since leaving secondary education.  Please list these in reverse chronological order. 


	Employer’s Name
	Dates Employed
	Position
	Brief Description of Role
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please provide explanations and dates for any periods not in employment, further education or training:






	
Leisure/Outside Interests


	Please list your personal interests/achievements:











	
Existing Contacts Within the School 


	Please confirm if you know any existing employee, volunteer or Governor at the school, and if so, please provide full details of how you know them: 






	
Supporting Statement


	Please give your reasons for applying for this post and explain why you believe you are suitable for the position.  Study the job description and person specification and describe any experience and skills you have gained in other jobs or similar environments which demonstrate your suitability and aptitude to undertake the duties of the post:















































  





	
References
Please supply details of two individuals, not related to you, from whom we may obtain references.  At least one must be your present or most recent employer.  If you are not currently working with children,  but have done so in the past, one of your references must be the employer by whom you were recently employed in work with children.  Please note, personal references will not be accepted.  Please be advised that we may approach referees prior to interview.  


	Referee 1

	Name:
	

	Job Title:
	

	Organisation:
	

	Address:
	

	Email Address:
	

	Telephone Number:
	

	In what capacity do you know the referee?
	

	May we contact this referee prior to interview?
	Yes/No

	Referee 2

	Name:
	

	Job Title:
	

	Organisation:
	

	Address:
	

	Email Address:
	

	Telephone Number:
	

	In what capacity do you know the referee?
	

	May we contact this referee prior to interview?
	Yes/No



	
Data Protection
The information you provide on this form will be used to process your application for employment.  The personal information that you provide will be stored and used in a confidential manner to help with our recruitment process.  More details as to how we will process your data is set out in the Recruitment Privacy Notice and Data Protection Policy. 

If you are successful in your application and take up employment with the school, the information will be used in the administration of your employment. 

We may check the information provided by you on this form with third parties.  




	
Declaration
As the job you are applying for involves substantial opportunity for access to children, it is important that you provide us with accurate answers.  You should be aware that the school will institute its own checks of successful applicants with the Disclosure and Barring Service (DBS), and, where appropriate, a check of the Barred List maintained by the DBS, and any offer of appointment will be made conditional on obtaining such satisfactory checks. 


	
I am aware that the post for which I am applying for is exempt from the Rehabilitation and Offenders Act 1974 and therefore, all convictions, cautions and bind-overs, including those regarded as ‘spent’, must be declared.

	Have you ever been convicted of a criminal offence? 
If so, please give details: note that ‘spent’ convictions must also be declared.  Although the DBS check will confirm the position, you should take this opportunity to advise us of any offences.  Please list dates of any convictions in a sealed envelope marked ‘confidential’.
	Yes/No

	Have you ever received a caution or bin-over? 
Please list details of any cautions of bind-overs in a sealed envelope marked ‘confidential’. 
	Yes/No

	Have you ever been dismissed, or forced to resign, from any previous employment?
If so, please give details. 
	Yes/No

	Have you been party to a compromise agreement in this or any previous employment?
	

	Do you suffer from any medical condition which may prevent you from giving effective, continuous service at Halstead Prep School?
If so, please give details.
	

	I have not been disqualified from working with children, am not named on the ISA Barred List/DfE List 99 or the Protection of Children Act List, and am not the subject to any sanctions imposed by a regulatory body, such as the Teaching Agency. 

	I declare the information I have given on this application form is accurate and true.  I understand that providing misleading or false information will disqualify me from appointment or if appointed, may result in my dismissal.

	Signature of Applicant:
	


	Date: 
	



















	
Equal Opportunities
This section of the form will be detached from your application and will be used solely for equality monitory purposes.  This form will be kept separately from your application.

Halstead Prep School recognises and is committed to ensuring applicants and employees from all sections of the community are treated equally regardless of race, gender, disability, age, sexual orientation, religion or belief, gender reassignment, marital and civil partnership status, or pregnancy and maternity. 

We welcome applications from all sections of the community. 

You are not obliged to complete this form, but it is helpful to the school in maintaining equal opportunities. 

All information provided will be treated in confidence and used as set out in the school’s Recruitment Privacy Notice and Data Protection Policy. 

Please complete the form as you feel is most appropriate for you. 


	Position Applied For:
	


	How would you describe your ethnicity?
Please highlight.

	White
	Mixed
	Black or Black British
	Asian or Asian British
	Chinese or Other Ethnic Group

	British
	White and Black Caribbean
	Caribbean
	Indian
	Chinese

	Any other white background*
	White and Black African
	African
	[bookmark: _GoBack]Pakistani
	Other ethnic group*

	
	White and Asian
	Any other black background*
	Bangladeshi
	

	
	Any other mixed background*
	
	Any other Asian Background*
	

	*please specify
	

	What is your gender?
	

	Date of Birth
	

	Do you consider yourself to have a disability?
If yes, please state the nature of the disability.
	Yes/No

	Religion
	

	Sexual Orientation
	

	How did you become aware of this vacancy?
Please delete as appropriate
	TES
Eteach
School Website
Word of Mouth
Other (please specify)
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