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	Non Teaching Post Application Form

	
	Please return completed application to Mrs J Marshall [Headmaster’s PA] at the above address.

Complete all areas in black ink.
	

	
	Job Title
	
	

	
	
	
	

	
	
	
	

	
	PERSONAL DETAILS
	
	

	
	
	
	

	
	Title (Mr, Mrs, Ms)
	
	Date of Birth
	
	

	
	
	
	
	
	

	
	Forenames
	
	National Insurance No
	
	

	
	
	
	
	
	

	
	Last Name
	
	Home Tel.
	
	

	
	
	
	
	
	

	
	Address
	
	Mobile Tel.
	
	

	
	
	
	
	
	

	
	
	
	Work Tel.
	
	

	
	
	
	
	
	

	
	Postcode
	
	Email
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	

	
	CURRENT / LATEST EMPLOYMENT
	
	

	
	
	
	

	
	Name and address of current / most recent employer
	
	Job Title
	
	

	
	
	
	
	
	

	
	
	
	Current / latest salary
	
	

	
	
	
	
	
	

	
	
	
	Weekly hours
	
	

	
	
	
	
	
	

	
	Date started in post
	
	Date of leaving (if relevant)
	
	

	
	
	
	
	
	

	
	Notice required
	
	Reason for leaving
	
	

	
	
	
	
	
	

	
	Main duties / responsibilities / achievements
	
	

	
	
	

	
	
	
	

	
	
	
	
	
	

	
	WORK AND OTHER RELEVANT EXPERIENCE
	

	
	Please list below a complete record of other employments and activities, either paid or unpaid. These should be in date order, starting with the most recent.
	

	
	From
mm/yy
	To
mm/yy
	Name of organisation and
nature of business
	Job title / role with brief indication of main duties and responsibilities
	Reason for leaving
	

	
	
	
	
	
	
	

	
	
	
	
	
	


	
	
	
	
	
	

	
	SECONDARY EDUCATION
	

	
	
	

	
	Schools
	From
	To
	Examination Results (subject, level and grade)
	Date
	

	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	FURTHER AND HIGHER EDUCATION
	

	
	
	

	
	University, Polytechnic, College, etc
	From
	To
	FT/PT
	Qualification
	Level
	Main Subject
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	OTHER QUALIFICATION e.g. membership of professional bodies
	

	
	
	
	
	
	

	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	INDUSTRIAL/COMMERCIAL EXPERIENCE AND SERVICE IN HM FORCES
	

	
	
	
	
	
	

	
	Company or Establishment
	Nature of business
	Position held
	FT/PT
	From
	To
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	PERSONAL INTERESTS
	

	
	
	
	
	
	

	
	
	

	
	
	
	
	
	


	
	
	
	
	
	

	
	HOW YOU MEET THE REQUIREMENTS NEEDED FOR THIS POST
It is important that you provide evidence in this section of how you meet the essential and desirable criteria set out in the Job Description (if there is one). Also tell us about things you have been responsible for and what you achieved. Include examples from paid or unpaid work or other activities you have undertaken that are relevant to the job you are applying for. Also include other information about why you want the job and anything else you wish to say. (Continue on a separate sheet if you need to)
	

	
	
	
	
	
	

	
	
	

	
	
	

	
	
	

	
	REFERENCES
	

	
	
	

	
	Normally, references will be requested for all candidates invited for interview, unless you ask us not to by ticking the “no” boxes below. This will not affect our decision to invite you for interview. However, references will need to be taken up at some stage if you are successful.
	

	
	
	

	
	1.
	Name
	
	Job Title
	
	

	
	
	
	
	
	
	

	
	
	Address
	
	Telephone No
	
	

	
	
	
	
	
	
	

	
	
	
	
	Mobile No
	
	

	
	
	
	
	
	
	

	
	
	Postcode
	
	Email
	
	

	
	
	
	
	
	
	

	
	2.
	Name
	
	Job Title
	
	

	
	
	
	
	
	
	

	
	
	Address
	
	Telephone No
	
	

	
	
	
	
	
	
	

	
	
	
	
	Mobile No
	
	

	
	
	
	
	
	
	

	
	
	Postcode
	
	Email
	
	

	
	
	
	
	
	
	


	
	
	
	
	
	

	
	ENTITLEMENT TO WORK IN THE UK
To comply with the Asylum and Immigration Act 1996 all prospective employees will be asked to supply evidence of eligibility to work in the UK. We will ask to see an appropriate official document (for example, a document showing your national insurance number, if you have one, your birth certificate, passport etc). Do not send these now. Further information will be sent to you if you are selected.
	

	
	
	
	
	
	

	
	Do you require a work permit to work in the UK?
	Yes
	
	No
	
	
	

	
	
	
	
	
	

	
	If you already have a work permit, please give the expiry date
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Do have a current driving licence?
	Yes
	
	No
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	CONVICTIONS
	
	
	
	
	

	
	Any applicant for a post involving children and young people must declare any criminal convictions, ‘spent’ or otherwise. The school will need to check the successful applicant’s details with the Police and will carry out a DBS check.

Details of convictions (state nil if appropriate)


	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	DECLARATION
	
	
	
	
	

	
	To the best of my knowledge, the information I have supplied on this form is correct.  I understand that canvassing of Governors, the Headmaster or other members of staff of the school, giving false information or omitting relevant information could disqualify my application and, if I am appointed, could lead to my dismissal.  

In submitting this form I give my consent for personal data to be processed in accordance with the Data Protection Act 1988.
	

	
	
	
	
	
	
	

	
	Signed
	
	Date
	
	

	
	Details of your application including your personal details will be stored in our archives and database for up to 12 months following completion of this recruitment process (longer for successful applicants)
	

	
	
	
	
	
	
	


Please give details of any reasonable adjustments you require to be made to the interview process because of a medical condition or disability or state “None”

Hartismere is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Enhanced DBS checks will be carried out for all posts.

