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Employment Application Form

Please note:
For safeguarding purposes this application form must be completed in full before it can be considered.   

An incomplete application form or form containing gaps in the information provided may be returned to you for completion.







The Foundation is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
The Foundation is also committed to promoting the spiritual, moral, social and cultural development of both students and staff and promotes fundamental British Values.





	Section 1 – Personal Details

	POSITION APPLIED FOR:    

	Location:
(Please circle)
	The William Henry Smith School & 6th Form
	The William Henry Smith Specialist College
	Boothroyd House

	Title: 
	Forename(s):
	Surname: 

	Address: 



Postcode: 
	Former names: 

	
	Preferred name: 

	
	Preferred Pronouns: (optional) 

	
	Date of birth: (optional) 

	
	National Insurance Number: 

	
Are you currently eligible for employment in the UK?                                                      Yes  ☐         No ☐

If you are not a British or Irish citizen, please provide your share code so we can verify your right to work status. You can generate a code by visiting the following website
Prove your right to work to an employer: Get a share code online - GOV.UK

Right to Work Share Code ………………………………………………………………………….

	
Home Telephone Number:

Mobile Telephone Number:

Email address:
 
	Name and address of emergency contact:

	
	
Name: 
Address: 
Mobile number: 
Relationship: 

	Do you hold a current driving licence?                                                                                    Yes  ☐        No  ☐

I give consent to The Foundation to view my driving licence online to check penalty points, disqualifications and eligibility for vehicles                                                                                                                  Yes  ☐        

To get your licence check code visit: https://www.gov.uk/view-driving-licence


Please enter the code here:	


	Do you have Qualified Teacher Status?                                                                                   Yes  ☐        No ☐ 

	If you are a registered Teacher or hold a Teacher Registration Number please provide the number below:

TRN:          

	Are you a member of any other regulatory bodies or professional associations?          Yes  ☐         No ☐

Please provide details…………………………………………………………………………………… 


	Are you related to or do you maintain a close relationship with an existing employee, volunteer, Governor or Trustee of The Smith Foundation (William Henry Smith School and Sixth form, Specialist College or Boothroyd Children’s Home?)                                                          

☐ Yes         ☐   No 
f so, please provide details……………………………………………………………………………………………………………………..

	Where did you see this position advertised? 
(If referred by one of The Smith Foundation team, please provide their name 

…………………………………………………………………………………………………………………………….



	Section 2 – Education & Qualifications 

Starting with the most recent and providing dates in full, please provide details of your education including secondary education and any vocational qualifications or skills that you possess or training that you have received. You will be required to show evidence of qualifications if successful

	Dates Attended
	Name of School/College
	Certificates/Qualifications Awarded
	Result

	[bookmark: _Hlk191995626]From 
DD/MM/YYYY
	To 
DD/MM/YYYY
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



	Section 3 – Other Qualifications/Professional Membership/Training 
Please include details of any other qualifications, professional memberships or relevant training

	Dates Attended
	Qualification/Course

	From 
DD/MM/YYYY
	To 
DD/MM/YYYY
	

	
	
	

	
	
	

	
	
	



	
Section 4 - Employment

	Current/most recent employer:

	Current/most recent employer’s address:



	Current/most recent job title:

	Date started:


	Brief description of responsibilities:





	Date employment ended (if applicable):



	Current salary/salary on leaving:

	Do you/did you receive any employee benefits? If so, please provide details of these:


	Reason for seeking other employment: 

	Please state when you would be available to start employment if offered: 

	Please indicate dates of any pre-booked holidays: 



	

Section 5 – Previous Employment and/or Activities since leaving secondary education

We require your lifetime employment history since leaving full-time education.  
Please include accurate dates and months including any gaps in employment in chronological order.  
You may add additional boxes if necessary or use a blank continuation sheet

	Dates (DD/MM/YYYY)
	Name and address of employer
	Type of Business
	Job Title

	From
	To
	
	
	

	
	
	



	
	

	[bookmark: _Hlk193196582]Reason for leaving 
	

	[bookmark: _Hlk197521079]Please provide further details:
	

	Dates (DD/MM/YYYY)
	Name and address of employer
	Type of Business
	Job Title

	From
	To
	
	
	

	
	
	



	
	

	Reason for leaving
	Resignation
	Dismissal
	Other

	[bookmark: _Hlk193196882]Please provide further details:
	

	Dates (DD/MM/YYYY)
	Name and address of employer
	Type of Business
	Job Title

	From
	To
	
	
	

	
	
	



	
	

	Reason for leaving
	Resignation
	Dismissal
	Other

	Please provide further details:
	

	Dates (DD/MM/YYYY)
	Name and address of employer
	Type of Business
	Job Title

	From
	To
	
	
	

	
	
	


	
	

	Reason for leaving
	Resignation
	Dismissal
	Other

	Please provide further details:
	

	Gaps in Employment History
This includes periods of unemployment, caring responsibilities, travel etc

	[bookmark: _Hlk193192578]Dates (DD/MM/YYYY)
	Reason for Gap in Employment

	From
	To
	

	[bookmark: _Hlk197521319]

	
	




	Dates (DD/MM/YYYY)
	Reason for Gap in Employment

	From
	To
	

	
	
	




	Dates (DD/MM/YYYY)
	Reason for Gap in Employment

	From
	To
	

	
	
	




	
I certify that the above provides a full overview of my employment history since leaving secondary education. Employment has been continuous with any gaps in employment included in the timeline

Signed: …………………………………................................................................ 

