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Employment Application Form
PRIVATE AND CONFIDENTIAL

	Important Information for Applicants

	
Thank you for your interest in working with us and we look forward to the opportunity of working with you.

Please note that all details provided on this application form will be handled with discretion. Any employment offer made will be conditional upon meeting statutory requirements, which include an Enhanced DBS check, satisfactory references, and valid documentation confirming your right to work in the United Kingdom.

To ensure a fair and consistent approach, we will only consider the information contained within this application form when shortlisting candidates.

In line with current government guidance, online checks will be carried out as part of the recruitment process. Applicants are expected to support the process as needed.

Thank you again for your interest. We look forward to hearing from you soon!



Kindly fill out this form completely 
	Position Applied for:
	



Personal Information 
	Title: 
	

	Forenames
	

	Surname:
	

	Previous Name(s):
	

	Address:
	

	Postcode:
	
	NI Number:
	

	Email Address:
	

	Home Telephone:
	
	Mobile: 
	



	Name of Next to Kin:
	

	Relationship to you:
	

	Contact Number: 
	

	Email: 
	

	Address: 
	



	Do you have an enhanced DBS check? If yes, please provide details below:

	Reference number: 
	
	Date
	

	On the DBS update service?
	
	Update service ID number?
	

	

	Please provide your Teachers Registration Number (if applicable): 
	



Do you:
	Hold a full driving licence?
	
	Have the right to ‘remain’ and ‘work’ in the UK?
	

	

	Do you give consent to the use of your email address for communication from Minerva May School? 
	

	Do you give consent for us to share your email address with our payroll provider?
	

	Are you related to anyone who works at Minerva May School? If yes, please provide details:
	



Education History  

Please give details of Secondary education (including GCSEs and A Levels) or 
equivalent vocational courses & Higher Education. Feel free to add additional boxes if needed.

Note: You will be asked to provide evidence of your qualifications—please bring copies of these to interview.

Secondary Education 
	School/College Attended:
	From/To (include Month and Year):
	Qualifications/with grades:

	
	
	

	
	
	



Further and Higher Education (College/university attended)
	University/College Attended:
	From/To (include Month and Year):
	Qualification(s) obtained:

	
	
	

	
	
	




Professional Qualifications
	Name of Awarding Body:
	Date From/To (include Month and Year):
	Qualifications/with grade/level:

	
	
	

	
	
	



Please list below, any short courses you have completed that may not have led to a formal qualification, or alternatively, attach your CPD training record/profile.

Other Training
	Name of Course
	Date Attended 

	
	

	
	



Employment History (including work experience) 

Please list your employment history in chronological order, starting with your current or most recent role. Include the name and full address of each employer, the position you held, and the exact dates of employment (day, month, and year, where possible). If there are any periods where you were not in employment, please explain the reason for each gap.
If you have lived outside the UK for more than one month, Minerva May School will require you to obtain a criminal background check from the relevant country or countries.

In line with Ofsted’s recommended procedures, Minerva May School may contact previous employers where roles involved working with children or vulnerable individuals. We may request details such as your job title, dates of employment, reasons for leaving, and confirmation that there were no safeguarding concerns during your time there.

Present/Most Recent Employment
	Job Title 
	Name and Address of Employer
	Employed From
	Employed To
	Reason for Leaving (RfL) / Salary 

	


Full Time/Part Time: 
	Name and Address: 


Email: 


Tel: 
	
	


	RfL:





Salary:


	Please give a brief description of current duties, responsibilities and achievements:







Previous employment with explanation of any gaps - continue on a separate sheet if necessary.  
	1 -Job Title 
	Name and Address of Employer
	Employed From
	Employed To
	Reason for Leaving (RfL) / Salary 

	


Full Time/Part Time: 
	Name and Address: 


Email: 


Tel: 
	
	


	RfL:





Salary:

	Please give a brief description of current duties, responsibilities and achievements:







	2 -Job Title 
	Name and Address of Employer
	Employed From
	Employed To
	Reason for Leaving (RfL) / Salary 

	


Full Time/Part Time: 
	Name and Address: 


 
	
	


	RfL:





Salary:

	Please give a brief description of current duties, responsibilities and achievements:







	3 -Job Title 
	Name and Address of Employer
	Employed From
	Employed To
	Reason for Leaving (RfL) / Salary 

	


Full Time/Part Time: 
	Name and Address: 


 
	
	


