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APPLICATION FOR EMPLOYMENT

SUPPORT STAFF

PLEASE COMPLETE IN BLOCK CAPITALS 
	Position Applied For


	


	Surname

Mr/Mrs/Miss/Ms/other
(Please provide former name/s in brackets)


	

	Forename(s)


	

	Home Address


	

	
	

	
	

	
	

	
	

	Post Code
	

	Date of Birth
	

	Home Telephone No.
	 

	Mobile Number
	

	Email Address
	


	NI Number:                                                                        TRN Number (if applicable):
Please bring your passport to confirm your right to work in the UK and any relevant qualification certificates with you to your interview.



	How did you learn of this vacancy?



	Under the Data Protection Act 1998 your consent is required to process the information you have supplied for the purposes of recruitment and selection.  The information required is necessary for selection purposes and will be used by our school for the selection and verification process in connection with your application for this post.  Your name and contact details could be held electronically together with recruitment process monitoring.  Under the Data Protection Act 1998 you have the right of access to any electronically and/or manually held information.  By signing the declaration at the end of the application form, you give permission for your details to be used in this way.


PLEASE CONTINUE OVERLEAF

	2.  EMPLOYMENT HISTORY   (most recent first) Please explain any gaps in employment. All previous schools, hospitals or care homes employed at may be contacted for reference purposes.  You may send in a curriculum vitae in support of your application, however, please ensure that the application form is completed in full.


	Dates (Day/Month/Year)
	Contact Name and Full Address

& Tel No. of Company
	Positions

Held
	Pay on 

Leaving

(only required for present or most recent post)
	Reason

for Leaving

(notice period required for present  post)

	From
	To
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please continue onto a separate sheet if you do not have sufficient space on this page.

	3.   EDUCATION AND TRAINING


	General Education

	Dates
	Secondary School
	Examinations Passed with Results

	
	
	

	Further/Higher Education

	Dates
	College/University
	Qualifications Obtained with Results

	
	
	

	Additional Specialised Training, including any Membership of Professional Bodies

	Dates
	Training Organisations
	Training Course Details

	
	
	


	4.   OTHER

	Leisure, voluntary and other interests which should be considered in support of your application.  Please include any organisation where you have been involved with children or vulnerable people with dates and contact details. 



	5. REFERENCES
· References will only be sought for short listed candidates.  It is our policy to obtain references prior to interview.  If you have concerns regarding this, please let us know.
· The first reference must be your present or most recent employer.
· If any of your references relate to your employment at a school or college your referee must be the Head Teacher or Principal.  (If you are serving as a Head Teacher or Principal, or were previously employed as one, then your referee should be the Chair of the Governing Body).
· If you are a newly qualified teacher then one of your referees must be your college tutor.
· 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 may 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 relatives or people solely in the capacity as friends as a referee.
· Other previous employers may also be approached for information, before interview, to verify details on your application form such as particular experience or qualifications.


	REFEREE 1
	REFEREE 2

	Name:
	Name:

	Position Held:
	Position Held:

	Address:
	Address:

	
	

	
	

	Telephone:
	Telephone:

	Fax:
	Fax:

	Email:
	Email:

	Capacity known to applicant:
	Capacity known to applicant: 

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




	6. PEVIOUS EMPLOYMENT AT CATERHAM SCHOOL/DRIVING LICENCE

	Dates
	Position(s) held
	Reason for Leaving

	
	
	

	
	
	

	Have you any relatives working at Caterham School at present or any other personal connection with the school in a voluntary or paid capacity? YES/NO
If yes, give Details:



	Do you hold a current driving licence?  YES/NO
If yes, give details including any endorsements:




	7.    HEALTH

	You will be asked to complete a medical questionnaire and may be subject to a medical examination if your application is successful.


	Do you require any adaptations or equipment made available at an interview?  E.g. interpreter, literature in Braille, hearing equipment, help with stairs etc., please state.



	Please note that Caterham School complies with the Equality Act 2010 in accordance with its Equal Opportunities Policy.



	8. DECLARATION

	Please be aware the School applies for an Enhanced Disclosure from the Disclosure and Barring Services (DBS) for all positions at the School which amount to regulated activity. The role you are applying for meets the legal definition of regulated activity with children. If you are successful in your application you will be required to complete a DBS Disclosure Application Form. Employment with the school is conditional upon the School being satisfied with the result of the Enhanced DBS Disclosure. Any criminal records information that is disclosed to the School will be handled in accordance with any guidance and or code of practice published by the DBS.
The School will carry out a check of the Children’s Barred List. Please be aware that it is unlawful for the School to employ anyone to work with children if they are barred from doing so, and it is a criminal offence for a person to apply to work with children if they are barred from doing so. The declaration below therefore asks you to confirm whether you are barred from working with children.
The role you are applying for is also exempt from the Rehabilitation of Offenders Act 1974 and the school is therefore permitted to ask you to declare all convictions and cautions (including those which would normally be considered “spent”) in order to assess your suitability to work with children. If you are successful in being shortlisted for this role, you will be required to provide information about your suitability to work with children by completing a self-declaration form. In this form you will be required to provide details of all spent and unspent convictions and cautions. However, you will not have to disclose a caution or conviction for an offence committed in the United Kingdom if it has been filtered in accordance with the DBS filtering rules.

Having a criminal record will not necessarily prevent you from taking up employment with the School. Instead, the School will assess each case on its merits and with reference to the School’s objective assessment criteria.



	· I confirm that I am not named on the Children’s Barred List or otherwise disqualified from working with children  
· I confirm that I am not prohibited from carrying out ‘teaching work’ (do not tick this box if the role for which you are applying does not involve ‘teaching work’
· I confirm that I am not prohibited from being involved in the management of an independent school (do not tick this box if the role for which you are applying is not a management role)

· 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 8 

· I confirm that the information I have given on this application form is tru and correct to the best of my knowledge

· 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


	SIGNED:                                                                                        DATE:

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 at Section 8.



