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Dear Applicant

Thank you for the interest you have shown in working for Abraham Moss Community School.  Please note that employment with the school depends on a Disclosure and Barring Service Clearance being sought, your entitlement to work in the UK and on receipt of satisfactory references.

Please complete this form legibly and return it on or before the closing date specified in the advertisement.  Late applications will not be considered.  ONLY INFORMATION PROVIDED ON THIS APPLICATION FORM WILL BE CONSIDERED BY THE PANEL TOGETHER WITH A COVERING LETTER.  Curriculum vitae will not be accepted.  Candidates must outline clearly how their qualifications and experience meet the person specification.  All information given will be treated with the strictest confidence. Continuation sheets may be added if necessary.

We only contact people who are invited for interview.  So, if you haven’t heard from us within 4 weeks either by e-mail or letter after the closing date for applications, please accept that you have not been short listed and will not be asked for interview.

[image: M:\My Pictures\New Logo 1.png]Manchester Council operates an interview guarantee scheme for disabled applicants.  This means that we guarantee that all disabled people who meet the essential criteria for a post will be guaranteed an interview.  Job appointment will be on merit.

Yours sincerely
[image: ]
Mr A Shakos
Executive Headteacher 



	Post Details
Position:	Teaching Assistant, Level 3 – Primary Phase
Department:             	Support Staff
Closing Date:             no later than 9.00 a.m. on Monday 17 April 2023
Interview date:	TBC



Please return your completed application form to: 
n.taker@abrahammoss.manchester.sch.uk or by post 
FAO Ms Noeline Taker						
Assistant to Associate Headteacher
Abraham Moss Community School
Crescent Road
Crumpsall
Manchester
M8 5UF 
Guidance Notes for Completing your application form

Please ensure you complete the application form and have read the job description and person specification.  Your letter should be based on the information given in the person specification.

When you apply for a job in Abraham Moss Community School selection for interview is based upon the information you provide on the application form and covering letter.  With the application pack you will have:

A Job Description – this gives you details about the job.  It lists all the main tasks and duties which the postholder will be required to carry out.

A Person Specification – this tells you what qualifications, skills, knowledge and experience a person must have to be able to do the job.  These are listed as essential and desirable criteria.  In order to be invited for interview you must be able to show that you meet all the essential criteria and ideally all the desirable criteria.  Your accompanying letter should be based on the Person Specification.  However, if you do not meet some or all of the desirable criteria, you may still be invited for interview.  

Some points to bear in mind before you start

· Look carefully at the job description, person specification and application form.  Ask yourself why you are interested in the job and what qualifications, skills, knowledge and experience you have which would help you to do the job.  Do not copy the same application for a series of jobs.

· Make sure your application relates to the requirements of the job description and person specification.

· Please use the application form provided.

· When completed, read through your application form carefully and check that each section has been filled in.  If you have additional pages, please ensure that they are numbered and securely attached.  On each additional page you should also write down your name and the post title (should they become detached).

· Sign and date your form and make sure that it is sent in plenty of time to arrive before the closing date either by post or e-mail.

Need Further Assistance?

If you need any further assistance please contact Noeline Taker, using the details listed below:

Email: 	n.taker@abrahammoss.manchester.sch.uk; or
Phone: 	0161 532 5438


Application for employment


Position Applied for: Teaching Assistant (Level 3), Primary Phase

Personal Details

	Title (select as appropriate):
	Dr ☐ Mr ☐ Mrs ☐ Miss ☐ Ms ☐ Other (please specify)



	Surname(s):
	



	First name(s):
	



	Previous surname(s):
	



	Address:
	






	Post Code:
	



   
	Email Address:
	




	Telephone:
	Work: 
	Home:

	
	[bookmark: Text118]Mobile:       




	Where did you find out about this job?
	[bookmark: Text11]     



	National Insurance No*:
	[bookmark: Text136]     



	Date of Birth*:
	[bookmark: Text139]     







Gaps in Employment
To be completed as part of Safer Recruitment

	Please state how your time was spent with dates:
	From:
	To:

	e.g. raising family, unpaid voluntary work, after the age of 18









	
	

	








	
	






	


Employment Details 
To Be Completed As Part of Safer Recruitment

	You must list all the jobs you have had since leaving school; this is part of the safer recruitment policy.  Please continue on another piece of paper if you need to.

