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  ALLERTON GRANGE SCHOOL                                                CONFIDENTIAL    
  LEEDS CITY COUNCIL                                                                                    

  TEACHING/SUPPORT APPLICATION FORM

Please return to:  Human Resources Department, Allerton Grange School, Talbot Avenue, LS17 6SF
or email to recruitment@allertongrange.com
Please use black ink/typescript when completing this form

	

	1.  Application for the post of
	
	Administrative Assistant – School Office
	

	    Closing date
	
	Midnight, 03 November 2024
	

	    Grade/Actual Salary 
	Grade B1 Level 4 to 6 (Pro rata £19,880 rising to £20,827) 
	

	


	2. Last Name                                                                                  
	
	  First Names
	

	

	     Title         


	
	Any Previous Last Names
	
	
	
	(as advertised)

	

	     Address
	                                                                                      Post Code:

	
	

	
	

	

	     Daytime

     Tel No.
	
	  Evening /Mobile

                Tel No.
	

	

	     E-mail
	

	


3.  Education and qualifications (If part-time study, state and give details throughout).  
     NB details of courses studied and not completed successfully must also be given.  
(a)  Secondary/Further Education
	Name of school/college
	Dates

mm/yy
	Subject and

Qualification
	Grade and date

awarded

	
	From
	To
	
	

	
	
	
	
	
	

	
	


(b)  Higher Education and Courses leading to other relevant qualifications

Such as those leading to qualified status or graduate status and to membership of professional institutions.

	Higher Education:

Establishments attended
	Dates

mm/yy
	Qualification obtained and
date of award
	Subjects

	
	From
	To
	
	Main
	Subsidiary

	
	
	
	
	
	

	(c)  Training and qualifications relevant to the job.  (Teaching Staff must provide details of QTS)
Please show here that you have the training and qualifications asked for in the person specification, including Apprenticeships and Membership of Professional or Technical Bodies
Year Awarded




	4.  Present appointment

School/College/

Employer
	


	
	
	

	Local Authority (if applicable)
	
	         Number on Roll

         (if applicable)
	

	
	
	

	Post Held (specify any additional allowances)
	

	
	
	

	(If part-time, please give details)
	
	    Date appointed
	

	
	
	

	Subjects, age groups taught or other responsibilities
	

	
	

	Notice required and/or date available if appointed
	

	

	Current Gross Salary £
	
	    Reason for Leaving
	

	


5.  EMPLOYMENT HISTORY 
· A FULL work history is required from when you left full time secondary education
· Most recent employment first 

· Please ensure continuity as detailed above
· A CV is not acceptable
	Name of Establishment or School (please state primary or secondary) and address
For periods of unemployment please state unemployed status e.g. unemployed, voluntary work etc
	Position held and main duties
For gaps in paid employment please provide a detailed overview of activity e.g. commercial experience, youth work, voluntary work, career break etc
	Reason for Leaving if applicable 
	Inclusive Period

(month and year)

From       To

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(c)  CONTINUING PROFESSIONAL DEVELOPMENT/TRAINING (appropriate to the role)  
	Course title
	Provider
	      Dates
      mm/yy

From      To
	Duration
Day(s)
	Course completed
	Award 

(if any)

	
	
	
	
	
	
	


6. STATEMENT IN SUPPORT OF APPLICATION.
Please provide evidence of how your experience, skills and abilities are relevant to your suitability for the post advertised and how you meet the requirements of the post and the person specification
Applicants should confine this to two sides of A4. An additional letter is not required.  

	

	


7.  CONFIDENTIAL REFERENCES (Please ensure referees know this reference is being requested)

     Please provide two referees that are not from the same organisation. One of whom, if employed, must be your present manager. For school based employment your referee should be the Headteacher. 

     Please note, references will be sought on short listed candidates and we may require additional references from any named establishment listed. Our references request the named contact to verify suitability, experience and qualifications. This will include questions on disciplinary offences relating to children including penalties that are “time expired” and any child protection concerns.  
	(1)  

Name

Job Title

Name of Organisation

Address

Work Tel No
Mobile Tel No 
Email address

Relationship to you
Referees will automatically be contacted if you are shortlisted for an interview.           

	
	(2)  

Name

Job Title

Name of Organisation

Address

Work Tel No 

Mobile Tel No
Email address

Relationship to you
Referees will automatically be contacted if you are  shortlisted for an interview.

	
	
	


8.  Further information (if applicable)
	National Insurance No.
	
	

	

	Teacher Reference Number 
	
	(7 digit number)

	

	Qualified Teacher Status                                                                                       YES / NO          Date:

	 

	Are you in receipt of a Public Service Pension                                                      YES / NO

	

	If you are returning to teaching have you been granted Infirmity Retirement 
by the Department of Education?                                                                           YES / NO          Date:                           


	

	Where did you see the advertisement for this post?
	

	
	


CRIMINAL CONVICTIONS - Rehabilitation of Offenders Act 1974

Applicants who are shortlisted will be required to provide details of any convictions, cautions, reprimands or final warnings as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order1975 (as amended in 2013). The amendments to the Exceptions order 1975 (2013) provide that certain spent convictions and cautions are ‘ protected’ and are not subject to disclosure to employers, these cannot be taken into account. The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.
Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website or see here.
Shortlisted candidates will be sent a self-disclosure form and asked to return this to recruitment@allertongrange.com prior to interview/assessment. Candidates will be asked to sign a copy of this Application Form and their self – disclosure prior to interview. Please see the Information for Applicants regarding what should be disclosed and what is protected under the Act and should not be disclosed. Further information and guidance can be found on the Disclosure and Barring Service website.
	

