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Department for Education and Employment




CONFIDENTIAL

APPLICATION FORM FOR SUPPORT STAFF 
THIS FORM SHOULD BE COMPLETED IN BLACK INK OR TYPESCRIPT.

SEPARATE SHEETS OF INFORMATION MAY BE ATTACHED WHERE NECESSARY.
	POST APPLIED FOR:

	CLOSING DATE:
	HOW DID YOU HEAR OF THIS VACANCY?


SECTION A – PERSONAL DETAILS
	SURNAME:
MR/MISS/MRS OTHER:
PREVIOUS NAMES KNOWN BY:
(Proof of identity will be required at interview, eg, passport)
	FORENAME(S) IN FULL:
D.O.B.:

	ADDRESS:

	NATIONAL INSURANCE NUMBER:

	
	CURRENT DRIVING LICENCE:  YES / NO

	MOBILE:                                    HOME:
	            WORK (if it may be used):

	E-MAIL ADDRESS:
	


SECTION B – PRESENT POST (if applicable)

	PRESENT POST:


	DATE APPOINTED:
	FULL-TIME / PART-TIME
(IF PART-TIME, HOURS PER WEEK):

	CURRENT SALARY:
£
	PERIOD OF NOTICE REQUIRED:

	NAME & ADDRESS OF EMPLOYER:

	TELEPHONE NUMBER:
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SECTION C – EDUCATION AND TRAINING (Secondary / Further Education)
	NAME OF SECONDARY SCHOOL
	DATES
	
	QUALIFICATIONS GAINED

	
	FROM
	TO
	SUBJECT
	LEVEL
	GRADE
	DATE

	
	
	
	
	
	
	


SECTION C – HIGHER EDUCATION
	NAME OF COLLEGES/

UNIVERSITIES
	DATES
	F/T

or

P/T
	QUALIFICATIONS GAINED

	
	FROM
	TO
	
	TITLE & SUBJECT
	CLASS
	DATE

	
	
	
	
	
	
	


SECTION C – MEMBERSHIP OF PROFESSIONAL BODIES
	NAME OF PROFESSIONAL BODY
	MEMBERSHIP GRADE
	WAS MEMBERSHIP GAINED THROUGH EXAMINATION?
	WHERE?
	DATE

	
	
	
	
	


SECTION C – TRAINING ATTENDED IN THE LAST 3 YEARS
	COURSE
	QUALIFICATION GAINED
	DATES

	
	
	


SECTION D – PREVIOUS EMPLOYMENT
(Please list in chronological order beginning with the most recent).

Please give a detailed explanation of any gaps in employment, attaching additional sheets if necessary.  Welton St Mary’s CofE Primary Academy reserves the right to confirm information given here.
	NAME OF EMPLOYER
	POST TITLE / FULL OR PART TIME
	DATES (MONTH AND YEAR)
	REASON FOR LEAVING

	
	
	FROM
	TO
	

	
	
	
	
	


SECTION E – PERIODS OF UNPAID ACTIVITY
Please give reasons and duration for any gaps in Section D when you have not been in employment after the age of 18 years, for example, raising a family, unpaid voluntary work, time spent travelling. Please attach additional sheets if necessary. Welton St Mary’s C of E Primary Academy reserves the right to confirm information given here.
	Details
	Dates (month & year)

	
	From
	To

	
	
	


SECTION F – MEDICAL INFORMATION
NOTE
A successful candidate will be required to complete a health history form and may be asked to attend for a medical examination.

	DO YOU CONSIDER YOURSELF TO HAVE A DISABILITY?



YES
/
NO

	IS THERE ANYTHING WE NEED TO KNOW ABOUT YOUR DISABILITY IN ORDER
TO OFFER YOU A FAIR SELECTION INTERVIEW?




YES
/
NO
IF YES, PLEASE GIVE DETAILS:



SECTION G – CRIMINAL OFFENCES (Please read this section carefully)

In accordance with statutory requirements certain pre-employment checks are conducted for positions involving working with vulnerable groups, specifically children and vulnerable adults.

The information obtained from these checks is used to help safeguard these groups. It will not be used to discriminate unfairly against those with convictions which we consider as unrelated to working with vulnerable groups.  Having a criminal record will not automatically bar you from employment or voluntary work with us.

