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	Support Staff Application for Employment 
Part A:  Personal Information

	Data Protection Act:  This information is being collected for the purposes of the recruitment and selection procedures. When you complete this document, you are providing your consent for the employer to hold and use personal information for these purposes. The information you provide may also be disclosed to relevant statutory bodies for their purposes. If you have a query or concern regarding this, please contact the Governors of the school in the first instance. *See further information at the end of this application form*
Safeguarding:  Derby Diocesan Academy Trust (DDAT) and DDAT2 are committed to Safer Recruitment practices and use a variety of methods throughout the selection process to ensure we are satisfied with candidate’s suitability, working with children within our schools. Upon offer of employment, we will apply to the Disclosure and Barring Service (DBS) for a disclosure, which will give details of a person’s criminal record and information held by the Department of Health and the Department for Education and Skills.  We will use the DBS to assess an applicant’s suitability for employment in all occupations and will comply with the DBS Code of Practice whilst undertaking to treat all applicants fairly. A copy of the DBS certificate will remain on the personnel file for the duration of the employment.


[bookmark: _Hlk63242329]
	Position applied for
	

	Name of School
	



	Section 1: Personal details 

	Title 
	

	Forename(s)
	

	Surname
	

	Former Name(s)
	

	Preferred Name
	

	Email address
	

	Telephone Number
	

	Alternative Telephone Number
	

	Address
	



	National Insurance Number
	

	Are you currently eligible for employment in the UK?
Please provide details. 
	

	If applicable, when does your eligibility to work in the UK expire?
	

	Do you have a disability? 
	






	Section 2: Education
Please start with the most recent e.g. Higher Education, Secondary School, Primary etc.

	Name of School/College/University
	

	Start Date
	

	End Date
	

	Subjects(s) 
	Result
	Date
	Awarding Body

	

	
	
	

	Name of School/College/University
	

	Start Date
	

	End Date
	

	Subjects(s) 
	Result
	Date
	Awarding Body

	

	
	
	

	Name of School/College/University
	

	Start Date
	

	End Date
	

	Subjects(s) 
	Result
	Date
	Awarding Body

	

	
	
	



	Section 3: Other vocational qualifications, skills or training
Please provide details of any vocational qualifications or skills that you possess or training that you have received which you consider to be relevant to the role for which you have applied. Refer to Person Specification – Qualifications for the ‘essential’ and ‘desirable’ qualifications required for the position

	



	Section 4: Current/most recent employment 

	Current/most recent employer
	

	Current/most recent employer's address
	

	Current/most recent job title
	

	Date started
	

	Date employment ended (if applicable)
	

	Brief description of responsibilities


	

	Current salary/salary on leaving
	

	Details of any employee benefits
	

	Reason for seeking other employment
	

	Please state when you would be available to take up employment if offered
	



	Section 5: Previous employment and/or activities since leaving secondary education. Be specific with dates and explanations for any gaps.   
This job will require an enhanced DBS and barring check, you must account for all the time since you left school.  Include any period when you were not in full-time work, education or training; for example, unemployment, voluntary work, raising a family, part-time work, education or training. Please continue on a separate sheet if necessary.

	Name and address of employer
	

	Start Date
	

	End Date
	

	Reason for leaving
	

	Job Title & description of responsibilities:

	


	Name and address of employer
	

	Start Date
	

	End Date
	

	Reason for leaving
	

	Job Title & description of responsibilities:

	

	Name and address of employer
	

	Start Date
	

	End Date
	

	Reason for leaving
	

	Job Title & description of responsibilities:

	



	Section 6: Interests
Please give details of any interests, hobbies or skills

	



	Section 7: Suitability
Please give your reasons for applying for this post and say why you believe you are suitable for the position.  Study the job description and person specification headings.  It will assist the shortlisting panel if you are able to evidence each competence required at application stage, describing any experience and skills you have gained in other jobs or similar environments which demonstrate your ability and aptitude to undertake the duties of the post.  Continue on a separate sheet if necessary.

