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	SUPPORT STAFF APPLICATION FORM

	
	
	Post applied for: 

	PLEASE COMPLETE THIS FORM IN FULL.  Curriculum vitae will NOT be accepted in place of completion of this application.
All personal information provided will be treated with the strictest of confidence and in accordance with the General Data Protection Regulations and our Data Protection Policy.  Any information provided will be securely held and access restricted to named individuals who require access as part of their normal duties to process applications.  All information held will be securely destroyed when no longer required.  In line with current legislation you will be provided with a copy of any information we hold on you on request.  For further information please see our Job Applicant Privacy Notice which is available on our website:  www.cdarwin.com.

	1.
PERSONAL DETAILS (BLOCK LETTERS PLEASE)

	Title
	Forename(s)
	Surname

	Address
	Previous Name

	
	Date of Birth

	
	National Insurance No.

	Telephone No
	Do you require a work permit?
	YES / NO

	Mobile No
	Email address

	2.
EDUCATION, QUALIFICATIONS AND MEMBERSHIP OF PROFESSIONAL ASSOCIATIONS

Please give details of your education and qualifications obtained.  This includes any qualifications, which you are studying now.  You will be required to prove you have obtained these qualifications.

	Name of school, college, university/ 
Professional Association
	Qualifications/Membership Level
	Date achieved

	
	
	


	3.
TRAINING 

Please give details of any training you have had, which is relevant to this job.  Include any on‑the‑job training as well as formal training courses.  There is no need to mention any courses listed in the Education Section.


	Title of training programme/course and brief description
	Date started/completed

	
	


	4.
EMPLOYMENT DETAILS
Please explain any periods not in employment.  

	CURRENT/MOST RECENT EMPLOYER 

	Name and address of current or most recent employer
	Post held and salary 

(proof of salary may be required)
	Date appointed
	Date left or 

notice required
	Reason for leaving 

(if applicable)

	
	
	
	
	


CURRENT JOB

Write a brief description of your present (or most recent) duties/responsibilities stating to whom you report (i.e. their position) and, if appropriate, who reports to you.  You may wish to attach a simple diagram of your position in the organisation.

	5.
PREVIOUS EMPLOYMENT 

Please show most recent employer first and give details of any gaps in employment

	Name and address of most recent employer
	Post held and salary

(Proof of salary may be required)
	Date appointed
	Date left or 
notice required
	Reason for leaving

(if applicable)

	
	
	
	
	


	6.
RELEVANT SKILLS AND EXPERIENCE

Please set out on a separate sheet why you are applying for the post and how well you meet the requirements of the person specification, e.g. the skills and abilities, experience and knowledge etc needed to do the job. 
Wherever possible give practical examples from your current or previous employment.  Examples may also include any voluntary or social activities if you consider them relevant to the requirements of the job.




	7.
HEALTH

	Do you consider yourself to have a disability relevant to the performance of the duties for this post?

YES / NO

	If YES :

	(i) 
If you are aware of any equipment or adaptation that will assist you to meet the requirements of the post, please give details
	

	(ii) Will you require any assistance if called for interview?

If yes, please give details:
	

	Are you registered as disabled?








YES / NO

	If YES, please give your Ref. No. and date of expiry of present registration

	Please indicate how many days absence you have had in the last two years
	Sickness:
	Training:
	Other:

	Please give further details if appropriate. Please explain all absences which exceed one week:

	

	

	

	

	

	

	


	8.
REFERENCES
Please give the names of TWO referees. (Give details if you were known by another name.)

One referee should be your current or most recent employer. The second referee should be a previous employer or someone who can comment on your ability. References will not be accepted from relatives or from people writing solely in the capacity of friends. Please note that we reserve the right to contact a previous educational setting for a reference.


	First Reference

(current employer or most recent if unemployed)
	Second Reference

	Name of referee
	Name of referee

	Job title
	Job title

	Address
	Address

	
	

	
	

	Post Code
	Post Code

	Tel No
	Tel No

	Email
	Email

	Please note that if you are invited to an interview both references will normally be taken up BEFORE INTERVIEW.  No offer of employment will be made until references have been received.




	9.
REHABILITATION OF OFFENDERS ACT (This section must be completed.) 

(ALL CONVICTIONS MUST BE RECORDED)

Due to the nature of the work you are applying for you are required to disclose any criminal convictions that you have. This is because this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 and the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendments) Order 1986.  Applicants for this post may therefore be asked questions about any offences they have, and are not entitled to withhold information about convictions, which for other purposes are “spent” under the provisions of the Act.

The convictions you are required to disclose include any cautions, reprimands, bind-overs and warnings other than youth cautions, reprimands and warnings. You must tell us about all your convictions whether “spent” or not and no matter how long ago the offence took place and whatever the nature of it.  Any information you give will be treated in confidence and used only to assess your suitability for work.

Shortlisted candidates will be requested to complete a self-disclosure form prior to attending for interview.  We will also carry out on line checks on those invited to interview.



	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	10.
DECLARATION
Please remember this is an important document. Consequently if any of the particulars which you have given knowingly are round to be false, or you have wilfully omitted or suppressed any material fact, particularly with regard to eligibility for employment, you could be dismissed.

In view of this you are asked to certify that to the best of your ability you have completed these entries correctly, that all the questions have been answered accurately and fully, and that you are in possession of the certificates which you claim to hold.


	Signature:







Date:


	11.
SAFEGUARDING OF YOUNG PEOPLE

Charles Darwin School is committed to safeguarding and promoting the welfare and safety of children and young people and expects all staff and volunteers to share this commitment.  

We will seek references on short-listed candidates and may approach previous employers for information to verify particular experience or qualifications, before interview.  Relevant issues arising from references will be taken up at interview.

For applicants currently working with children, on either a paid or voluntary basis, your current employer will be asked about disciplinary offences relating to children and whether you have been the subject of any child protection concerns.  For applicants who are not currently working with children but have done so in the past, that previous employer will be asked about these issues.   Providing false information is an offence and could result in the application being rejected, or summary dismissal if you have been selected and possible referral to the police.

Any offer of employment will be subject to a Criminal Records Bureau Enhanced Disclosure and full background checks.




	12.
EQUAL OPPORTUNITIES

Charles Darwin School is committed to a policy of equal opportunities and it is our approach to select the right person irrespective of disability, race, colour, sex or marital status. This section of the form is voluntary and will be used only to monitor the effectiveness of the equal opportunities policy.

	ETHNIC ORIGIN CODES - please tick as appropriate

	(
	ABA
	Bangladeshi
	(
	BLB
	Black Caribbean
	(
	MBA
	White/Black African
	(
	WHB
	British

	(
	AIN
	Indian
	(
	BLG
	Any other Black background
	(
	MWB
	White/Black Caribbean
	(
	WHR
	Irish

	(
	AAO
	Any other Asian background
	(
	CHE
	Chinese
	(
	NOT
	Information not obtained
	(
	WHT
	Traveller - Irish Heritage

	(
	APK
	Pakistani
	(
	MOT
	Any other mixed background
	(
	OEO
	Any other Ethnic Group
	(
	WHA
	Any other White background

	(
	BLF
	African
	(
	MWA
	White Asian
	(
	REF
	Refused
	(
	WRO
	Gypsy/Roma


