[image: image1.png]%

New Fosseway
School




New Fosseway
Application for Employment

Application for Support Staff 
(including administrators)
Information for Applicants

CVs will not be accepted.
An Enhanced disclosure is required for this post and where appropriate a barring check.
All sections of the form must be completed.

If you are not completing electronically, please complete in black pen to aid photocopying.

Please read the guidance notes for more information before completing this form and confirm that you have read them.    


I confirm that I have read the guidance notes 
Yes             No
	Position applied for: 
	

	Job Reference No: 
	
	Applicant No: (office use only)

	How did you find out about the vacancy?
	


Education in Chronological Order 
If offered a post, you will be asked for original evidence of your qualifications and the school reserves the right to approach any number of education providers to verify qualifications stated. Please continue on a separate sheet if necessary.
	Full record of secondary schools, colleges or universities attended
	Full (F) or 

Part

Time (P)
	From
	To
	Exams passed and qualifications gained (including NVQs), 

including grades

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Training (e.g. short courses; further development)

	Course title
	Date
	Qualification (if appropriate)

	
	
	

	
	
	

	
	
	


Present Post 
	Name, address and telephone number of current employer
	Salary
	Full (F) or 

Part

Time (P)
	Job title and brief description of main duties:

	
	
	
	

	Start date (dd/mm/yy)
	
	End date
	
	How much notice do you need to give?
	

	Reason for leaving
	


Full record of previous employment (this may be paid or unpaid)

Please put most recent job first.  Any dismissal or redundancy must be clearly stated.  Please indicate if any previous employer or voluntary group involved with has closed down
	Dates
	Job Title and Main Duties
	Full (F) or 

Part

Time (P)
	Salary

	Reason for leaving

	From
	To
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Gaps in employment or training.  Please indicate and explain any gaps since the date you left secondary education. Continue on a separate sheet if necessary.

	Dates from
	Date to
	Reason for gap

	
	
	

	
	
	


	ADDITIONAL INFORMATION.  Please say how your skills, knowledge and previous experience, whether paid or unpaid, are relevant to this post and how they meet the criteria listed on the employee specification.  You should refer to these and the enclosed guidance notes when completing this sheet.  You may also wish to outline personal achievements, whether in paid employment or elsewhere to demonstrate personal qualities or interests.  Please continue on a separate sheet, if necessary.



References

References will be taken up at the same time as applicants are invited for an interview.  Please give the name and address of two referees the school may seek information from regarding your suitability for employment. If you are currently employed, one of the referees must be your current employer (see guidance notes). Otherwise it must be your most recent employer.
Please note that, in addition to your two nominated referees, any number of previous employers may be contacted in relation to your employment history as part of the vetting process (this includes vetting of internal applicants).  Checks will also be made on referees and their relationship to you.  
Family, ex/current partner, close friends are not acceptable referees.

	1st Referee
	2nd Referee

	Name: 
	
	Name: 
	

	Address (including postcode):
	Address (including postcode):

	
	

	Tel no. 
	
	Tel no.
	

	E-mail: 
	
	E-mail: 
	

	Job title: 
	
	Job title: 
	

	Relationship to you: 
	
	Relationship to you: 
	


Bristol City Council

Application for Employment (Work with Children or Vulnerable Adults)

Criminal records, convictions, cautions, reprimands, final warnings, bans etc

Important Information

Please read and sign the declaration at the end of this section

Applicants should be aware that providing false information to obtain employment is a criminal offence.

It is a requirement of employment for this post that a Disclosure and Barring Service (DBS) check is obtained.  
Part of the DBS check may include examining Local Authority Child Protection Registers where you have lived in the past.  As part of our safer recruitment process we may also contact a number of your past employers regarding this application for employment.

Shortlisted applicants will be asked to bring proof of identity to interview e.g. current passport or photo-driving licence, plus at least one item of address related evidence.  

If you are successful you will be required to complete an online Disclosure and Barring Service application which will result in a certificate being issued personally to you, directly from the Disclosure Service.  Full details will be given on the DBS application process following any offer of employment.  You will be required to evidence the DBS certificate to the Hiring Manager/Headteacher, once received, as part of your confirmation of employment.

Please answer the following:
Have you ever been dismissed from employment for any reason other than redundancy?


 Yes               No       
If yes, please give reasons below:

Have you ever been suspended or subject to disciplinary action in any employment? 

Yes            No
Have you ever been the subject of any proven/unproven investigation(s), complaint(s) or the like in relation to your work with children or vulnerable adults, whether in a paid or voluntary capacity or carried out privately?

Yes            No
Have you previously used, or do you currently use, any other surname?


Yes            No
If yes, please state the other surname(s) used:

Do you have a criminal record to declare (see guidance, this includes criminal convictions or police cautions spent or otherwise)?

Yes            No
If Yes, when did this take place (dd/mm/yyyy):

Have you ever been banned from working with children (up to 18) or vulnerable adults?

Yes              No


Are there any current criminal proceedings against you? (This includes any cautions, bind-overs, police warnings or pending prosecutions)? 



