[image: Staines_Logo_50%_Black]STAINES PREPARATORY SCHOOL
JOB APPLICATION FORM

The information given on this form will be treated in confidence.  

So we can compare candidates fairly, this form is the only document we consider when screening applications.  Therefore, please do not send a CV, written references, examples of work or other supporting information unless it is specifically requested.

	Position Applied For:    

	Personal Details

	Title:
	Surname:
	Forename(s):

	Address:


Postcode: 
	Former Name (including maiden name)


Preferred Name: 

	How long have you lived at this address: 
(If less than 5 years please provide us of all previous addresses for the past 5 years)




	Email:

Mobile Number: 

Home Number:


	National Insurance No:
	Do you have a current driving licence?  Yes/No



	Asylum & Immigration Act 1996

	Are you eligible to work in the U.K.?
	Yes / No

	Do you have restrictions on taking up employment in the U.K.?
If yes, please supply details:
	Yes/ No


	







	Teaching Posts Only

	Teacher reference number:

	Do you have Qualified Teacher Status?	Yes / No




	Existing Contacts Within School

	Please indicate if you know any existing employees or governors at the school, and if so how you know them:
Yes      □	No      □	Don't Know      □



	Education and Qualifications

	Please give details of secondary and further education including GCSEs, A Levels or equivalent vocational courses.

	Dates (mm/yyyy)
	School/College/University/ Other Institution
	Qualifications obtained and Grade/Level Attained (Where Appropriate)

	From
	To
	
	

	












	
	
	



	Please give details of higher education and equivalent courses.

	Dates (mm/yyyy)
	College/University/ Other Institution
	Qualifications obtained and Grade/Level
	Name of Awarding Body

	From
	To
	
	
	

	










	
	
	
	

	Please give details of any other professional or vocational qualifications you hold that are relevant to your application.

	Dates Obtained
	Qualifications obtained and Grade/Level
	Name of Awarding Body

	











	
	



	Employment History

	Please complete details of your present and previous employment as requested below.  Please include any part-time or voluntary employment.  Continue a separate sheet if necessary.

	Present Employment or most recent employment

	Job Title:
	
	Employer:

	Current Salary:
	
	Address:

	Current Scale:
	
	

	Employed From:
	
	Employed To:
	

	Reason for Leaving:
	

	Employment History Continued ….
Please give a brief description of current duties, responsibilities and achievements:

	









	Previous Employment

	Dates (mm/yyyy)
	Name of Employer
	Job Title and Main Responsibilities
	Reason for Leaving

	From
	To
	
	
	

	
























	
	
	
	



	If there are any gaps in your education or employment history please explain them here.

	










	Referees

	Please give names, addresses and occupations of two persons from whom confidential references may be obtained. (Note: If you are not currently working with children but have done so in the past, a third referee should be given being the employer with whom you were most recently employed/volunteering in work with children). For teaching staff, we require a reference from your current Headteacher.  References will not be accepted from relatives or persons who only know you as a friend.  Please be advised that we may also contact any of your former employers. 
Additionally please note: We will contact these referees if your application is short listed for the position and seek references before interview.  Also in relation to work with children we will seek information about any past disciplinary issues relating to children and/or child protection concerns you may have been subject to. If you have any concerns about this please contact: The Headmistress on: 01784 454986.

	Full Name (including title): 

	Position: 

	In what capacity do you know the referee?

	Name of Organisation:

	Address:


	Telephone Number:
	E-mail:

	

	Full Name (including title): 

	Position: 

	In what capacity do you know the referee?

	Name of Organisation:

	Address:


	Telephone Number:
	E-mail:

	

	Full Name (including title): 

	Position: 

	In what capacity do you know the referee?

	Name of Organisation:

	Address:


	Telephone Number:
	E-mail:




	Personal Statement

	Using the Job Description and the Person Specification outlined in the Application Pack, please demonstrate, using examples, your suitability for the position you are applying for.  Please include your reasons for applying and interest in this position.

	



































	IT Skills

	Training will be provided where required.  Information given here will help us to plan training schemes.

	
	Basic
	Competent
	High
	
	Basic
	Competent
	High

	Word
	□
	□
	□
	Powerpoint
	□
	□
	□

	Excel
	□
	□
	□
	Databases
	□
	□
	□

	Outlook
	□
	□
	□
	Smartboard
	□
	□
	□

	ISAMS
	□
	□
	□
	Others
	□
	□
	□



	Rehabilitation of Offenders Act 1974 (exception) Order 1975

	All posts involving direct contact with vulnerable children are exempt from the Rehabilitation of Offenders Act 1974 and all subsequent amendments (England and Wales). For these positions you are not entitled to withhold information about police cautions, ‘bind-overs’ or any criminal convictions that include any that would otherwise be considered ‘spent’ under the Act.
The amendments to the exceptions Order 1975 (2013) provide that certain spent convictions and cautions are ‘protected’.  These are not subject to disclosure to employers and cannot be taken into account. Guidance and criteria on the filtering of these cautions can be found on the Disclosure and Barring website.
Staines Preparatory School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. Please be aware that an enhanced DBS check will be required for any position with access to these individuals or sensitive information.
Information on convictions will be requested from shortlisted candidates.  
Further information can be found in our Safer Recruitment Policy on our website www.stainesprep.co.uk

	I understand that if my application is successful I will provide a valid Enhanced Disclosure Certificate from the DBS, or consent to an application being processed by the school.

	I am part of the DBS update service and I give permission for you to check my Certificate online   Yes / No

	My unique ID DBS update service number is:



	Declaration - Please read carefully

	For the purposes of the Data Protection Act 2018, I consent to the information contained in this form and any information received by or on behalf of Staines Preparatory School relating to the subject matter of this form being processed by them in administering the recruitment process.
I consent to the school carrying out a social media review as part of the application process.
I declare that the information I have given on this form is complete and accurate and that I am not banned or disqualified from working with children or subject to any sanctions or conditions on my employment imposed by The Independent Safeguarding Authority, The Secretary of State or regulatory body.  I understand that to knowingly give false information, or to omit any relevant information, could result in the withdrawal of any employment offer and possible criminal prosecution.
I understand that any offer of employment is subject to a) references which are satisfactory to the school b) a satisfactory enhanced DBS Certificate and check of the Barred list check c) Disqualification by association self-declaration d) a satisfactory medical report.

	Signed:
	Date:

	Print Name:
	

	All candidates applying for employment via e-mail will be required to sign and date this form if invited to attend an interview.



	Data Protection Notification

	Our contact details are Staines Preparatory School, 3 Gresham Road, Staines-Upon-Thames, TW182BT. 
Email: ictsupport@stainesprep.co.uk

When you apply for a job at Staines Preparatory School we collect the following personal data from you: name, addresses, contact details, educational history and qualifications, employment history, medical history, disabilities, criminal offences, referees. Our purpose is for recruitment and selection of staff.
Our legal basis is that our purpose is also a legitimate interest, with the exception of medical data for which you have given your consent.
We retain the data in the UK for six months after the interview process has completed, unless you are successful when we keep the information for at least 7 years after you leave the school.
You have qualified rights to access, rectify and erase your personal data, and to restrict or object to processing and to make your data portable. You have the right to complain to a Supervisory Authority (eg The Information Commissioner’s Office).



	Media
Please complete this section; it will help us to monitor the success of our advertising.  Where did you find out about the vacancy?

	TES (Times Educational Supplement)
	

	Word of Mouth
	

	Social Media (Facebook, X, Instagram)
	

	School Website
	

	Other, please specify
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