As the position you are applying for gives you privileged access to vulnerable groups, you are required to disclose all spent convictions and cautions under the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 unless it is a “protected” conviction/caution under the amendments made to the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 (in 2013) and, therefore, not subject to disclosure.  This means that you must disclose spent and unspent convictions on this form other than those which are so “protected”.  This may include any driving offences.  Guidance on the filtering of “protected” convictions and cautions can be accessed on the Disclosure and Barring Service website.    

Failure to disclose any relevant criminal convictions could lead either to your application being rejected or, if you are appointed, to dismissal if it is subsequently discovered that you have had any criminal convictions.  It is a criminal offence to apply for a position working with children if you are excluded from doing so.   

Failure to complete this form may render your application invalid. 

Where you are making an application in writing, this form must be completed and sent in a separate, sealed envelope marked “confidential” and returned with your completed Application Form and any other supplementary or supporting documents.  

Full Name: 
Date of Birth:       

Post Applied for:  

Please check the appropriate box to indicate whether 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:
No:


  FORMCHECKBOX 

Yes:


  

If you have answered yes to the question above, please specify the details below:

	Date of Conviction/pending Hearing/Caution/Reprimand/Warning
	Offence
	Sentence
	Details of Police/Court involved

	
	
	
	

	
	
	
	


Declaration: I hereby certify that the information given above is true and accurate:
SIGNATURE 
: 


     
DATE 

: 

SECTION H – RIGHT TO WORK IN THE UK
All candidates invited for an interview will be required to produce original documentation that proves their right to work in the UK.  You will receive further information about acceptable documentation if you are invited to attend an interview.

Do you have the right to work in the UK?

            Yes 󠇯󠇯           No 󠇯󠇯
SECTION I – OUTSIDE INTERESTS / ACTIVITIES
	


SECTION J – PERSONAL STATEMENT
Please explain how you would relate your education, training and experience (including those not related to employment) to the requirements of the post for which you are applying. Please use this box to provide any further information to support your application, attaching additional sheets if necessary, or submit a separate letter of application.
	


ALL APPOINTMENTS ARE SUBJECT TO THE SATISFACTORY COMPLETION OF A 6 MONTH PROBATION PERIOD

SECTION K – REFEREES - Please avoid using referees from the same institution
References will be taken up after shortlisting and before interview. You must supply full contact details for a minimum of two referees, one must be your current or last employer. If you have never had an employer, one referee must be a senior staff member from your last place of study. One referee should be able to refer to your most recent work with children. If your current or last employment was within a school, one referee must be the Headteacher. A referee must not be a relative or partner. If you cannot meet the criteria outlined above, you can supply a character reference from a professional person known to you. We reserve the right to seek any additional references we deem appropriate.
	CURRENT / MOST RECENT EMPLOYER

(Please indicate which)
1. NAME:
	2. NAME:


	ORGANISATION AND ADDRESS:
	ORGANISATION AND ADDRESS:

	JOB TITLE:
	JOB TITLE:

	TELEPHONE:
	TELEPHONE:

	E-MAIL:
	E-MAIL:

	Capacity in which known to you:

	Capacity in which known to you:


	Type of reference (Academic/Character/Work):


	Type of reference (Academic/Character/Work):




ARE YOU, TO YOUR KNOWLEDGE, RELATED TO ANY EMPLOYEE OR GOVERNOR AT THE ACADEMY?  YES/NO

	NAME: 
	RELATIONSHIP:

	POSITION HELD:


Providing any misleading or false information to support your application, or canvassing governors or staff directly or indirectly, will disqualify you from appointment or, if appointed, will render you liable to dismissal without notice.

SECTION L – DECLARATION

The information I have given on this form is true and accurate to the best of my knowledge.

I have read, or had explained to me, and understand all the questions on this form.

I understand that under legislation for a Disclosure and Barring Service, I will be asked to agree to a check being made by the DBS about the existence and content of a criminal record.

I understand if I am shortlisted and selected for interview that online checks will be carried out and my social media profile may be checked as part of the selection process.

	SIGNATURE OF APPLICANT
	DATE


	
	


(NB:  If you are completing this application electronically, you will be asked to sign the form if you are invited for interview)

All information provided on this form will be dealt with in accordance with the Data Protection Act 1984, amended 1998.  This information may be computerised and used for administrative purposes within Welton St Mary’s CofE Primary Academy.  All personal information computerised by the Academy has to be registered and may only be used and disclosed as described in the Data Protection Register). We are committed to safeguarding and promoting the welfare of young people and expect all staff share this commitment. All posts will be subject to an enhanced DBS disclosure with Children’s Barred List, medical, reference and online checks. All Pre-employment checks are in line with "Keeping Children Safe in Education”.
SELF DISCLOSURE

Please complete and return this section only if you are shortlisted for interview.  We will require the return of this form 2 days before your interview.  If we do not receive this form, we reserve the right to withdraw the offer of interview.