 Yes               No       
Additional Questions for Early Years Employees only

Any employee whose role and responsibilities include working in the school’s Nursery/Reception Class / before or after school provision is also required to confirm that they are a not disqualified from working within early years services by association.

Have you been cautioned, subject to a court order, bound over, received a reprimand or warning or found guilty of committing any offence? 



 Yes               No       
Are you living in the same household as someone who has been disqualified from working with children under the Childcare Act 2006? 

Or

Living with someone who has been barred from with working with children? 



 Yes               No       
Have your own children ever been subject to a Child Protection Plan, taken in Care or removed from your care as a result of abuse or neglect? 



 Yes               No       
If you answer yes to any of the questions above, and you are shortlisted, the panel will discuss this at interview. You may wish to provide documentation concerning these.

Important
In the event of answering yes to the above questions, please note that your application will be treated on its merits.  A criminal record is not necessarily a barrier to employment. It will be weighed according to relevance and the circumstances and background to your record.  
Are you subject to a ban under either the Protection of Children Act 1999; Care Standards (Vulnerable Adults) Act 2001; Disqualification from Working with Children Regulations; or serving a Disqualification Order under the Criminal Justice and Court Services Act 2000? 



 Yes               No       
Statement: I confirm that I have read and understand the above provisions.  If completing this form electronically, you will be asked to sign a copy of this form if you attend an interview
	Signed:
	
	
	Date:
	


Personal Details: 

New Fosseway School is committed towards recruiting a workforce that fairly represents all sections of the community.  To help us do this, we will detach this sheet before it is sent to a shortlisting panel and applicants will be identified by an applicant number only.  Information on this sheet is strictly confidential.

	Job reference no:
	Applicant no: (for office use only)


	Title: (Please tick)
	Mr
	Mrs
	Miss
	Ms
	Dr
	Other


	Name:
	

	Other surnames previously known by, whether formally or informally.  If offered a post, original evidence of identity and name changes will be required:

	

	Address (including post code)

	

	Telephone numbers (incl. Area code): 
	Home:
	Mobile:

	E-mail address
	


	Are you applying for this job on a job share basis?
	Yes 
	No


	National Insurance No
	
	Gender: 
	Male 
	Female 


	Date of birth (applicants must be aged over 16 when they commence employment):

	


Please state below if you are related to or have a personal relationship with any employee at New Fosseway School: 

	Name(s)
	
	Relationship:
	


	Are you, or have you been, a Councillor with a Local Authority within the last twelve months?
	Yes
	No


‘I declare that the information contained in every section of this application is correct and understand that any false or misleading information may make this application void.  If employment has begun, I may be dismissed without notice and may be prosecuted under the Theft Act’.

	Signed:
	
	
	Date:
	


Equality of opportunity

New Fosseway School is an equal opportunities employer and particularly welcomes applications from groups currently under-represented in the workforce. New Fosseway School is committed to making reasonable adjustments to make interviews and jobs more accessible to Disabled people.  

Equality of information

All applicants will receive the same information about the job, and if a contact officer is given, all applicants are invited to phone for an informal discussion about the job prior to applying for it.  This may help you decide if you meet all the criteria and whether you want to proceed with an application.

References

References will normally be taken up before the interview for all shortlisted candidates.  If you are in paid employment, your current employer should be named as someone we can approach for a reference. References will be taken up if you are offered an interview. If you do not wish your referee to be approached at this stage, you should request this in writing with reasons. No appointment will be offered without satisfactory references first being received.

If you are related to a referee in any way - for example, if you have formally been employed by a member of your family - you should make this clear on the form.

If you never have been employed before, you should give the name of someone who will be able to comment on your skills and abilities, such as a teacher or lecturer, or other professional person who is not a friend or relative.   

You should ask permission from your proposed referees prior to naming them. 

Canvassing

Any sort of canvassing will lead to you automatically being disqualified.  For example, you must not ask a governor or employee of New Fosseway School to use their influence to help you get this job.

Elected members and politically restricted posts

Elected members of local authorities cannot be appointed as officers of those authorities for 12 months following their term of office. Officers in politically restricted posts cannot engage in political activity.

Right to work

All employers must ensure that they only employ people who have a right to work in this country.  Successful applicants not currently employed by the council will have to produce either a P45 from their last employer, a document from the Benefits Agency or Employment Services or any other appropriate official document before their first day of employment.

Late applications

The completed application form must reach us by the stated closing date. Late applications may not be considered unless there are exceptional circumstances. Please note: It is your responsibility to ensure that your application is received by the school by the closing date indicated on the covering letter.
Complaints procedure

If you feel you have not been treated fairly you can write to the Chair of Governors who will investigate your complaint in accordance with the school’s complaints procedures.  You will get a written reply and if something has gone wrong, we will say so and try to put it right.  Any complaints should normally be made within three months of the incident arising.

Please note that complaints can only be raised about the application of the recruitment and selection policy, not about the appointment decision. 

NB. It may be useful for you to keep a copy of the application form for future reference.
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