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Application for Employment – Support Staff 
Please complete using black ink or type.

	Job Applied for:
	

	
	

	Closing Date:
	

	
	

	Title and Last Name/Family Name:
	

	
	

	Previous Last Name:
	


	First Names:
	

	
	

	Where did you see this post advertised?
	


Please carefully read the job description and person specification before completing this form

Please ensure that you complete ALL sections.  

Your application will be treated in the strictest confidence.

General Information About You

	Home Address


	Address for communications (if different)




	Telephone No. Home:
	
	Alternative Telephone No:
	


May we contact you here?  Yes     (   No     (
     May we contact you here?  Yes   (
No    (
	Date of birth:

(required to meet Department for Education & Skills Safeguarding Children and Safe Recruitment guidelines)
	Email Address:


If you are successful, when could you start this job? 

	


Are you related to a member of staff or a member of the Governing Body?

Yes     (
No     (                 If yes please give brief details.

	


	Qualifications Achieved from Secondary, Higher and/or Further Education


	School/College/University attended


	Qualifications

(include GCSE/O levels, A levels or equivalent, NVQ’s, work based courses and any further education)
	Grade & Year taken

(if any)

	
	
	


	Employment


Present or most recent employment details. 

Name and Address of Employer:

	


	Job Title:
	
	Salary:
	


	Date started:
	
	  Date of leaving
  and Reason: 

  (if applicable)
	


Main duties and responsibilities: Please use a separate page if necessary

	


	Previous Employment:


You must explain any gaps in your job history.  Please use a separate page if necessary. Please give details of all employment.

	Name and full address of Employer
	Dates
	Job Held
	Reason for Leaving

	
	
	
	


	


Work Permit

Do you need a work permit to be employed in the UK?
Yes     (
No    (
	National Insurance Number


(You can obtain this information from the Department of Social Security)

	
	
	
	
	
	
	
	
	
	
	
	
	


If appointed, you will be required to produce documentary evidence of your National Insurance number before you take up the post.  If you do not have this, you will be asked for alternative documentation to show that you are allowed to work in the UK.

	Referees


Give details of two people to whom you are not related and to whom a request for a reference can be made; one should be your current employer, or if you are currently unemployed, your last employer.  In the case of school / college / university leavers, your tutor.  In certain circumstances a reference may be requested from any of your previous employers.

Reference 1





     Reference 2

	Name: 
	
	Name: 
	

	Relationship to you
	
	Relationship to you:
	

	Address:

Email Address:
	
	Address:

Email address:
	

	
	
	
	

	
	
	
	

	Tel. No:
	
	Tel. No:
	

	May we contact prior to interview?  

Yes   (  No   (  


	May we contact prior to interview?  

Yes   (  No   (



	SAFEGUARDING CHILDREN – REHABILITATION OF OFFENDERS ACT 1974


Applicants applying for posts in schools are exempt from the provision of this Act and must therefore declare all convictions, including those which might otherwise be considered as spent.

Failure to do so may lead to dismissal.

Have you ever been cautioned, convicted or received a Police Reprimand or Warning?

Yes     (
No     (
If you have answered yes, please provide details in the box below:

Details of any relevant cautions or convictions:

	

	

	Reason for Application


Using the job description and person specification as a guide, please give details of any experience or skills which you feel demonstrate your suitability for this post.  Please use a continuation sheet if you require.

	


I understand that any employment, if offered, will be subject to the information on this form being correct, and I can confirm that no valid information has been wilfully withheld.  I understand that if I am appointed, I am liable to dismissal without notice if the information on this form is later proved to be inaccurate.

	Signed:
	
	Date:
	


If you are returning this application form by post, please sign and date.  If returning by email you will be asked to sign a copy of this document before any offer of employment is made.

( Protecting your personal information

Endeavour MAT retains on file information (including health and equalities data) from this form and any attached documents.  This is required for recruitment and equal opportunities monitoring purposes, the payment of staff and the prevention and detection of fraud.  All information will be dealt with in accordance with the data protection legislation.

EQUAL OPPORTUNITY MONITORING FORM

To help us ensure that our recruitment procedures give genuine equality of opportunity please answer the questions below.  This document will be kept separate from your application (please tick box where appropriate).

