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APPLICATION FORM
The Marchant- Holliday School Recruitment and Selection Policy Statement
The Marchant-Holliday School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Applicants for this post must be willing to undergo child protection screening, including reference checks with previous employers and a criminal record check via the Disclosure & Barring Service (DBS).
Please use black ink only
Job title:
Date of application:
Where did you see this vacancy advertised?

	

	
	
	
	

	 Teaching posts 
 only:         
	Qualified Teacher Status?
	Yes   |_|
[bookmark: Check6]No    |_|
	Teacher Reference Number:
	



	
1.
	
Personal Details: 

	
	Last Name / Family Name: 
	[bookmark: Text4]First Name(s):       
	Title: 

	
	[bookmark: Text6]Former Names (if any):     
	Date of Birth:
	

	
	Current Address:
	      


Resident From:
	Postcode: 

	


	
	Previous Addresses 
(if less than 5 years at current address)
	



	
	
	Resident From:                                                                          To:

	
	Telephone Number:
	
Daytime:
	                                
	
Evening:
	     

	
	Mobile Number:
	     
	Email Address:
	     

	
	NI Number:
	

	
	Valid Driving Licence:
	[bookmark: Check7][bookmark: Check8]Yes |_|     No:  |_|
	Any Endorsements/Disqualifications?
	[bookmark: Check9][bookmark: Check10]Yes |_|            No |_|

	
	Do you have the Right to Work in the UK?:
	Yes |_|       No |_|  Give details:




	
2.
	
Current or Most Recent Employment  

	
	Employer’s Name:
	

	
	Address:


Postcode:
	



	
	Post Title:
	     

	
	Date of Appointment:
(MM/YYYY)
	From:
	     
	To:
	

	
	
Summary of current job role; duties and main Responsibilities:
	


















	
	Reason for Leaving (if applicable):
	

	
	Period of Notice Required:
	

	Salary: £
	     

	Full-Time:
	[bookmark: Check3]   |_|
	Part-Time:
	|_|

	
	If unemployed, then please give a brief outline of your current situation / occupation (including any voluntary work): 










	
3.
	Previous Employment Since Leaving Full Time Education. Please start with the most recent, in chronological order.  
Please also give dates and an explanation for any gaps in employment, education or training since leaving school or full-time education.  Please give details of your activities during this time. E.g. unemployment, raising a family, studying (even if this is only for a week). Include paid/unpaid/voluntary work. Continue on separate sheet if required.  Please state day, month and year in all cases e.g.

	
	Dates
From (DD/MM/YYYY)
To (DD/MM/YYYY)

	Employer
	Post Held with Brief Outline of Duties
	Salary / 
Wage
	Reason for
Change

	
	16th June 2003-
30th September 2010

	Wessex catering


EXAMPLE

	Relief Sous chef providing holiday cover

	£28,000

	Relocation to Devon



	
	1st October 2010
3rd January 2011 

                                
	Unemployed
	Seeking employment following relocation          
	NA      
	Started new job at Tesco

	
	3rd January 2011
15th November 2019                                                                                                                                                                                                                  
	Tesco         
	Deli Manager -responsible for a team of 8. Food preparation, food hygiene & stock control  
	£ 36,000                                         
	Maternity and raising a family

	
	15th November 2019
Present
	NA
	Maternity and raising a family
	NA
	Return to employment

	
	Dates
From (DD/MM/YYYY)
To (DD/MM/YYYY)

	Employer
	Post Held with Brief Outline of Duties
	Salary / 
Wage
	Reason for
Change

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





	
4.
	
General & Further Education (including relevant Professional & Technical Qualifications - in chronological order)
e.g. GCSE, A-Level, NVQ, BTEC, Degree


	
	Dates  
From (MM/YY) 
To (MM/YY)
	School / College / University or Professional Body
	Subject Studied and Qualification/Level
	Grades / Levels 

	Dates Obtained

	
	















	
 
















































	
	
[bookmark: Text59]
	


	
	SHORTLISTED CANDIDATES WILL BE ASKED TO BRING EVIDENCE OF REQUIRED QUALIFICATIONS TO INTERVIEW



	
5.
	
Training e.g. short courses, personal development, special projects. (Please list only those courses relevant to this particular post.) 


	
	Date
	Nature/Course Title
	Duration of Course
	College or Organisation

	Brief Description of Course Content


	
	
     

	























	
     































	     
	



	6.
	
Membership of, or registration with, professional bodies

	
	Name of Professional Body
	Level/type of membership
	Reg. Number
	Renewal Date

	
	
	
	
	
















	
7.
	
Personal Qualities/Supporting Information

	
	
Please provide a statement of your personal qualities and experience; outlining any skills and knowledge relevant to the post for which you are applying, and how you feel you meet the requirements. It is important that you provide evidence in this section of how you meet the essential and desirable criteria set out in the person specification/job description. It is only information contained in this application which will help us decide whether you are shortlisted for interview.  
(continue on a separate sheet if necessary)

	
	











































































































































































	
	






























































	
8.
	
Leisure Activities/Hobbies Please provide details of any personal interests you are involved with.

	
	
     



















	
9.
	
References

	
	
Please give the names of people who could provide a reference regarding your suitability for the post for which you are applying.  One of these must be your current or most recent employer.  School / College leavers should give the names of lecturers / tutors / headteachers.  An applicant not currently working with children but who has done so in the past, should also give details of the last employer when working with children.  

You must not give friends, colleagues who are the same grade as you, or relatives as referees.


	
	Name:
	      
	

	
	Organisation:
	
	

	
	Job Title / Position:
	
	

	
	How do they know you?
	