	POST APPLIED FOR:


	Date:


	Surname:
	Previous name(s) (if any):

	Forename(s):


	Preferred title:



	Date of birth:

	National Insurance No:
	Teacher Ref. No (if applicable):
	Date of recognition as qualified teacher, QTS (if applicable):


Welton St Mary’s CofE Primary Academy is committed to safeguarding and promoting the welfare of children and we expect all staff to share this commitment.  This post is exempt from the Rehabilitation of Offenders Act 1974; pre-employment checks will be carried out, references will be sought and successful candidates will be subject to an enhanced DBS check and other relevant checks with statutory bodies.  

We comply with the Disclosure & Barring Service (DBS) code of practice and have a written policy on the recruitment of ex-offenders, both of which are available on request. As you have been shortlisted, you are required to declare any relevant convictions, adult cautions or other matters which may affect your suitability to work with children. As a result of amendments to the Rehabilitation of Offenders Act 1974 (exceptions order 1975) in 2013 and 2020, some minor offences are now protected (filtered) and should not be disclosed to potential employers, and employers cannot take these offences into account. 
If you are unsure whether you need to disclose criminal information, you should seek legal advice or you may wish to contact Nacro or Unlock for impartial advice. There is more information on filtering and protected offences on the Ministry of Justice website.

Nacro - https://www.nacro.org.uk/criminal-record-support-service/  or email helpline@nacro.org.uk or phone 0300 123 1999  

Unlock – http://hub.unlock.org.uk/contact/   phone 01634 247350  text 07824 113848 

	1. Do you have any convictions or adult cautions that are unspent?  Yes / No

	If yes, please provide details here 



	2. Do you have any other cautions or convictions that would not be filtered?  Yes / No

	If yes, please provide details here 



	3. Are you included on the DBS children’s barred list?  Yes / No

	If yes, please provide details here 



	4. Are you included on the DBS adult barred list?  Yes / No

	If yes, please provide details here 



	5. (Teaching posts only) Are you, or have you ever been, prohibited from teaching by the TRA or sanctioned by the GTCE?  Yes / No / Not applicable

	If yes, please provide details here 



	6. Have you been prohibited from management of an independent school (s128)?                                           Yes / No / Not applicable

	If yes, please provide details here 



	7. Have you lived or worked outside the UK for more than 3 months in the last 5 years?                                  Yes / No 

	If yes, please provide details here 



	8. Are you subject to any sanctions relating to work with children in any country outside the UK?   Yes / No

	If yes, please provide details here 



	9. *Applicants for posts in early years or later years childcare (wrap around care) only

The Disqualification under the Childcare Act 2006 Regulations (2018) state that anyone employed to care for children in early years (children under the age of 5) or later years (wrap-around care for children under the age of 8) is disqualified from that work if they meet certain criteria. These criteria include (this is not an exhaustive list): 

· Certain serious criminal offences 

· Court orders relating to the care of your own child

· Being prohibited from private fostering

Do you have any reason to believe you are disqualified from working in childcare? Yes / No 

	If yes, please contact us for more information on the Regulations. 


	Please complete the declaration below:

I declare that all the information I have provided in this disclosure is full and correct at the time of application and that I have not omitted anything that could be relevant to the appointment of someone who will work with children.  I understand that the recruitment panel may be made aware of any relevant information that I have disclosed in order to discuss the matter(s) with me as part of the recruitment process and that, if my application is successful, a risk assessment of the disclosed information will be held securely on my personnel file. I understand that the declaration of a criminal record will not necessarily prevent me from being offered this role. 
Signed:                                                                                                                Date:
Please return this form to: vacancies@welton-st-marys.lincs.sch.uk
(NB:  If you are completing this Self Disclosure form electronically, you will be asked to sign the form at your interview)

Please note that, if you are unsuccessful, this disclosure form will be securely destroyed 6 months from the date of interview.  


Welton St. Mary’s CofE Primary Academy


Headteacher:   Mrs N Gough











Forms/application/support staff