	RfL:





Salary:

	Please give a brief description of current duties, responsibilities and achievements:






	4 -Job Title 
	Name and Address of Employer
	Employed From
	Employed To
	Reason for Leaving (RfL) / Salary 

	


Full Time/Part Time: 
	Name and Address: 


 
	
	


	RfL:





Salary:

	Please give a brief description of current duties, responsibilities and achievements:







	5 -Job Title 
	Name and Address of Employer
	Employed From
	Employed To
	Reason for Leaving (RfL) / Salary 

	


Full Time/Part Time: 
	Name and Address: 


 
	
	


	RfL:





Salary:

	Please give a brief description of current duties, responsibilities and achievements:






Employment Gaps
	Explanation of gaps (if applicable):









Personal Statement 

Using the Job Description and Person Specification included in your Application Pack, please outline your reasons for applying to Minerva May School and explain your interest in this role. In no more than 1000 words, demonstrate your suitability for the position by highlighting relevant knowledge, experience, and skills that meet both the essential and desirable criteria. Wherever possible, use clear examples to support your application.
	











































Referees

· Please provide the names and contact information of two referees who can comment on your suitability for this role.

· One referee must be your current employer and should be a senior individual with the appropriate level of authority. If this is within a school setting, the reference must be verified by the Headteacher.

· If you are not presently employed, we will require a reference from your most recent relevant employment.

· If you are not currently working with children but have done so previously, your second referee must be your most recent employer where your role involved working with children.

· References from relatives or individuals who only know you in a personal capacity will not be accepted.

· If referee details are not supplied, we reserve the right to contact your current or most recent employer directly.

· If you are currently working with children, or have done so in the past, we will request information relating to any previous disciplinary matters involving children and/or any safeguarding concerns raised during your employment.

	Referee 1
	Referee 2

	Name:
	
	Name:
	

	Position:
	
	Position:
	

	In what capacity do you know this referee:
	
	In what capacity do you know this referee:
	

	Name of Organisation:
	
	Name of Organisation:
	

	Address of Organisation (inc postcode) 
	


Postcode: 
	Address of Organisation (inc postcode) 
	


Postcode

	Daytime Tel Number 
	
	Daytime Tel Number 
	

	Email 
	
	Email 
	



	Are you willing for references to be collected prior to the interview? 

Y/N please provide details below: 

	



Note: All references are verified with a telephone call.

Please sign below to confirm that you have contacted the referees listed above, that you are comfortable with us reaching out to them, and that they have the necessary authority to provide references on behalf of their organisation.

	
Signed:
	


	
Date:
	





Personal Disclosure 

The role you are applying for involves working with children and is therefore exempt from the Rehabilitation of Offenders Act 1974 (as amended in England and Wales). This means that you are legally required to disclose any police cautions, bind-overs, or criminal convictions, including those which would normally be considered ‘spent’ under the Act.

As such, you must declare any criminal convictions, cautions, or bind-over orders you may have, even if they are deemed ‘spent’ under the Act. You must also include details of any prosecutions that are currently pending.

	Rehabilitation of Offenders Act 1974
	Yes/No

	Do you have any unspent convictions or conditional cautions under the Rehabilitation of Offenders Act 1974?
	

	Do you have any adult cautions (simple or conditional), or spent convictions, that are not protected under the amended 2020 Exceptions Order of the Rehabilitation of Offenders Act 1974?
	

	Have you ever received a criminal conviction? If so, please provide further information.
	

	Have you ever been the subject of any investigation concerning child protection matters? If so, please give a brief summary.
	

	Are you currently the subject of any police or social care investigation, or do you have any pending charges or legal proceedings? If yes, please explain.
	

	Has anyone living with you or related to you ever been investigated for or found guilty of an offence involving children or vulnerable adults? If so, please provide more information.
	

	Have you ever been the subject of formal safeguarding or child protection procedures? If yes, please give further details.
	

	If you are a parent or carer, has your child ever been the subject of a care order, child protection plan, or been looked after by the local authority? If so, please explain.
	



If you have answered YES, please provide full details of any relevant offences, cautions, warnings, or pending prosecutions. This should include the nature of the offence, approximate date, and the court or police force involved. This information must be submitted in a separate, sealed envelope clearly marked ‘Confidential Disclosure’ and returned alongside your application form.

Please be aware that failure to disclose any convictions, cautions, warnings, bind-overs or pending prosecutions may result in your application being withdrawn or, if discovered after appointment, could lead to dismissal.