	

	
	Address:
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Post Code:
	
	

	
	Tel. No:
	
	

	
	Work Email Address:
	
	

	
	May we request a reference prior to interview?
	Yes:         |_|
	No:           |_|
	[bookmark: Check2]Yes:           |_|
	No:              |_|








	
10.
	
Please declare any family or close relationship to existing employees or Governors at The Marchant- Holliday School: 

	
	
[bookmark: Check15][bookmark: Check16]YES  |_|              NO |_|
Please give details:


	11
	
Criminal Records Checks with the Disclosure and Barring Service

	
	
All posts within the School are exempt from the Rehabilitation of Offenders Act 1974.  If you have any spent or unspent criminal convictions or have any criminal proceedings pending against you, then please give full details as a separate document, clearly stating your full name, the reference number and the post title of the post for which you are applying. This document should be sent in an envelope marked “Private and Confidential” detailing your name, the post title and the reference number. As a result of amendments to the Rehabilitation of Offenders Act 1974 (exceptions order 1975) in 2013 and 2020, some minor offences are now protected (filtered) and should not be disclosed to potential employers and employers cannot take these offences into account.  Guidance and criteria on the filtering of these cautions and convictions can be found on the Ministry of Justice website.    This envelope will only be opened if your application is shortlisted; if you are unsuccessful at this stage, then this envelope will be destroyed unopened.

As all positions involve working with or in the vicinity of young children, the School is further obliged to carry out an Enhanced Disclosure & Barring Check, which will be done after a position has been offered and accepted, but before commencement of employment.
For further information please see our safeguarding policy on https://marchant-holliday.co.uk/about-our-school/policies


	
	Barred List Statement/Disqualification

I confirm that I  ………………………………………………………………………………………..     am NOT on the Children’s Barred List (barred from working with children), disqualified from working with children under the Childcare Act 2006, or subject to sanctions imposed by a regulatory body e.g. the Teaching Regulation Agency (TRA) and have:


    |_|       No convictions, cautions or bind-overs
    |_|       Attached details of record in a sealed envelope marked confidential.
              (Tick either box as appropriate)


	
	Signed:                                                                     
	

	Date:
	




	
12
	Online Information Checks

	
		
I give my consent for the School, or its nominated third-party agent, to carry out online checks for any information about me that is publicly available via the internet and social media channels. I understand that these checks will only be carried out if my application is shortlisted for interview and that information found which raises concerns about my suitability to work with children will be investigated and discussed further at interview.


	
	Signed:

	     
	Date:
	












	
13
	
Data Protection Act 2018 (General Data Protection Regulation)

	
	The information that you provide is used and processed according to the Data Protection Act 2018 (General Data Protection Regulation).
Marchant-Holliday School treats all personal information with the utmost confidentiality and we ensure adherence to the requirements of the Data Protection Act 2018 together with other relevant data protection legislation.  We will use the information provided by you on this form to assess your suitability for the role for which you are applying.  Also, in the event that you are appointed, we will retain this form, (together with any attachments) and evidence of pre-employment checks on your personal file.  If your application is unsuccessful, all documentation relating to your application (including electronic forms) will normally be confidentially destroyed after six months.  The only exception is if we have sought and obtained your agreement to retain your details on file for a longer period of time.


	
	Signed: 
	
	Date:
	


	
	Declaration 
I confirm that, to the best of my knowledge, the information provided in this document is correct and gives a fair representation of my qualifications and employment history. I understand and hereby give my consent to this information being used only for the purposes of recruitment and selection. I am aware that giving false information is an offence and could result in the application being rejected, or summary dismissal (if selected), and possible referral to the police.
Please note that, in submitting this form, you have accepted these terms, and agree to this Declaration.


	
	Signed: 
	
	Date:
	




	
15
	
Arrangements for people with disabilities

	
	
If you have a disability and have demonstrated in your supporting information that you meet the minimum (essential) criteria for the vacancy you will be invited for interview.

We will make reasonable adjustments to the recruitment and selection process (and to the job for successful candidates) if you let us know what your requirements are. Please see the School’s Accessibility Policy, Plan and Audit on the School’s website for more information about the school site. 

Do you have a disability?   Yes   |_|       No   |_|       

(For definition of disability please see the Recruitment Monitoring Form)
Are there any special facilities you would like us to provide to help you attend or participate in an interview, or to perform this job?   Yes   |_|       No   |_|       

If yes, please give details:






[image: A close-up of a sign  Description automatically generated]









	
16
	
Declaration

	
	 I confirm that the information I have given on this application form is true and correct to the best of my knowledge.
I confirm that I am not on the Children's Barred List, disqualified from working with children or subject to sanctions imposed by a regulatory body.
I confirm that I am not subject to a direction under section 142 of the Education Act 2002 or section 128 of the Education and Skills Act 2008 which prohibits, disqualifies or restricts me from teaching or being involved in the management of an independent school.
I understand that providing false information is an offence which could result in my application being rejected or (if the false information comes to light after my appointment) summary dismissal and may amount to a criminal offence.
I consent to the School processing the information given on this form, including any 'sensitive' information, as may be necessary during the recruitment and selection process.
I consent to the School making direct contact with the people specified as my referees to verify the reference.
I confirm that, to the best of my knowledge, I am not disqualified from working in early years provision or later years provision with children under the age of eight.
I acknowledge that it is my responsibility as the candidate, if invited for interview, to disclose any information to the interviewers which may affect working with children.
I understand that if short listed I will be required to complete a Self Disclosure form prior to interview
I understand that if short listed the School will undertake an on-line check.


	
	Signed:
	
	Date:
	

	
	Application process

	Please submit the application form to the following email address hr@marchant-holliday.co.uk

	
	

	
	Important 
	Where this form is submitted electronically and without signature, electronic receipt of this form by the School will be deemed equivalent to submission of a signed version and will constitute confirmation of the declaration.
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