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Application Form


	1 - Data Protection Notice

	Throughout this form we ask for some personal data about you. We’ll only use this data in line with data protection legislation and process your data for one or more of the following reasons permitted in law:
· You have given us your consent 
· We must process it to comply with our legal obligations
· We need to process it for our legitimate interests

	2 - Vacancy Information

	Job Vacancy Reference Number:
	

	Job Vacancy title:
	

	Please tell us how you heard about this vacancy:
	

	3 - Disclosure and Barring and childcare disqualification

	Expanse Group is legally obligated to process a Disclosure and Barring Service (DBS) check before making appointments to relevant posts. The DBS check will reveal both spent and unspent convictions, cautions, and bind-overs as well as pending prosecutions, which aren’t “protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. 

Any data processed as part of the DBS check will be processed in accordance with data protection regulations and Expanse Groups Data Protection and Privacy Notice.

This link is included to guide transgender applicants on how to complete a DBS check confidentially using the Sensitive Applications Route, ensuring previous identities are not disclosed. Please follow this link:
https://www.gov.uk/guidance/transgender-applications 

	Do you have a DBS certificate?
	Yes  |_|  No  |_|

	Date of check:
	

	If you’ve lived or worked outside of the UK for more that 3 months in the last 5 Years, Expanse Group may require additional information in order to comply with ‘safer recruitment’ requirements. If you answer ‘yes’ to the question below, we may contact you for additional information in due course.

	Have you lived or worked outside of the UK in the last 5 years?    
	Yes  |_|  No  |_|

	If yes, please state the country and relevant dates:
	

	4 - Right to work in the UK

	Expanse Group will require you to provide evidence of your right to work in the UK in accordance with the Immigration, Asylum and Nationality Act 2006. 

	Do you have a right to work in the UK?  
	Yes  |_|  No  |_|

	Do you require a work permit?  
	Yes  |_|  No  |_|

	If 'Yes', specify your Home Office entry status in a covering letter (e.g. what type of visa you have obtained to gain entry into the UK) and enclose a copy of your visa or work permit.

	
Please complete all sections of this form using black ink or type.  The sections of this application form that include your personal details and equalities monitoring form will be detached prior to shortlisting. This is to ensure that your application is dealt with objectively.  

Applications will only be accepted if they are completed in full:


	5 - Personal Details

	Last Name:
	
	First Name:
	

	Address:
	
	Post Code:
	

	Home Telephone:
	
	Mobile Telephone:
	

	e-mail address:
	

	6 - Disability and accessibility

	Expanse Group is committed to ensuring that applicants with disabilities or impairments receive equal opportunities and treatment. 

If you have a disability or impairment and would like us to make any adjustments or arrangements to assist if you’re called for an interview.

	Do you require any adjustments or arrangements?
	Yes  |_|  No  |_|

	please state the arrangements you require:
	

	7 - Relationships to Expanse Group

	Please list any personal relationships that exist between you and any of the following members of the [school/trust] community:
· Governors
· Senior Leadership Team (Directors, Managers etc.
· Staff
· Pupils
If you have a relationship with any of the above, this does not necessarily prevent them from acting as a reference for you.

	Name
	Relationship
	Role at Expanse Group

	
	
	

	
	
	

	
	
	

	
	
	

	8 - Education/Qualifications

	Please give names of establishments attended, together with qualifications obtained. You may add to these in a covering letter. Please note that we may check the information that you have provided, and you consent to us contacting the academic institutions you have listed for this purpose. In addition, we may request sight of your original examination certificates.

	School / College / Further Education
	Study dates
	Course or Qualification
	Grades

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	9 - Training Courses

	Please give the names of the establishments and training courses that you have attended. We may request the sight of the original certificates or other documents proving that you successfully completed these courses.

	Dates
	Training Provider
	Course title
	Length of Course

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	10 - Employment

	Employer
	Position, Duties and responsibilities
	Dates from
	Dates to
	Salary
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	There must be a full education and employment history dating from the year you left school.

