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Part 1 Job Application Form (Support Staff)

Please complete all sections of the form using black ink or type.
The outside pages (Part 2) of this application form (which contain all your personal details and the equal opportunities information) will be detached and retained in HR.  This ensures that your application is dealt with objectively.  Please complete these pages even if you are submitting a CV.  CV’s will not be considered if submitted without the fully completed application form.

	General Data Protection Regulation
Information from this form will be processed in accordance with the General Data Protection Regulation (GDPR) Policy and in accordance to the TLP Data Protection policy which can be found on our website.



	Title of job applied for

	[bookmark: Text96]Title of job applied for:        
	[bookmark: Text97]Our Vacancy Ref:      

	Name of School/Unit/Service:



	Personal Details

	Mr/Mrs/Miss/Ms/Dr 
     
	First Names:
[bookmark: Text179]      
	Known as: 
     

	[bookmark: Text102]Surname:                                                                     
	NI Number:      

	[bookmark: Text103]Previous Surname(s):      

	
[bookmark: Text104]Address:	     

	[bookmark: Text105]	     

	[bookmark: Text111]	     

	[bookmark: Text175]	     

	[bookmark: Text176]	     

	
[bookmark: Text177]Post Code:	     



	Telephone Numbers

	[bookmark: Text109]Home:       				 
	[bookmark: Text181]Work:      

	[bookmark: Text110]Mobile:      				
	[bookmark: Text113]E-mail address:       

	[bookmark: Check38][bookmark: Check39]May we contact you at work?		Yes	|_|	No	|_|

[bookmark: Text114]How can we contact you?			Telephone / E-mail / Mobile      








[bookmark: Text193]Where did you first see the advertisement for this job? If a newspaper, please state which one.      

	References

	Please provide two referees.  One of these must be your present or most recent employer, or, for students, your personal tutor or headteacher.  The second should, preferably, be a previous employer or someone who can comment on your suitability for this job.  For internal candidates, references are to be provided by current line managers.  Please nominate who that is under present/most recent employer.

Please let your referees know that you have quoted them as a referee, to expect a request for a reference and clarify how best to contact them e.g. letter, e-mail, should you be shortlisted.

	Present/most recent employer*
	Previous employer/other

	[bookmark: Text117]Organisation:      
	[bookmark: Text121]Organisation:      

	[bookmark: Text135]Name:        
	[bookmark: Text122]Name:      

	[bookmark: Text119]Role in Organisation:      
	[bookmark: Text136]Occupation:      

	[bookmark: Text137]Address: 	     
	[bookmark: Text124]Address:	     

		     
	[bookmark: Text138]	     

	[bookmark: Text182]	     
	[bookmark: Text183]	     

	[bookmark: Text127]	     
	[bookmark: Text184]	     

	[bookmark: Text129]Postcode: 	     
	[bookmark: Text130]Postcode: 	     


	[bookmark: Text132]Phone No:      
	[bookmark: Text131]Phone No:      

	[bookmark: Text133]E-mail:      
	[bookmark: Text134]E-mail:      

	Preferred method of communication:
[bookmark: Check40][bookmark: Check41][bookmark: Check42][bookmark: Check43]Letter  |_|	E-mail   |_|				Letter	|_|	E-mail  |_|


	In what capacity does the referee know you?
	In what capacity does the referee know you?


	· Employer/former employer

· Colleague/former colleague or manager but the reference is given on a personal basis

· Personal
	|_|


|_|


|_|
	· Employer/former employer

· Colleague/former colleague or manager but the reference is given on a personal basis

· Personal
	|_|


|_|


|_|

	
[bookmark: Text115]If the referee knows you by a different name please state:      






	

	
	

	*  If you have not had previous employment, please provide details of another referee.

A reference will normally be taken up from your present/previous employer.  Please tick the box if you do not want us to contact your referees without your prior agreement.  However, if this job is working within Children's Services all references will be taken up prior to interview.
I agree to you contacting my present/most recent employer:   Yes  |_|	No   |_|




	Current/Most Recent Appointment

	Title of current Job:
     
	Start Date:
     

	Current Employer:
     
	Salary Range:
     

	Employer Address:
     
	Current Salary: £     


	Permanent or temporary contract:
     
	Notice Required:
     




	Main Responsibilities

	     





























	Job related training

	Brief details and dates of any training courses attended, excluding further education.
     








	Current memberships of institutions/professional bodies

	Please state level of membership, i.e. Graduate, Fellow, and membership number.
     











	Employment History

	Please explain any gaps in your employment

Name of Employer, type of Business and job title

     




























	


Dates (Most recent first)


     
	


Duties and reason for leaving


     





	Relationship to Trustees, Directors, Local Advisory Members or Employees or the School or Trust

	If you have any personal relationship to any of the above, please give their name and relationship.  This does not stop an employee giving a reference.  (Any approach to other employees to influence a selection decision will disqualify you).

If a Councillor, Members, Directors, Local Advisory Members or Employees or the School or Trust:
Name      	Relationship	     
       
Employee:        Name			     	
		Relationship		     	
		Work location  	     
		Their present job	     























	In-Service Education

	Please give details of In-Service Education relevant to your application and undertaken in the last three years.