Date:     ………………………………….................................................................... 


	
Section 6- Suitability

Please give your reasons for applying for this post and say why you believe you are suitable for the position. 

Please make sure that you use the information in the Job Description and Person Specification to include 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.  

The box will expand as you type, please make sure to provide sufficient detail to allow your application to be considered in full. 


	[bookmark: _Hlk192064352]Relevant Experience

	











	Special Knowledge & Skills

	












	Personal Attributes

	












	
Section 7 - Interests
Please give details of any interests, hobbies or skills that you could bring to the Foundation for the purposes of extra-curricular activity

	







	

Section 8 – Special Arrangements

	Are there any arrangements that you may require to help you in your application, when attending your interview or at any point during the recruitment process?  

Yes     ☐        No  ☐

If yes, please give details here: 



	
Section 9 – Criminal Record Disclosure

	
An offer of employment is conditional upon the Foundation receiving a satisfactory enhanced Disclosure from the Disclosure & Barring Service.  If you are successful in your application, you will be required to complete a DBS disclosure application form. Any information disclosed will be handled in accordance with the Code of Practice published by the DBS (a copy of which is available on request). 

If you are shortlisted, you will be asked to complete a Criminal Record Declaration to be returned prior to interview. You will also be subject to an online search in line with the KCSIE 2023 Guidance. If information is disclosed which may affect your suitability for the role, this may be discussed with you during the interview process. 
If you have lived overseas or you have spent six continuous months or more outside the UK, you must provide evidence of a criminal record check from the relevant country or countries, where these are available. 

The checks need to cover the relevant dates you were in the country or countries.
We will need the originals of any documentation sent to us. 

Where these are not in English, they must be translated into English by an accepted translation body
Have you ever lived overseas or spent six continuous months or more outside the UK?

Yes    ☐           No  ☐ 

If yes, please provide details here…………………………………………………………………………………………………………………… 





	
Section 10 – Professional References

Please supply the names and contact details of two people who we may contact for references.  

One of these must be your current or most recent employer.
If your reference is from an education provider the named person must be the headteacher or registered manager (care setting)  
Neither referee should be a relative or someone known to you solely as a friend.  

The Foundation intends to take up references from all shortlisted candidates before interview. 

We reserve the right to approach any previous employers to verify the information provided. 

Referees will be asked about any safeguarding concerns relating to children, young people and vulnerable adults.

For positions which involve working directly with children: 

If your current/most recent employment does/did not involve work with children, then your second referee should be from your employer with whom you most recently worked with children.

	Referee 1
	Referee 2

	
Name: 


Organisation: 


Address: 


Occupation: 


Telephone number: 


Email address (please do not leave blank): 


Please indicate whether the Foundation is able to contact this referee prior to interview:

Yes    ☐            No  ☐

	
Name: 


Organisation: 


Address: 


Occupation: 


Telephone number: 


Email address (please do not leave blank): 


Please indicate whether the Foundation is able to contact this referee prior to interview:

Yes    ☐            No  ☐




	
Character Reference


	

In the event that the references received do not contain sufficient detail to meet the requirements of Safer Recruitment Practice under the KCSIE Guidance 2024 we may require a 3rd character reference. 
Please provide the name and contact details of a suitable character reference. 

Character References typically come from teachers, lecturers, community leaders, a person that has known you for a suitable period of time who holds a recognised profession.

	
Name:                              

Address:                          

Tel Number:                    

	
Occupation: 

Length of Time Known: 

Email Address: 

	Relationship to Applicant: 



	
Section 11 – Recruitment

	
It is the Foundations’ policy to employ the best qualified personnel and to provide equal opportunity for the advancement of employees including promotion and training and not to discriminate against any person because of their race, colour, national or ethnic origin, sex, sexual orientation, marital status, religion or religious belief, disability or age.  

All new posts within the Foundation are subject to a probationary period.

The Foundation 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 Foundation will retain the information provided in this form (together with any attachments) on your personnel file.  If your application is unsuccessful, all documentation relating to your application will normally be confidentially destroyed after 6 months.  However, please indicate below if you would like your details to be retained on file so that you can be notified of future vacancies which may be of interest to you.

Would you like the Foundation to retain your details if your application is unsuccessful?      Yes      ☐              
                                                                                                                                                                       No       ☐
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Section 13 – 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 relevant DBS Barred List(s), disqualified from working with children (or adults where applicable) or subject to sanctions imposed by a regulatory body such as NCTL. 

· 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 Foundation 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 Foundation making direct contact with all previous employer's where I have worked with children or vulnerable adults to verify my reason for leaving that position.
· I consent to the Foundation making direct contact with the people specified as my referees to verify the reference.
· I understand that any offer of employment made by the Foundation will be conditional upon the Foundation verifying my medical fitness for the role and that should my application be successful, I will be required to complete a medical questionnaire, the responses to which will be assessed by the Foundation’s Medical Advisor before any offer of employment is confirmed. 
· I understand that there may be circumstances when it may be necessary for the Foundation’s medical advisor to contact relevant medical professionals and/or to recommend referral to a specialist clinician. Prior to this, full consent would be sought.


	[bookmark: _Hlk192073096]Print Name
	


	Signature
	


	Date
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