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	APPLICATION FORM FOR SUPPORT STAFF POSTS

CONFIDENTIAL



	Post Applied For
	

	SECTION 1
PERSONAL DETAILS (please use block capitals for this section only)



	Last Name
	

	First Name(s)
	

	Title
	

	Previous Names
	

	Home Address (including postcode)
(Please provide a contact address if different)


	

	National Insurance Number
	

	Home Telephone Number
	

	Work Telephone Number
	

	Mobile Telephone Number
	

	Email Address
	

	Are you eligible to work in the UK

 FORMCHECKBOX 
  YES 
 FORMCHECKBOX 
  NO

If NO please specify your circumstances

(All successful applicants will be required to provide evidence of their entitlement to work in the UK)

	Health

Please note- If you are offered a post with Cleeve School it will be subject to a medical check.  



	SECTION 2

EDUCATION AND ACADEMIC QUALIFICATIONS


	School/College/Training/University
	From
	To
	Subjects, Qualifications, Grades, Honours

	Secondary Education

	
	
	

	Higher Education


	
	
	

	Any post graduate qualifications


	
	
	

	PROFESSIONAL DEVELOPMENT

(Please give details of courses relevant to this application and indicate any awards earned)



	Course Title
	Provider
	Duration
	Dates
	Awards (if any)

	
	
	
	
	


	SECTION 3

EMPLOYMENT/WORK EXPERIENCE



	Current Post Held (or most recent post held)
	
	Date Appointed
	

	Responsibilities held

(if applicable)
	

	
	

	Present salary details
	Total Salary

(if part time please specify FTE)
	£

	Date Left (if applicable)
	
	Reason for Leaving (if applicable)
	


	PREVIOUS EMPLOYMENT (please start with most recent)

Any gaps in employment should be recorded on page 4



	Employer Details

Position Held and Responsibilities (F/T or P/T)
	Period of Service

From          To
	Reason for Leaving

	
	
	
	


	PERIODS WHEN NOT WORKING

(Please give details of any voluntary work and other periods when you have not been employed)



	From
	To
	Reason

	
	
	

	SECTION 4

SUPPORTING STATEMENT



	Please use this space to give information in support of your application, giving your reasons for applying for this post.  Include any information which you consider relevant to this application, addressing the key areas in the job description and person specification.  You may wish to include reference to any interests that you have if relevant.
(Please ensure your name and the post you are applying for are included on any additional sheets used.)


	SECTION 5
REFEREES



	· References will only be sought for short listed candidates.

· The first reference must be your present or most recent employer.

· If you are currently working with children your present employer will be asked about any disciplinary offences relating to children, current and/or time expired; whether you have been the subject of any child protection concerns and if so, the outcome of these investigations.  If you are not currently working with children, but have done so previously these issues will be raised with your former employer.

· If you are not currently working with children but have done so previously the second reference must be that employer.

· Please do not give relative or people solely in the capacity as friends as a referee.
· Please note upon offer of appointment your referee will be asked to provide details about your recent attendance rates. 


	REFEREE 1
	REFEREE 2

	NAME


	NAME

	POSITION


	POSITION

	ADDRESS (including postcode)
	ADDRESS (including postcode)


	TEL NO


	TEL NO

	FAX NO


	FAX NO

	EMAIL ADDRESS


	EMAIL ADDRESS

	In what capacity do you know the referee?


	In what capacity do you know the referee?



	If you are known to either referee by any other name please give details




SECTION 6
DECLARATION

	This post is exempt from the Rehabilitation of Offenders Act 1974.  Consequently if you are appointed you will be required to undertake an enhanced Criminal Records Bureau check.  Therefore you will be required to declare ANY convictions, cautions and bind-overs you may have, regardless of how long ago they occurred, including those regarded as ‘spent’.  Having a criminal record will not necessarily prevent you from taking up an appointment, it will depend on the nature of the offences and their relevance to the post you are applying for.  However, should you NOT declare an offence that is subsequently revealed, eg through the DBS check, then this may place your appointment in jeopardy.

	Do you currently have any unspent convictions, cautions or bind-overs?

 FORMCHECKBOX 
  YES 
 FORMCHECKBOX 
  NO
If you are successful in being short-listed, you are required to declare any spent convictions at that time.

	Are you either on List 99, ever been disqualified from working with children or been subject to any sanctions imposed by a regulatory body (eg General Teaching Council)?


 FORMCHECKBOX 
  YES 
 FORMCHECKBOX 
  NO

	If you have answered yes to either of the above questions please provide details on a separate sheet in an envelope marked confidential.

	I declare that the information I have given on this form is correct and I understand that failure to complete the form fully and accurately could result in an incorrect assessment of salary, and/or exclusion from short listing, or may, in the event of employment, resulting disciplinary action or dismissal.  I understand that the information I have provided may be subject to checking.
SIGNATURE OF APPLICANT ………………………………………………………………….
DATE ………………………

	Thank you for your application.  Please enclose a stamped addressed envelope if you require acknowledgement of its receipt.  Otherwise, in the interest of public economy, only short listed applicants will receive further notification.


We are unable to give feedback on unsuccessful applications.

CONFIDENTIAL
EQUALITY MONITORING FORM

Please complete and return this form with your application.  The form will be separated from your application and used to monitor our recruitment and selection processes only.  Thank you.

	Name
	

	Post applied for
	

	Where did you see this position advertised?
	

	Cleeve School aims to be an equal opportunities employer, and selects staff on merit, irrespective of race, sex, disability, or age.  In order to monitor the effectiveness of our equality policy, the School requests that all applicants complete this form.  In accordance with the Data Protection Act 1998, the information you have provided will only be used for the purposes of equality monitoring.  The information will be used in summary form only and may inform improvements to our equality policy.


	Gender – please tick
	 FORMCHECKBOX 
  Female
 FORMCHECKBOX 
  Male

	Date of Birth
	

	Age – please tick
	 FORMCHECKBOX 
  16 – 25        FORMCHECKBOX 
  26 – 35        FORMCHECKBOX 
  36 – 45       FORMCHECKBOX 
  46 – 55        FORMCHECKBOX 
  56 – 65       FORMCHECKBOX 
 over 65

	
	
	Please tick one category

	Ethnicity

Local Authorities are required to monitor the ethnic group of their workforce.  These categories are recommended by the Commission for Racial Equality and are used in the population census.
	White British
	

	
	White Irish
	

	
	White – any other background, please write in:
	

	
	Mixed White and Black Caribbean
	

	
	Mixed White and Black African
	

	
	Mixed White and Asian
	

	
	Mixed – any other mixed background, please write in:
	

	
	Asian or Asian British Indian
	

	
	Asian or Asian British Pakistani
	

	
	Asian or Asian British Bangladeshi
	

	
	Asian any other background, please write in:
	

	
	Black or Black British Caribbean
	

	
	Black or Black British African
	

	
	Black or Black British – any other background, please write in:
	

	
	Chinese
	

	
	Any other background please write in:
	

	
	I do not wish to identify at this stage
	

	Disability
	Do you have a disability?
 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  I do not wish to identify

Definition of disability under the Disability Discrimination Act 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 and has lasted, or is expected to last, 12 months or more’.
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