Data Protection Act 
In accordance with the Data Protection Act 2018, I give my permission for the information provided in this form, as well as any further details obtained by or on behalf of Minerva May Limited in relation to this application, to be used for the purposes of managing the recruitment process.

If my application is successful, the information will become part of my employment record and may be used by Minerva May Limited for legitimate business purposes, including measures to prevent and detect fraud. In this case, the relevant information will also be stored electronically as part of the organisation’s personnel records system.


Self-Declaration, Professional Conduct and Medical Information   

I confirm, to the best of my knowledge and belief, that:

· I am not included on the Children’s Barred List.
· I have never been cautioned, charged with, or convicted of any violent or sexual offences against children or adults, either in the UK or overseas.
· No legal orders have ever been made against me concerning the care or supervision of children.
· I have never had my registration cancelled in relation to providing childcare, running a children’s home, or been disqualified from involvement in private fostering arrangements.

I further declare that the information I have provided on this form is complete, accurate, and truthful. I am not barred or disqualified from working with children and am not subject to any conditions or restrictions placed on me by the Independent Safeguarding Authority, the Secretary of State, or any regulatory authority. I understand that knowingly providing false information or withholding relevant details may result in the withdrawal of any job offer or, if already employed, my immediate dismissal and potential legal action.
I have read and understood the above statements and acknowledge that failure to disclose any relevant information may lead to my summary dismissal.

Professional Conduct 
	
	Yes/No

	Have you ever been the subject of any disciplinary proceedings? If 'yes', please provide details:
	

	Have you ever been dismissed from any place of employment? If 'yes', please provide details:
	






Medical Information: 
	Please provide the name, address, and email of your doctor: 
	




	Please authorise (e-sign) that Medical Reference can be taken:
	






	How did you hear about Minerva May School?

	
Name of friend/agency/website/organisation
 
	





Application Declaration 
	I confirm that the details I have provided in this application are accurate. Should my situation change in the future, I agree to notify the Headteacher of Minerva May School if I am involved with the police or if I receive any criminal conviction.

	Signed: 
	
	Date:
	





Kindly submit your completed application form via email to christianprattjones@minervamayschool.org. 
You are welcome to password-protect the document and send the password in a separate email. 

Alternatively, you may return the form in person or by post to:
Christian Pratt Jones
Human Resources
Minerva May School
Dovenby Hall
271 Balcombe Road
Horley, RH6 9UU

Disclosure and Barring Service (DBS) Consent and Acknowledgement
The information provided in this application will be shared with relevant government and law enforcement agencies as required by law. These authorities will use the details to cross-check against their existing records, and if a match is found, the information may be shared with the DBS for inclusion on your certificate. This information may also be used to update records with these bodies and verify your identity for authentication.

I acknowledge that under the DBS Code of Practice, all registered bodies must treat applicants with criminal records fairly and avoid discrimination based on past convictions or other disclosed information. Registered bodies must also maintain a written policy on the recruitment of ex-offenders, which must be provided to applicants at the start of the recruitment process.

I confirm that I have been informed of and have access to Minerva May School’s policy on the recruitment of ex-offenders, equal opportunities policies, and the DBS Code of Practice (April 2009), provided at the beginning of my application process.
I understand that the information disclosed will only be used for the specific purpose for which it was requested, and I have provided full consent for this purpose.
I also acknowledge that unless my position allows Minerva May School to request details of my entire criminal record under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, they will only request information about ‘unspent’ convictions as defined under the Act. Amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order (2013 and 2020) state that certain convictions and cautions are considered ‘protected’ and should not be disclosed to employers. If disclosed, employers cannot take them into account. More guidance on this can be found on the Ministry of Justice website.

Declaration and Consent
I confirm that the information I have provided is accurate and complete, and I understand that knowingly providing false information is a criminal offence.
I consent to the DBS verifying the details I have provided against the specified data sources for identity verification and processing this application. The information provided may also be used for verification purposes by other organisations.
I confirm that the details provided are correct. Should my circumstances change in the future, I undertake to inform the Headteacher of Minerva May School if I become involved with the police or receive a conviction.

I understand that if my application is successful, I will be required to obtain an Enhanced Disclosure & Barring Service Check (DBS).

	Please sign below to acknowledge your understanding of the above statement.

	
Signed:
	



	
Date
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