	11 - Gaps in employment

	Please use the space below to explain any gaps in your employment

	




	12 - Information in support of your application

	Skills, abilities and experience
Please use this section to demonstrate why you think you would be suitable for the post by reference to the job description and person specification (and by giving examples and case studies).   Please include all relevant information, whether obtained through formal employment or voluntary/leisure activities. Attach and label any additional sheets used. See guidance sheet for further information.

	





	13 - Leisure interests and hobbies

	This includes membership of clubs and any positions of responsibility held.

	




	14 - References

	Please give the detail of two references – see Annex 1 for further information.

We may request additional references if we feel this is necessary.  References may be taken up prior to interview unless you have asked us not to do so. Where this permission is not given, references will be requested after a conditional offer is made.


	
	Current Employer
	Reference

	Name:
	
	

	Address:
	
	

	Telephone Number:
	
	

	e-mail address:
	
	

	Relationship:
	
	

	May we contact them prior to an interview?
	Yes  |_|  No  |_|
	Yes  |_|  No  |_|

	15 - Unavailable dates

	Please tell us of any dates when you will not be able to attend an interview. 

	




	16 - Declaration

	Statement to be signed by the applicant
· Please complete the following declaration and sign it in the appropriate place below. If this declaration is not completed and signed, your application will not be considered.
· I agree that Expanse Learning can create and maintain computer and paper records of my personal data and that this will be processed and stored in accordance with the Data Protection Act 2018.
· I confirm that all the information given by me on this form is correct and accurate and I understand that if any of the information I have provided is later found to be false or misleading, any offer of employment may be withdrawn, or employment terminated. 
· I also expressly consent to you contacting the various educational and/or training organisations I have attended for the purpose of verifying the information that I have provided in this form. 

	Print Name:
	
	Signature:
	
	Date:
	

	Employees will be recruited on the basis of their qualifications and experience to do the work to be performed, regardless of
sex, sexual orientation, gender reassignment, marital status, race, colour, ethnic or national origin, religion or belief, political opinion (Northern Ireland only), age, disability or trade union membership status. However, before any provisional offer of employment is confirmed, you may be asked to complete a criminal records declaration. 
We comply with the data protection laws in the United Kingdom and take all reasonable care to prevent any unauthorised access to your personal data. We have a responsibility to keep your information confidential and will only use it for the purposes of recruitment and employment. Your personal information will not be passed to any third party without your consent or lawful excuse. 
Any offer of employment by us may be subject to receipt of references and/or a medical report or health questionnaire and/or a criminal record check which are satisfactory to us.





Annex 1 - Guidance sheet

Please read through the following guidelines that will help you complete the application form.
· Complete all sections of the form.
· Make sure the form is tidy and try to avoid mistakes by writing out a version first to make sure you are happy with the information you are providing. Always read through your final version before you send it.

To complete your application:
· Please type or write clearly in black ink.
· Ensure you clearly state the job title you are applying for. 

References

Please make sure that you have given the full contact details of your referees so that this does not delay processing reference requests. 

If you have no employer references, we will take up references with named individuals at colleges where you have studied, or people who know you in a professional capacity.  Please do not put down family members or people you live with as referees.

You should consider the following:
· Applications can only be assessed on the information you provide. You need to clearly demonstrate your capabilities.
· You need to explain how you meet each of the person specification points and provide examples from your previous experience. Do not forget to present this in relation to the job description. 
· Honesty is always the best policy; please do not make false claims.
· If you are making a career change, stress what skills are transferable to the role you are applying for.
· Ensure you return your application in good time before the closing date - aim for the day before the deadline. 
· Use concise, unambiguous sentences and avoid exaggerations.

Finally, good luck with your application and thank you for your interest in Expanse Learning.






Page 1 of 2 


image1.jpg
'® EXPANSE

LEARNING

PROGRESSION THROUGH EDUCATION AND CARE





