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SUPPORT STAFF APPLICATION - CONFIDENTIAL (WHEN COMPLETE)


	ST JOHN’S COLLEGE

Grove Road South

Southsea

Hampshire 

PO5 3QW
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	Application for the post of:      



Instructions 

1. Please do not send a CV but complete this application form in its entirety. 

2. If completing the application form by hand, please use black ink. 

3. Return the completed application form, accompanied by a covering letter which explains your suitability and the reasons why you wish to be considered for the post, to:

The Headmaster’s PA, St John’s College, Grove Road South, Southsea, Hampshire 

PO5 3QW. 
Personal Details

	Title: 


	Surname: 


	Previous Surname:      


	Forenames:      


	Address:      


	Postcode:      
	Day Telephone: 
     
	Evening Telephone:

     

	Mobile Telephone:

     
	Email:      


	National Insurance Number: 
	     
	Nationality:      

	Do you require a work permit to work in the UK?
	Yes
	   
	No
	   

	Do you hold a clean Full UK Driving Licence?
	Yes
	   
	No
	   

	If NO, please provide details of endorsements:      


	Do you have D1 Minibus driving Licence?
	Yes
	   
	No
	   


Education and Qualifications

1. University / College

	Institution
	From
	To
	Subject

	Start with the most recent

	     
	     
	     
Qualification:      

	     

	     
	     
	     
Qualification:      


2. Secondary School
	Institution
	From
	To

	Start with the most recent

	     
	     

	     

	     
	     

	     

	     
	     

	A-levels (or equivalent)

	Subject
	Grade

	     

	     


	     

	     

	     

	     

	     

	     

	AS-Levels (or equivalent)

	Subject
	Grade

	     

	     

	     

	     

	     

	     

	     

	     

	GCSE (or equivalent)

	Subject
	Grade
	Subject
	Grade

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Please note that applicants invited for interview should bring 

their ORIGINAL certificates with them.

Present Post

	Job title:      


	Present Employer:      
 

	Starting Date:      

	Full or Part-time:      
	Salary:      

	Employer’s Address:      


	Notice Period:      

	Reason for Leaving:      


	Nature of post (including roles and responsibilities):      



Previous Employment History (Starting with the most recent post held)
	Employer:      

	From:

     
	To:

     
	Full / Part-time:

     

	Nature of post (including roles and responsibilities):      



	Employer: 

	From:


	To:


	Full / Part-time:



	Nature of post (including roles and responsibilities):      



	Employer:      

	From:

     
	To:

     
	Full / Part-time:

     

	Nature of post (including roles and responsibilities):      



	Employer:      

	From:

     
	To:

     
	Full / Part-time:

     

	Nature of post (including roles and responsibilities):      



Training and Qualifications

	Please give details of any Safeguarding training you have undertaken and when this was completed:      


	Please give details of any First Aid training you have undertaken and when this was completed:      


	Please provide details of any other work related training you have undertaken which may be relevant to this application:      



Activities and Interests

	Please give details of your personal interests and hobbies:      



Equal Opportunities / Medical / Disability
St John’s College complies with the Equality Act 2010. 
	Please give details of any known medical condition which may be relevant or which may prevent you from giving effective, continuous service.  If none, write ‘none’.
     


	If you consider yourself disabled, please indicate the nature of your disability and any reasonable adjustments which may be necessary in order for you to be able to carry out the duties of the post.  Please also indicate any help we can give to enable you to attend or participate in any interview. 

     



The successful candidate may be asked to undergo a medical examination at the College’s expense.
	Please give details of any existing links with St John’s College or current members of College staff:      



Safeguarding Children

The College is committed to safeguarding and promoting the welfare of children and young people. The Governors expect all College staff and volunteers to share this commitment. 
The College is obliged to request the following information in accordance with the Children Act 2004. Applicants are legally obliged to disclose any conviction or matter(s) that may be recorded on a DBS record. Declaring YES does not necessarily debar you from Appointment, unless the declaration is of any offence against children, but failure to do so could cause the Appointment to be rescinded. A prohibition check is also completed to check that Applicants are not subject to a prohibition order issued by the Secretary of State. 

	Have you any such declaration to make?      


	Please indicate if you are on a List 99, disqualified from working with children or subject to sanctions imposed by a regulatory Body. 

     



This post is covered by the Rehabilitation of Offenders’ Act 1974 (Exemptions) Order 1975 (as amended 2013) and therefore all Convictions, cautions and bind-overs, including those regarded as spent, must be declared. 

	Do you have any convictions, cautions, reprimands or final warnings that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)?
     



The Governors have a duty to undertake a Disclosure and Barring Service (DBS) check on all applicants whose post would give them substantial access to children at the College.
	Please confirm by your signature that you consent to a DBS check being carried out.  A refusal could prevent further consideration of your application. 

Signature:




It is a criminal offence to apply for or accept a position (paid or unpaid) working with children if you are excluded from such work by virtue of a court order or exclusion by the Department for Education, Department of Health or the General Teaching Council.
Referees 

Please give details of two referees. One of the referees should be your present or your most recent employer.  References from relations, testimonials, and open references are not acceptable 

	Referee 1
	Referee 2

	Name:      

	Name:      


	Relationship to applicant:      

	Relationship to applicant:      


	Position:      

	Position:      


	Organisation:      

	Organisation:      


	Can we contact this Referee at this stage?

     
	Can we contact this Referee at this stage?

     

	Address:      

	Address:      


	Telephone:      

	Telephone:      


	Email:      

	Email:      



Declaration

This application form is an important document that will be used to assess your suitability for the post, interview and for working with children at the College. It is vitally important that the information provided in this form is true and that you declare all material matters which may be relevant to the application. If these requirements are not followed and this is discovered following appointment, this would constitute grounds for dismissal.  
St John’s College reserves the right to check any of the details which you have provided in your application. Please certify by signing and dating the application that all details are correct, to the best of your knowledge.
	Signature: 

	Date:      


Data Protection Act 1998

St John’s College will use the information given for the purposes of recruitment and selection.  If you become an employee of the College the information will remain confidential.  It will be used for the purpose of personnel administration, including pay and pensions, and by designated staff only.  If you do not become an employee, the information will be destroyed after a period of six months. 

3. Additional Information

	Please use this section for any additional information you may wish to give.  
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