	Name of present employer and position held (Brief description):
	




	Dates of employment
	From: 	__  __  / __  __  / __  __  __  __
To: 		__  __  / __  __  / __  __  __  __

	Current salary
	

	Name of previous employer and position held (brief description): 
	


	Dates Employed:
	From: 	__  __  / __  __  / __  __  __  __
To:		__  __  / __  __  / __  __  __  __

	Reason for leaving (give brief description)
	


	Name of previous employer and position held (brief description):
	


	Dates Employed:
	From: 	__  __  / __  __  / __  __  __  __
To:		__  __  / __  __  / __  __  __  __

	Reason for leaving (give brief description)
	


	Name of previous employer and position held (brief description):
	


	Dates Employed:
	From: 	__  __  / __  __  / __  __  __  __
To: 		__  __  / __  __  / __  __  __  __

	Reason for leaving (give brief description)
	


	Have you ever taken Early Retirement or Voluntary Severance? 
	|_| - Yes - If yes, please supply details:
|_| - No 

	


Education and Training 
To be completed as part of Safer Recruitment

	Secondary Education

	School(s) attended:
	

	Dates attended:
	From: 	__  __  / __  __  / __  __  __  __
To: 		__  __  / __  __  / __  __  __  __

	Qualifications gained / subject passed & grades obtained:
	








	Further / Higher Education

	Name of University, Polytechnic / College
	


	Dates attended:
	From: 	__  __  / __  __  / __  __  __  __
To: 		__  __  / __  __  / __  __  __  __

	Full or part-time
	

	Qualifications gained / title
	


	Class of degree
	

	Date of Award
	



	Professional / Vocational Training

	Organising body / course title
	

	Dates attended:
	From: 	__  __  / __  __  / __  __  __  __
To: 		__  __  / __  __  / __  __  __  __

	Full or part-time
	

	Qualifications gained / title
	



Please detail your suitability for this position based on the information provided on the person specification, under the relevant headings, below stating when and where skills and experience were gained.  This can be on a separate letter to be submitted with your application form or list below how you meet the criteria of the person specification 

	Criteria 1 – Qualifications / Training:












	Criteria 2 -  Experience / Skills / Qualities gained in a paid or voluntary capacity:

































References:

You should give the name, address and designation of two referees one of whom should be your current employer (or most recent employer if you are unemployed).  If you do not currently work with children but have done so previously please include the employer’s details as a referee.  If you have not been employed before, you should give the name of a teacher or lecturer who knows you well enough to comment on your ability to do the job.  If you have no previous experience, have recently entered the country or the company you worked for has closed down, a reference from a non-employer (e.g. your doctor, your solicitor, your former lecturer) may be acceptable.  References from relatives, partners or friends will not be acceptable.  It is the policy of Manchester City Council not to accept elected members as referees.

	Please tick the box if you do not wish your referee to be contacted without prior consent 	 	

	Name:
	
	

	Job Title:
	
	

	Company:
	
	

	Address:
	
	





	E-mail:
	
	

	Telephone Number:
	
	

	Business / Character Ref?
	
	



	Please tick the box if you do not wish your referee to be contacted without prior consent 	 	

	Name:
	
	

	Job Title:
	
	

	Company:
	
	

	Address:
	
	





	E-mail:
	
	

	Telephone Number:
	
	

	Business / Character Ref?
	
	










Additional Information

Letter of Application
Please attach an accompanying letter explaining why you are applying for this post and how your experience, training and personal qualities match the requirements of the role as set out in the job description and person specification.  Please also include your surname and the title of the post you are applying to as the filename for the attachment.

Please tick you have completed your letter of application and attached to your application form:

Letter completed and attached				

General Information

Safeguarding
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Data Protection Act 1998
The Council maintains a Register Entry in respect of Staff Administration.  Personal information provided by you on this form and any others in connection with your application is treated in confidence and complies with the requirements of the Act.

Verification of Information 
The Council may verify information you have provided on the Application form (e.g. Qualifications, Skills, Knowledge, Experience and Salary) either prior to the interview or as part of the appointment process. This may involve contacting organisations or persons you have quoted on the form.  You will have the opportunity to make representations should any checks produce discrepancies.

Local Authorities Fraud Initiatives Notification
We must protect the public funds we handle and so we may use the information you have provided on this form to prevent and detect fraud.  We may also share this information with other organisations which handle public funds

Asylum and Immigration Act 1996
It is a criminal offence to employ a person who is subject to immigration control, unless they have documentation which permits them to work in the UK.  You should therefore be aware that we will make checks to ensure that you are eligible to work in the UK.

