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“Where everybody matters”

SUPPORT STAFF APPLICATION FORM


Confidential
Application for the position of:
Name:

Please return your completed form together with a covering letter to:
Finchley Catholic High School 
Woodside Lane
Finchley
London, N12 8TA
OR
info@finchleycatholic.org.uk
Personal details

	Surname: 
	Title: 

	First Names: 
	Date of Birth: 

	Religious Denomination / Faith: 

	Address: 



	Telephone Numbers:- 
	Home: 
	Mobile: 
	Work: 

	Email Address: 

	How do you prefer to be contacted? 

	National Insurance Number: 

	Work permit details and expiry date, if appropriate: 




EDUCATION AND TRAINING

Please provide information about any education received in this country or abroad, academic and vocational qualifications obtained including degrees, in chronological order starting with the most recent. Please include postgraduate and professional qualifications. Please note that you will be required to produce evidence of qualifications attained.
	Establishment Attended

Full Name & Address
	Full or Part Time
	Qualifications, date award made and Awarding Body
	Dates Attended
Month / Year

	
	
	
	From
	To

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



PROFESSIONAL EXPERIENCE

Please provide details of experience in chronological order, starting with the most recent. If you are employed, this should include details of your present post.

	Name of Employer
	Address  
	Post held and responsibilities
	Dates Employed

Month / Year
	Salary
	Reason for Leaving

	
	
	
	From
	To
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	





SUPPORTING STATEMENT

Please provide a written statement, no longer than 2 sides of A4, detailing why you believe your personal qualities and experience are relevant to your suitability for the post advertised. Do not repeat information already provided in this application form. 

MEDICAL HISTORY
	How many days sickness absence have you had in the last 2 years? 
(Exclude maternity related sickness absence) 



	Please provide any details you feel are relevant: 




DISABILITY MONITORING 

The Disability Discrimination Act 2005, which came into force in December 2006, places specific and general statutory duties on all public authorities (e.g. local authorities; governing bodies of further and higher education institutions, colleges and universities; and governing bodies of educational established maintained by local educational authorities (including schools) to promote disability equality. In order to assist us with our statutory duties, we would be grateful if you could advise whether you have a disability. Please note that you are not obliged to disclose such information but that any information given will be used for monitoring purposes only. It will remain confidential and will not be passed to third parties.
The definition of disability is ‘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’. Some specific conditions deemed to be disabilities include HIV, cancer, multiple sclerosis and severe disfigurements.

	Do you have a disability, long-term illness (mental or physical), on-going medical condition or treatment that we should be aware of?
	
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	Please give brief details of your disability and any reasonable adjustments you anticipate we would need to make to your workplace or equipment to undertake the duties outlined in the job description or that you consider necessary to attend interview: 




If you are registered disabled, please state your number:...........................................................................
This does not form part of the selection process
REFERENCES
Please give the names and addresses of two referees (one of whom must be your present employer) N.B. if you are not currently working with children but have done so in the past the second referee should be the employer by whom you were most recently employed in work with children.  References will not be accepted from relatives or persons who only know you as a friend.

	Name: 
	Address: 

	Designation: 
	

	Telephone: 

Email Address: 
	

	Name: 
	Address: 

	Designation: 
	

	Telephone: 

Email Address:
	


Please note that we will contact the above referees if you are short listed for the post and seek references before interview.  Also in relation to work with children we will seek information about any past disciplinary issues relating to children and/or child protection concerns that you may have been subject to.  If you have any concerns about this please contact Mrs Nancy Scott to discuss these issues.
DISCLOSURE OF CRIMINAL AND CHILD PROTECTION MATTERS

Have you ever been the subject of any child protection concern either in your work or personal life, or disciplinary action in relation thereto, including any which is time expired?  YES / NO

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

I confirm that I am not disqualified from working with children and/or included on the DfES List 99.

Signature: .....................................................................

REHABILITATION OF OFFENDERS ACT 1974

Because of the nature of the work for which you are applying, this post is exempt from the provision of the Rehabilitation of Offenders (Exceptions) (Amendments) Order 1986.  Applicants are, therefore, not entitled to withhold information about convictions which for other purposes are ‘spent’ under the Provisions of the Act and, in the event of employment, any failure to disclose such convictions could result in a dismissal or disciplinary action by the Authority.  Any information given will be completely confidential and will be considered only, in relation to any application for positions to which the Order applies.  Information received from the police will be kept in strict confidence and will be destroyed immediately the selection process is completed.

If you have no convictions, simply enter “NIL”. If you have been convicted of any criminal offence, the details must be listed on a separate sheet of paper, together with any cautions or bind-overs, pending criminal convictions, any pending criminal actions or court hearings against you and enclosed with this form in a sealed envelope marked ‘confidential’.

	Date of conviction / pending hearing
	Offence
	Sentence

	
	
	

	
	
	


DATA PROTECTION ACT 1998

I hereby give my consent for personal information (including recruitment monitoring data) provided as part of this application to be held on computer or other relevant filing systems and to be shared with other accredited organisations or agencies in accordance with the Data Protection Act 1998.

Signature:............................................................................

DISCLOSURE AND BARRING SERVICE
In the event of a successful application an Enhanced Disclosure will be sought from the Disclosure and Barring Service (DBS) in relation to criminal and child protection matters.  A conviction will not necessarily be a bar to obtaining employment.

The school under arrangements introduced for the protection of children, always carries out a DBS check on all members of staff, refusal to comply with this will result in dismissal. Failure to declare a conviction may disqualify you from appointment, or result in dismissal if the discrepancy comes to light.
Please sign here if you agree that the appropriate enquiry may be made to the Disclosure and Barring Service (DBS) about the existence and content of any criminal record.
Signature:.............................................................................

RECRUITMENT MONITORING

Please state where (or how) you first learned of this vacancy.
DECLARATION

If you know 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.

Providing false information is an offence and could result in this application being rejected. If such a discovery is made after you have been appointed then you will be liable to be dismissed summarily.  
I hereby certify that all the information given by me on this form is correct to the best of my knowledge, that all the questions relating to me have been accurately and fully answered and that I possess all the qualifications which I claim to hold.

I acknowledge that it is my responsibility as the candidate, if invited for interview, to disclose any information to the panel which may affect working with children and/or vulnerable adults.


Signature: ......................................................................................

Date:...............................................................................................

Please provide details of any other qualifications:





If there are any periods of time that have not been accounted for in your application, for instance, period spent raising a family or of extended travel, please give details of them here with dates.








Please give details of any courses attended within the last three years, including dates.





If appointed, when could you take up duty?
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