	

















	Section 8: Recruitment

	The Trust supports the principle of equal opportunities and opposes discrimination on the basis of age, ability, sex, marriage and civil partnership, gender reassignment, race, disability, sexual orientation, religion or belief, pregnancy and maternity, and part time or fixed term employment. (Equality Act October 2010)
It is the Trust's policy to employ the most suitable personnel for each given role and to provide equal opportunity for the advancement of employees including promotion and training. 
All new posts within the Trust are subject to a probationary period. (The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment).
If your application is successful, the Trust will retain the information provided in this form (together with Part B:  References and Monitoring Information Form) on your personnel file.  If your application is unsuccessful, all documentation relating to your application will normally be confidentially destroyed after six months.

	Section 9: Declaration

	· [bookmark: _Hlk500853963]I confirm that the information I have given on this Application Form is true 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) disciplinary action, potentially summary dismissal and may amount to a criminal offence.
· 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 Trust processing the information given on this application, including any sensitive personal information (as defined by legislation) which is held on the monitoring form, which may be necessary during the selection / appointment process.
· I consent to the Trust making direct contact with the people specified as my referees to provide a reference prior to interview.  If consent is specifically withheld and a subsequent offer is made, this offer will be subject to the receipt of satisfactory references as well as other pre-employment checks.
Please note that if you submit your form electronically, you will be asked to sign a copy of this form if invited to interview.

	Signature:
	
	Date:
	

	* Data Protection
We will treat all information you provide in confidence and in accordance with the Data Protection Act 2018. We will hold it electronically and keep it secure. We will use it for the purpose of helping our recruitment process and for payroll and administration purposes if your application is successful. If you are a Jobcentre Plus client, we will disclose information to them for performance and monitoring purposes.

We will share it with other officers involved in the recruitment process including managers, human resource officers and departmental support employees. For senior appointments, this could also include Trustees and occasionally external assessors. We will not disclose it to other organisations or use it for any other purpose without your explicit consent.
If you are unsuccessful, we will usually destroy your application form and any other papers you have submitted six months after we have made the appointment. We will only hold information beyond six months with your consent.

Personal sensitive data
Under the Data Protection Act 2018 equality information such as ethnic origin, disability, sexuality, criminal convictions, is defined as personal sensitive data. The Trust is required by law to monitor this information as part of recruitment practices. Only those personnel who require this information as part of their job will have access to it. We will not disclose it to anyone else without your explicit consent unless we have to do so by law.

How is your information used?
Derby Diocesan Academy Trust (DDAT) Employees:
We may use your information to fulfil our obligations under your contract of employment with us and any associated Trust employment policies. This includes sharing your information with Government bodies as required by law, such as providing tax information to H M Revenue and Customs and salary information to the Court Service. This is to help us pay you correctly including sharing information about your pay and employment with other relevant bodies such as pension administrators, union bodies and employee benefits providers. This would include sharing relevant information with external training providers in support of your apprenticeship and personal development.

Any information we provide for equality statistics will be anonymised. 

Candidates:
Personal data such as full name, date of birth, address and National Insurance number is collected to allow us to feed your information into our HR/Payroll system should your application be successful. Other information such as employment history, duties and qualifications are collected to assess your suitability for the role, and to undertake pre-employment checks should your application be successful. Equalities data is also collected to allow for the completion of anonymised statutory returns and to inform any future recruitment campaigns. If you are successful we may use your information to set up a confidential secure record for you with campaigns.

