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APPLICATION FOR EMPLOYMENT (Support)

Please ensure that you complete ALL sections of the Application Form.  The personal details section will be separated from the remaining information during the shortlisting process to ensure equality of opportunity.  Please note that providing false information will result in your application being rejected, or withdrawal of a job offer or summary dismissal if you are in post and possible referral to the Police.  Checks will be carried out to verify the contents of your application form.

PLEASE COMPLETE THE FORM IN BLACK INK OR ON-LINE

	JOB TITLE
	


SECTION 1 – Personal Details

	Surname
	

	Forename (s)
	

	Title
	Mr
 FORMCHECKBOX 

Mrs
 FORMCHECKBOX 

Ms
 FORMCHECKBOX 

Miss
 FORMCHECKBOX 

Other


	Previous Name(s)
	

	Current Address
	

	
	

	Postcode
	

	Home Telephone
	

	Mobile Telephone
	

	Email Address
	


Do you have a current full driving licence?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Is your vehicle insured for Business Use?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Do you have a disability that may affect your application? 
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If so, are there any reasonable adjustments that you feel we may need to make in order for you to carry out the responsibilities of this post?  If YES, please explain:


Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Do you have a close personal relationship with any Pupil, Employee or
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

Governor? (If YES, please give details separately under confidential cover)

SECTION 2 – Employment History 
Current / Most Recent Employment (*delete as applicable)

	Current / Last Employer
	

	Address
	

	
	

	Job Title
	

	Date Appointed
	

	Current / Last Salary
	

	Notice Required
	

	Date of Leaving
	


Please provide a list of your main duties and responsibilities in your current/last post.

Full Chronological History

Please provide a full history in date order, most recent first, since leaving education.  Please include any periods of part-time and voluntary work and give reasons for any gaps in your employment history.

	Job Title
	Name and Address of Employer
	Dates of Employment
	Reason for Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please continue on a separate sheet if necessary.

SECTION 3 – Education History
	Secondary School
	

	Qualifications Obtained (with grades if appropriate)
	

	University or College
	

	Qualifications Obtained
	

	Any Further Academic Qualifications?
	

	Membership of Professional Body (Status/Level and Date of Admission)
	


SECTION 4 – Training
Please give details of any training received (with dates) relevant to the post.

SECTION 5 – Supporting Information

Please read the accompanying job description and person specification carefully and explain in your statement why you consider yourself suitable for the post. You should highlight how you meet the criteria contained within each element of the person specification. Give brief examples.

SECTION 6 – Referees

Please provide contact details of two people who can provide an employment reference. The first referee should normally be your current/last employer. If this is your first job since leaving school, please ensure that one of your referees is your Headteacher.  

If you are not currently working with children, but have previously done so, please provide a referee from this employment.

All referees will be asked about your current disciplinary record and, if appropriate, any disciplinary record relating to children, including matters that are “time expired”.  They will also be asked whether you have been subject to any child protection concerns.

References will not be accepted from relatives or from people writing solely in the capacity of friends.

References will be taken up prior to interview.  Please indicate if this is not appropriate from your current employer.  Your second referee will still be contacted.

	Name and Title
	

	Address
	

	
	

	Job Title
	

	Telephone Number
	

	Email Address
	

	Work Relationship to You (e.g. Line Manager)
	

	Contact Prior to Interview
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 



	Name and Title
	

	Address
	

	
	

	Job Title
	

	Telephone Number
	

	Email Address
	

	Reference Relationship to You (e.g. Guide/Scout District Commissioner)
	


SECTION 7 – General Information for the Applicant 

Compulsory Declaration of Any Convictions, Cautions or Reprimands, Warnings or Bind-Overs

Jobs in schools are exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974. You MUST therefore declare any convictions, cautions or reprimands, warnings or bind-overs, which you have ever had and give details of the offences.  The fact that you have a criminal record will not necessarily bar you from consideration for this appointment.

Do you have any convictions, cautions or reprimands, warnings or bind-overs? 
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

(If the answer is YES, you must record full details in a separate, sealed envelope marked with your name and “Confidential: Criminal Record Declaration” and enclose it with your application.  In accordance with statutory requirements, an offer of employment will be subject to satisfactory CRB clearance).

Have you ever been barred or restricted from working with children?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

(If YES, please give details separately under confidential cover)

Eligibility to Work in the UK




 

Are you subject to legal restrictions in respect of working in the UK?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

(If YES, please give details under separate cover)

Do you require a work permit to work in the UK, as defined under the Asylum and Immigration Act?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

National Insurance Number



Data Protection Act

The information collected on this form will be used in compliance with the Data Protection Act 1998.  The information is being collected for the purpose of administering the employment and training of employees.  The information may be disclosed, as appropriate, to College Governors, Occupational Health, the General Teaching Council, the Department for Education and Skills, pension, payroll and personnel providers and relevant statutory bodies.  You should also note that the information you have provided on this form may be used to prevent and/or detect fraud.

Notes

a) Canvassing, directly or indirectly, an Employee or Governor will disqualify your application.

b) Candidates recommended for appointment will be required to complete a pre-employment medical questionnaire and may be required to undertake a medical examination.

c) Candidates recommended for appointment will be required to complete a Criminal Records Disclosure Form.  Any offer of employment is subject to satisfactory references and CRB clearance at Enhanced Level. 
d) We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.  
Declaration

I certify that, to the best of my knowledge and belief, all particulars included in my application are correct.  I understand and accept that providing false information will result in my application being rejected, or any offer of employment being withdrawn, or summary dismissal if I am in post and possible referral to the Police.  I understand and accept that checks will be carried out to verify the contents of my application form.

Signed
 Date



Print Name


Please return your completed application form to:

PA to the Principal

Ely College, Downham Road, Ely, Cambridgeshire, CB6 2SH

























































































































Please continue on a separate sheet if necessary
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