No-Smoking Policy
Abraham Moss Community School operates a No-Smoking Policy.




Important Notice to Applicants

Manchester City Council takes its duty of care to the people who receive services from us very seriously.

To ensure all reasonable care is taken, at least 2 references will always be taken from your most current employer and we reserve the right to take up references from any previous employers, or places where you have carried out voluntary work.

It is important, therefore, that you give exact names and current addresses of previous employers / voluntary work areas.  Please also advise us of any change to your name relevant to previous employment, ie known by your maiden name.  Failure to provide this information may result in any offer of appointment being delayed.

You may also be offered the job subject to an Enhanced DBS check and other relevant checks.  However, you may not be able to commence work, until these checks have been received.

This intensive procedure can take some time; however, I am certain you will appreciate the reasons why such stringent checks are made, and ask you to bear with us whilst they are completed.

I have not canvassed (either directly or indirectly) any councillor or employee of Manchester City Council and will not do so.

Data Protection Act 1998 applies. We will treat all information relating to your application in confidence. If you are unsuccessful, your form will be destroyed 6 months after the closing date although the Council reserves the right to add your details to our database of suitable candidates for other similar jobs.  We may also contact job seekers for recruitment research.


	I declare that the information I have given on this form is complete and accurate and that I am not barred or disqualified from working with children and / or vulnerable adults nor subject to any sanctions or conditions on my employment imposed by a regulatory body or the Disclosure and Barring Service. I understand that to knowingly give false information, or to omit information, could result in the withdrawal of any offer of appointment, or my dismissal at any time in the future.


Please sign the form*

	Signed   
	

	Date:


	Print Name:
	

	
	




*If you submit electronically you will be asked to provide a true signature if you are shortlisted.

Please get your application form in on time and
GOOD LUCK!


Equal Opportunities Monitoring – Self Classification Form

To Be Completed By Applicant

The information on this form will be treated in the strictest of confidence.  

	Ethnic Origin

Please tick one of the following. I am:

[bookmark: Check2]Bangladeshi				|_|  20

[bookmark: Check3]Chinese					|_|  30

[bookmark: Check4]East African Asian			|_|  35

[bookmark: Check5]Indian					|_|  40

[bookmark: Check6]Kashmiri					|_|  37

[bookmark: Check7]Pakistani					|_|  45

[bookmark: Check8]Vietnamese					|_|  55

[bookmark: Check9]Other Asian, please specify:		|_|  52


[bookmark: Check10]Black British				|_|  25

[bookmark: Check11]Caribbean					|_|  15

[bookmark: Check12]Somali					|_|  18

[bookmark: Check13]Other African				|_|  10

[bookmark: Check14]Middle Eastern				|_|  50

[bookmark: Check15]Other black, please specify: 		|_|  60


[bookmark: Check16]White and black Caribbean		|_|  65

[bookmark: Check17]White and black African			|_|  70

[bookmark: Check18]White and Asian				|_|  75

[bookmark: Check19]Other mixed origin, please specify:	|_|  80


[bookmark: Check20]Irish						|_|  85

[bookmark: Check21]White British				|_|  90

[bookmark: Check22]Other white, please specify:		|_|  95


Ethnic origin refers to members of an ethnic group who share the same cultural identity.  
This does not mean country of birth or nationality.
	
	

Disability

Are you a disabled person?

[bookmark: Check23][bookmark: Check24]|_| - Yes 	|_| - No

Meaning of disability

The council’s definition includes people with physical, mental or sensory impairments who experience, or have experienced, restrictions or discrimination in taking part fully in mainstream society.
----------------------------------------------------------

Sexuality

What is your sexual orientation?

[bookmark: Check25]Bisexual				|_|

[bookmark: Check26]Gay man				|_|

[bookmark: Check27]Gay woman / lesbian		|_|

[bookmark: Check28]Heterosexual / straight		|_|

[bookmark: Check29]Other					|_|

[bookmark: Check30]Prefer not to say			|_|

We are monitoring sexuality in order to demonstrate our commitment as an equal opportunities employer, to highlight any possible inequalities and remove any unfairness or disadvantage.




	
	

	Print Name 
	

	Signature:
	

	Date:
	




Application Form
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