Who has access to your information?
We may share your information with:
· Trust central staff, Headteachers/School Business Managers, Administrators and Internal Audit, to ensure we meet our statutory and contractual duties. This would exclude equalities data that is only accessible by HR colleagues.
· External organisation’s such as: HM Revenue & Customs, Disclosure and Barring Service, HM Court Service, Police Authority, Department for Education, Department of Work and Pensions, Pensions Administrators (Derbyshire Pension Fund for Local Government Pension Scheme, Teachers Pension and NEST), voluntary payroll deductions, Employee Benefits Provider, external auditors, Payroll/HR software providers, external organisation linked to TUPE legislation. This is for the purposes allowed by law as well as provision of information to pension administrators and other third parties payroll deduction where you are a member. These third parties include Government Departments, other Local Authorities and private sector companies, as allowed by law. This would include sharing relevant information with external training providers supporting your personal development or apprenticeship.

For further information about how your personal information will be used, please visit https://ddat.org.uk/gdpr where you can see a full copy of our Privacy Notice. Alternatively, you can request a copy by email from ddatadmin@DDAT.org.uk or by writing to Unit 3 Endcliffe Mount, Deep Dale Business Park, Ashford Road, Bakewell, DE45 1GT.



	References, Criminal Records Disclosure and Monitoring Information Form

	Data Protection Act:  This information is being collected for the purposes of the recruitment and selection procedures. When you complete this document you are providing your consent for the employer to hold and use personal information for these purposes. The information you provide may also be disclosed to relevant statutory bodies for their purposes. If you have a query or concern regarding this, please contact ddatadmin@DDAT.org.uk in the first instance. *see additional information on main application form*

Criminal Background Disclosure: The nature of this post means that it is exempt from the Rehabilitation of Offenders Act (1974) and requires that all convictions (including spent convictions) be declared. A conviction is not necessarily a bar to employment. However, should you fail to disclose a criminal conviction prior to appointment; this could result in disciplinary actions including dismissal. All offers of employment with the school are subject to a satisfactory DBS check. A Barred List check will also be undertaken if you will be engaging in ‘regulated activity’. More information is available on the DBS website.  Car parking or speeding offences may be disregarded.




	Name
	

	Position Applied for
	



	General Information

	Where did you find out about this vacancy?
	

	Please give details of any dates during the next four weeks when you would not be available for interview.
	

	Please tell us about any requirements you would like us to consider to ensure we offer you a fair selection process (eg. wheelchair access, sign language interpreter, additional reading time etc.)
	



	References
If you are currently working in a school, one of your references should be from the Chair of Governors and/or Headteacher at your school. If not currently working in a school, please give referee details from your most recent employment.  References from relatives or people writing solely as friends will not be acceptable. References will be contacted during the shortlisting process unless you give your express instruction not to do so.	

	
	First reference 
(current or most recent employer)
	Second Reference

	Name:
	
	

	Job Title:
	
	

	Organisation Name:

	
	

	Address:
	
	

	Email:
	
	

	Tel. No. (Pref Mobile):

	
	

	Contact (Yes/No):

	
	

	Criminal Record Disclosure

	An offer of employment is conditional upon the Trust receiving an Enhanced Disclosure from the DBS which the Trust considers to be satisfactory.  If you are successful in your application you will be required to complete a Disclosure and Barring Service Disclosure Application Form.  Any information disclosed will be handled in accordance with the Code of Practice published by the Disclosure and Barring Service (a copy is available from the Trust on request).
The Trust is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions and cautions that are not 'protected' under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013, (including those which would normally be considered "spent" under the Act) must be declared.   Amendments to the Exceptions Order 1975 (2013 and 2020) provide that certain spent convictions and cautions are 'protected' and are not subject to disclosure to employers, and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the Disclosure and Barring Service website.  Should you require further assistance on this, NACRO https://www.nacro.org.uk/news/nacro-news/dbs-filtering-regime-changes-to-comeinto- and Unlock https://hub.unlock.org.uk/wp-content/uploads/What-will-be-filtered-by-the-DBS.pdf are charities that help individuals understand what information on criminal record history they need to disclose in job applications.
If you have a criminal record this will not automatically debar you from employment.  Instead, each case will be assessed fairly by reference to the Trust's objective assessment procedure (a copy of which is available from the Trust on request). 