	Are you included in any list of people barred from working with children by the Disclosure and Barring Service (DBS) or the Teaching Regulation Agency (TRA)?  
	            YES / NO

	

	If Yes, please give details including dates, on a separate sheet, place the sheet in a sealed envelope marked for ‘The attention of the Director of HR: Section 9 - Additional Information’ and enclose it with this form.


PLEASE NOTE;

· If your application is successful, prior to taking up your post, you will be required to undergo a Formal Disclosure process through the Disclosure and Barring Service (previously CRB).  Unless you hold a portable DBS you will be required to complete a separate DBS application form and to provide a range of more than one piece of documentary evidence of your identity.

· Although a criminal record involving offences against children is likely to debar you from appointment of this type of post, the existence of other criminal convictions will not necessarily be a bar to employment.

· Any criminal record information arising out of the disclosure process will be discussed with you before any final decision is made about your employment.

· It is a criminal offence to apply for or accept a position (paid or unpaid) working with children if you are excluded from such work by virtue of a court order or exclusion by the DBS.

· Copies of the Council‘s policy on the employment of ex-offenders, the DBS Code of Practice and the school’s policy on criminal records checks are available on request. 
	


10.  Please state whether, to the best of your knowledge, you are related to any Council Member, Senior Officer of Leeds City Council or any Governor or member of staff at this school.  If YES, please give details.
	

	


11. Privacy Notice
The information detailed in this application form will be used in order to process your application and in line with the school’s Recruitment and Selection process. The lawful basis for processing this information is with a view to entering into a contract with you.

Your information may be shared with Leeds City Council in their role as data processor under the terms of the service level agreement where they have a legitimate business need to access it, and externally where required for the recruitment process, for example, in order to obtain references or where background checks are required. Your information will only be shared where necessary, and in accordance with data protection law.

If successful, this form will be retained on your personnel file and kept for a period of 6 years after the termination of your employment. Application forms submitted by unsuccessful candidates will be destroyed after six months from the date the post was appointed to.

For further information about how we use your data please see the school privacy notice on our website recruitment homepage http://www.allertongrange.com/working-for-us/vacancies/ 

Information regarding your rights in relation to your personal data are available via the Information Commissioner’s Office: www.ico.org.uk.  

Declaration

I confirm that the above information is complete and accurate and I understand that any offer of employment is subject to a) references which are satisfactory to the school b) a satisfactory DBS certificate and check of the Barred list c) the entries on this form proving to be complete and accurate and d) a satisfactory medical report, if appropriate.  I confirm that I have not been disqualified from working with children, cautioned or sanctioned in this regard.

Canvassing in any form, EITHER DIRECTLY OR INDIRECTLY, will be a disqualification.

	Signature of Candidate
	
	
	    Date
	

	


	This page is intentionally left blank.  

Please complete the Equal Opportunities Form on the following page 





EQUAL OPPORTUNITIES                                                                                                       CONFIDENTIAL
We promote diversity and want a workforce which reflects the people of Leeds. We will use your answers to monitor and check the fairness of our recruitment. Any information you provide will be kept confidential. You do not 

have to answer these questions and if you do not then it will not make any difference to your application.

Date of Birth:  
  /      / 

Male    [image: image1.wmf] 
Female    [image: image2.wmf]
Are you Disabled?           

Yes      [image: image3.wmf]
No            [image: image4.wmf]
Where did you see this post advertised?

Please identify your marital status:

Married   [image: image5.wmf]     Civil Partnership   [image: image6.wmf]     Co-habiting   [image: image7.wmf]     Single   [image: image8.wmf]     Other   [image: image9.wmf]
Please identify your religion:

Buddhist       [image: image10.wmf]     Christian   [image: image11.wmf]     Hindu   [image: image12.wmf]     Jewish   [image: image13.wmf]     Muslim   [image: image14.wmf]     No Religion   [image: image15.wmf]
Rastafarian   [image: image16.wmf]     Sikh           [image: image17.wmf]     Other    [image: image18.wmf]
Please identify your sexual orientation: (definitions below)

Heterosexual   [image: image19.wmf]      Lesbian   [image: image20.wmf]       Gay man   [image: image21.wmf]       Bisexual   [image: image22.wmf]
· Heterosexual – Someone who is attracted, emotionally and or physically, to persons of the opposite sex.

· Lesbian – A woman who is attracted, emotionally and or physically, to other women.

· Gay man – A man who is attracted, emotionally and or physically, to other men.

· Bisexual – Someone who is attracted, emotionally and or physically, to both sexes.

Ethnic Origin
(Please ‘X’ as appropriate)

	Asian or Asian Black                 Bangladeshi                        ( )
Indian Kashmiri                   ( )
Pakistani                             ( )
Other (Specify)


	Black or Black British

African                               ( ) 
Caribbean                          ()
Other (specify)   
	Chinese or Other Ethnic Group

Chinese                            ( )
Other (specify)          

	Mixed

White and Asian                  ( ) White and Black African      ( ) 
White and Black Caribbean ( )
Other (specify)


	White

British                                ( )
Irish

Other (specify)
	Gypsy/Roma/Traveller   ( )
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