VACANCY INFORMATION

	Job Title:
	
	
	School:
	


	Closing date:
	


PERSONAL INFORMATION

	Name:
	
	
	D.O.B:
	


GENDER

	


	


Male                        

Female          
ETHNIC ORIGIN

Please tick the box which most closely describes your cultural background

WHITE

	


	


 British    


Irish


	Any other White background (please specify)
	


MULTI ETHNIC

	


	


	


Black Caribbean and White

 Black African and White  
Asian and White      

	Any other multi ethnic background
	


ASIAN OR ASIAN BRITISH


	


	


	


Indian 

Pakistani 


Bangladeshi

	Any other Asian background
	


BLACK OR BLACK BRITISH


	


	


Caribbean

African

	Any other Black background
	


CHINESE OR OTHER ETHNIC GROUP

	


Chinese

	Any other ethnic group
	


DISABILITY

	


	


Do you have a disability in respect of employment in this post?
Yes
No


Please describe any special adaptations or arrangements you may require to undertake the duties of the post, these can be discussed with you at the interview:-

ADDITIONAL INFORMATION

	


	


Are you applying as part of a Job Share?

Yes
No


	Where did you see the advertisement for this position?
	


Rehabilitation of Offenders Act 1974

We ask for details of any unspent criminal convictions you may have.  If you have an unspent criminal conviction we will look at it in relation to the job you have applied for before making a decision.  We will treat it in the strictest confidence. Failure to disclose any ‘unspent’ or ‘spent' (if relevant) convictions may result in the offer of employment being withdrawn.  If already appointed you could be dismissed without notice.

There are specific job categories which are exempt under the provisions of the Act.  This means that you must declare ‘spent’ or ‘unspent’ convictions for work in these categories.  If you are applying for a job in any of the following categories, you MUST disclose all details of any caution or criminal offence:

· Work involving access to children, for example, school based staff, Youth Service etc.

· Work involving the provision of services to persons under the age of 18 which includes social services, care, leisure and recreational facilities and the provision of accommodation

· Work involving the provision of social services to persons:

· over the age of 65

· suffering from serious illness or mental disability of any description

· addicted to alcohol or drugs

· who have a sensory impairment

· who are substantially and permanently disabled by illness, injury or congenital deformity.

Any information you give will be strictly confidential.

Rehabilitation Periods

The following sentences are deemed as never being ‘spent’ and MUST be declared:

· imprisonment for life;

· imprisonment, youth custody, detention in a young offender institution, or corrective training for a term exceeding 30 months;

· preventive detention;

· detention during Her Majesty’s pleasure or for life or under s.205(2) or (3) of the Criminal Procedure (Scotland) Act 1975, or for a term exceeding 30 months passed under s.53 of the Children and Young Persons Act 1993 (young offenders convicted of grave crimes), or under the Act of 1975 (detention of children convicted on indictment), or a corresponding court martial punishment;

· custody for life

The following list includes sentences which are subject to rehabilitation under the Rehabilitation of Offenders Act :

	For a sentence of imprisonment, or youth custody or detention in a young offenders’ institution, or corrective training for a term exceeding 6 months but not exceeding 30 months
	10 years

	For a sentence of imprisonment, or youth custody or detention in a young offenders’ institution, or corrective training for a term not exceeding 6 months 
	7 years

	For a sentence of imprisonment of 6 months or less
	7 years

	For a sentence of borstal training
	7 years

	For a fine or other sentence (eg a community service order) for which no other rehabilitation period is prescribed
	5 years

	For an absolute discharge
	6 months

	For a probation order, conditional discharge or bind over; and for fit person orders, supervision orders or care orders under the Children and Young Person Acts (and their equivalents in Scotland)
	1 year, or until the order expires (whichever is the longer)

	For detention by direction of the Home Secretary:

From 6 months to 2.5 years

From 6 months or less

For a detention centre order not exceeding 6 months

For a remand home order, an approved school order, or an attendance order
	5 years

3 years

3 years

The period of the order and a further year after the order expires.

	For a hospital order under the Mental Health Acts
	The period of the order plus a further two years after the order expires five years from the date of conviction whichever is the longer

	The following rehabilitation periods are for specific types of military punishment, with these rehabilitation periods being halved for offenders under the age of 17 at conviction.

	For cashiering, discharge with ignominy or dismissal with disgrace
	10 years

	For simple dismissal from the service
	7 years

	For detention
	5 years
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