	Criminal Record Disclosure
	Yes
	No

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

	Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020? 
	☐
	☐

	Have you ever been known to any children’s services department or to the police as being a risk or potential risk to children?
	☐
	☐

	Have you been the subject of any disciplinary investigation and/or sanction by any organisation due to concerns about your behaviour towards children (disciplinary sanctions because of a conviction which is not disclosable under the Rehabilitation of Offenders Act, do not need to be disclosed)?  
	☐
	☐

	[bookmark: _Hlk62051618]Are you disqualified from working with children or subject to sanctions imposed by a regulatory body?   
	☐
	☐

	If 'YES' to any of the above, please provide details, including dates and penalties, on a separate sheet and send this in a sealed envelope marked "confidential" with your Application Form.

	Please give address details for all residences during the past 5 years, including those outside of the UK:

	



	Family or close relationships to employer or Governor
You are required to declare any family or close relationship to any existing employee of the Trust:

	



	Declaration
The information contained in this form is true and accurate. If after appointment, the application is found to be misleading or inaccurate, I understand that this may lead to disciplinary action and could result in dismissal. I consent to the use of this personal data for recruitment and selection purposes.

	Signed:
	
	Date:
	



This Trust is committed to safeguarding and promoting the wellbeing of all children, 
and expects our staff and volunteers to share this commitment.



































	Monitoring Information
This page is not mandatory, but will help the Trust monitor its obligations under the Equality Act 2010

	This form will be kept separate from the application upon receipt and will play no part in the recruitment process.



	Ethnicity
Please state what you consider your ethnic origin to be. Ethnicity is distinct from nationality and the categories below are based on the Census in alphabetical order.

	Asian
	Black
	Chinese 

	Indian
	☐
	Caribbean
	☐
	Chinese
	☐

	Pakistani
	☐
	African
	☐
	
	

	Bangladeshi
	☐
	
	
	
	

	Any other 
Asian background 
(please specify)
	
	Any other
Black background 
(please specify)
	
	
	

	Mixed
	White
	Other Ethnic Groups

	White and Black Caribbean
	☐
	English
	☐
	
	

	White and Black African
	☐
	Irish
	☐
	
	

	White and Asian
	☐
	Scottish
	☐
	
	

	
	
	Welsh
	☐
	
	

	Any other mixed background 
(please specify)
	
	Any other White background 
(please specify)
	
	Any other ethnic background (please specify):
	

	Rather not say
	☐



	Age

	24 & Under ☐
	25-34 ☐
	35-49   ☐    
	50-57       ☐
	58-64      ☐   
	65+      ☐  
	Prefer not to say ☐



	Disability

	The Equality Act (2010) defines a person as disabled if they have a physical or mental impairment which has a substantial and long-term (i.e. has lasted or is expected to last at least 12 months) adverse effect on one’s ability to carry out normal day-to-day activities. This definition includes such conditions as cancer, HIV, mental illness and learning disabilities. Do you consider yourself to have a disability according to the above definition?

	Yes ☐
	
	No ☐
	
	Rather not say
	☐



	Gender

	Male ☐
	Female ☐
	Non-binary  ☐
	Transgender F to M ☐
	Transgender M to F ☐
	Rather not say ☐



	Faith
Which religion do you most identify with?

	No religion
	☐
	Baha’i
	☐
	Buddhist
	☐

	Christian
	☐
	Hindu
	☐
	Jain
	☐

	Jewish
	☐
	Muslim
	☐
	Sikh
	☐

	Other (please specify)
	
	Rather not say
	☐



	Sexual orientation 
How would you describe your sexual orientation?

	Bisexual ☐
	Gay man ☐
	Heterosexual ☐
	Lesbian ☐
	Other  ☐
	Rather not say ☐
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