	As a Participant

	Dates of Course
	Length of
Course
	Course Title
	Qualification obtained and date of Award
	Course Provider

	From
	To
	
	
	
	

	     

	[bookmark: Text63]     

















	[bookmark: Text64]     
	[bookmark: Text65]     
	[bookmark: Text66]     
	     



	As a Course Leader

	Dates of Course
	Length of
Course
	Course Title and brief outline of your contribution


	From
	To
	
	

	[bookmark: Text68]     
	[bookmark: Text69]     
	[bookmark: Text70]     
	     

























	Professional Qualifications, Education and training since leaving school

	Please give details of schools and colleges attended from age eleven, including part-time education and other courses.

	Secondary education
(name and town of school)
     

























	Dates from / to

     
	Qualifications gained 
[bookmark: Text163]
     
	Grade attained

     

	Education and training after school (name and town of college/university)
     



























	Dates from / to


     
	Qualifications gained 


     
	Grade attained


     



















	Please note: you will be required to produce original relevant evidence of qualifications attained.








	Other Information

	
[bookmark: Check50][bookmark: Check51]Do you have a valid driving licence?	Yes	|_|	No	|_|

[bookmark: Text158]If yes, please state type of licence	     


[bookmark: Check52][bookmark: Check53]Does your licence have any endorsements or penalty points?	Yes	|_|	No	 |_|

[bookmark: Text159]If yes, please give details      










	Letter of Application

	You are required to submit a letter of application in which you should explain why you are applying for the job.  Please concentrate on how your experience, training and personal qualities match the requirements of the job you are applying for and the description and person specification.

	If you require more space please attach a separate sheet.




	Activities and Interests


	[bookmark: _Hlk72246740][bookmark: Text169]Activities and interests away from work which may be relevant to the job applied for.
     










	The Rehabilitation of Offenders Act

	The Learning Partnership regards the welfare and safety of children as paramount. Whilst criminal convictions are not necessarily a bar, this safety consideration will be key to all decisions regarding the employment of staff, approval of volunteers and standards of external contractors.

All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974.  However, amendments to Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 & 2020) provide that when applying for certain jobs and activities, certain convictions and cautions are ‘protected’.  This means they are not subject to disclosure to employers and if they are disclosed employers cannot take them into account.  

Guidance and criteria on the filtering of these cautions and convictions can be found on the Ministry of Justice website or follow the link below:

Guidance on the Rehabilitation of Offenders Act 1974 and the Exceptions Order 1975 - GOV.UK (www.gov.uk).

Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview.  You may be asked for further information about your criminal history during the recruitment process.  If your application is successful, this self-disclosure information will be checked against information from the Disclosure & Barring Service before your appointment is confirmed.





	Professional Body 


Have you been referred to a Professional Body on misconduct grounds and/or are subject to a reprimand and/or a conditional registration order?	|_| Yes	|_| No

If yes, please state:      


	Declaration

	Successful applicants will be asked to apply for a Disclosure and Barring Service check.  Further information about the Disclosure process can be found at www.disclosure.gov.uk

I confirm that the above information is complete and accurate and I understand that any offer of employment is subject to a) references which are satisfactory to the school b) a satisfactory DBS certificate and Barred List Check c) the entries on this form proving to be complete and accurate and d) a satisfactory medical report, if appropriate.  I confirm that I have not been disqualified from working with children, cautioned or sanctioned in this regard.

Signed:       	Date:	     





	Lived or Outside the UK in the Last 5 Years

	If you have lived or worked outside the UK in the last five years The Learning Partnership 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 addition information in due course.

[bookmark: Check25][bookmark: Check26]Have you Lived or worked outside the UK in the last 5 years Yes	|_|	No	|_|	




	I certify that the details on this application form and any supplementary information attached are true as far as I know.  I understand that if I give false information or withhold relevant information, it could result in my dismissal.

Name (in block capitals):      

Signed:       	Date:	     





Please continue to Part 2.
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Part 2 Job Application Form Support Staff

CONFIDENTIAL 
This information is not collected for recruitment purposes and it will be detached from your  part 1 application form and only referred to following shortlisting.

	Title of job applied for

	Title of job applied for:        
	Our Vacancy Ref:      

	Name of School/Unit/Service:




	Date of Birth:
(For identification purposes only)
	




	Gender:
	optional

	Religion:
	optional
	Ethnicity:
	optional



	Disability

	The Disability Discrimination Act of 1995 made it unlawful for employers to discriminate against their employees who are disabled and places a duty on the employer to make reasonable adjustments to enable the employee to undertake the work.  The definition in the Act is “People with disabilities are individuals who have, or have had, a physical or mental impairment which has a substantial and long-term effect on his or her ability to carry out normal day to day activities”.  If you do consider yourself to be disabled under the definition in the Act, please indicate this, even if you do not currently need any adjustments to undertake your job.

Do you consider yourself to have a disability?	





	Return to:

	bursar@daven.cheshire.sch.uk
Daven Primary School, New Street, Congleton, CW12 3AH
	[bookmark: _GoBack]By: 9:00am on Friday, 1st December 2023 Closing Date
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