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Abbey Multi Academy Trust

             Non- Teaching Application Form

	

	Title:
	Surname:
	Forename:

	

	Post you are applying for:
	Advert reference:

	Date you are able to commence duty:

	

	Home Address:


	Telephone (Home):
	National Insurance Number:


	Telephone (Work):


	Valid Driving Licence:  Yes/No

	Telephone (Mobile):
	Email address:

	

	Do you hold a DBS Certificate?   
Yes

No

Have you subscribed to the update service?   
Yes

No


   
If yes: Please indicate level of check: 
Standard
Enhanced
Please indicate workforce: 
Child
Adult

Child & Adult

Other


	

	Criminal Convictions (please see Guidance Notes)

	You are required to provide details of any convictions, cautions, reprimands of final warnings as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1075 (as amended in 2013 & 2020). The amendments to the Exceptions Order 1975 (2020) provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers, these cannot be taken into account. Please refer to this link https://www.gov.uk/government/publications/dbs-filtering-guidance/dbs-filtering-guide 

Disclosures should be placed in a sealed envelope, addressed to the Recruiting Officer and submitted with your application. Please refer to our Applicant Guidance, Disclosure of Conviction and Caution Flowcharts and Ex-offender Policy Statement to inform what should be disclosed and what is protected under the Act and should not be disclosed. Further information and guidance can be found on the Disclosure and Barring Service website.



	References 

	Please nominate two referees.  Your current employer should be one of your referees. If you are currently employed in a school/academy your Headteacher/Principal should be one of your referees.  Referees should have direct knowledge of your professional capabilities and performance and should not be a family member.

	1. Name:
	2. Name:

	Address:


	Address:

	Telephone:
	Telephone:

	Email:
	Email:

	Relationship:
	Relationship:

	Abbey Multi Academy Trust is an educational establishment obliged to follow Keeping Children Safe in Education and Safer Recruitment in Education legislation.  

Unless otherwise stated (below), referees will be automatically contacted if shortlisted for an interview:

	Ref 1: Yes/No (please delete as appropriate)


	Ref 2: Yes/No (please delete as appropriate)


	Secondary, Further Education and Higher Education

	Institution
	Dates (From/To)
	Full or Part Time
	Qualifications obtained (with Subjects/Grades

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	

	If any course you have taken has been extended beyond the normal period, state reason and period of extension.  Please also account for any gaps in your education.



	

	Training and other qualifications gained

	Please supply details of In Service Training and other relevant qualifications undertaken in the last five years and list on a separate sheet then attach to this form.

	Training Provider
	Subject
	Duration
	Qualifications Obtained

(if applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	

	Continued Professional Development (CPD)

	Please give details (including dates) of subsequent qualifications, training or research.  Continue on a separate sheet if required.




	Work Experience

Present (or most recent) post

	Name of employer and nature of business
	Position held and brief outline of main responsibilities
	Salary details
	Date appointed (From/To)

	
	
	
	

	Please give brief reasons why you are leaving/have left this post:



	Previous paid or unpaid work experience – Please arrange in chronological order

	Name of employer and nature of business
	Position held and brief outline of main responsibilities
	Salary details
	Date appointed (From/To)

	
	
	
	

	Please account for any gaps in your employment record:




	

	Supporting Statement

In addition, please provide a supporting statement of no more than two A4 pages detailing:

· How you meet the job description and person specification.

· What your main qualities and experiences are and how they relate to the job description and person specification.

· What skills you have obtained that you could bring to the post.

This can be attached separately if you wish.
You are reminded that CVs cannot be accepted as part of your application.

	


	DATA PROTECTION ACT 2018
Abbey Multi Academy Trust is the ‘data controller’ for the purposes of data protection law. Under data protection law, individuals have a right to be informed about how Abbey Multi Academy Trust and its academies use any personal data held about them. The Trust complies with this right by providing ‘privacy notices’ (sometimes called ‘fair processing notices’) to individuals where we are processing their personal data. The Trust’s privacy notices and Data Protection Policy can be found via the following link:
http://www.abbeymat.co.uk/privacy-notices.html
The information in this application form will be used in the Company’s Recruitment and Selection process.  It will be used to monitor the effectiveness of Abbey Multi Academy Trust policies and practices and, in particular, its Equal Opportunities Policy.  This monitoring is for statistical purposes only and you will not be identifiable from this process.  However, your personal details contained in this application form may be used in the prevention and detection of fraud.  Where this occurs you will be identifiable.   
Your information may be disclosed to the following third parties:

· Survey and research organisations (for monitoring purposes only)

· Organisations that handle of investigate the proper use of public funds

· Local Government authorities, Central Government Authorities, Law Enforcement Authorities
Application forms submitted by unsuccessful candidates will be destroyed after six months from the date the post was appointed to.
DECLARATION

I consent to Abbey Multi Academy Trust recording and processing the information detailed in this application form. I understand that this information may be used by the company in pursuance of its business purposes and my consent is conditional upon Abbey Multi Academy Trust complying with their obligation under the Data Protection Act 2018.  

I can confirm that, to the best of my knowledge, the information provided on this form is correct and gives a fair representation of my qualifications and employment history. I understand that if I am appointed and it is later discovered that I withheld or falsified relevant information, that disciplinary action may be taken and I may be summarily dismissed.



	Your application form should be completed and returned by email to recruitment@abbeytrust.org (or as instructed on the vacancy advert) as soon as possible and no later than the closing date given in the advert.  Thank you very much for your interest in Abbey Multi Academy Trust and for the time taken in completing this application. 



	Signature:


	Date:
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Abbey Multi Academy Trust

	      Equal Opportunities Monitoring Form

Completion of this section will help us to ensure that our workforce reflects the diverse make-up of the community of West Yorkshire.  To ensure our policies and procedures are not discriminatory, we monitor job applicants and the diversity make-up of our current workforce, as part of our internal processes, such as training.  The information you give is confidentially managed and does not form part of the process.  It will greatly assist us if you provide as much information as possible, but you are not obliged to do so.
You have a right to retract the information you provide on this form at any time and have it removed from our records. You can exercise this right by contacting dpo@abbeytrust.org.



	Ethnic Origin (Please tick one box only, indicating the category that best describes your ethnic origin)

	White
	British
	
	
	Irish
	
	

	

	
	Any other White background (please specify)
	
	
	

	

	Mixed
	White & Black Caribbean     
	
	
	White and Black African
	
	

	

	
	White & Asian
	
	
	
	
	

	

	
	Any other Mixed background (please specify)
	
	
	

	

	Asian or Asian British
	Indian
	
	
	Pakistani
	
	

	

	
	Bangladeshi
	
	
	
	
	

	

	
	Any other Asian background (please specify
	
	
	

	

	Black or Black British
	Caribbean
	
	
	African
	
	

	

	
	Any other Black background (please specify)
	
	
	

	

	Chinese
	Chinese
	
	
	
	
	

	

	Other
	Any other ethnic background (please specify)
	
	
	

	

	

	Gender (please tick)
	                                          M
	
	
	                                       F
	
	

	

	

	

	Age Range
	Up to 19
	
	
	46 - 55
	
	

	

	
	20 - 25
	
	
	56 - 65
	
	

	

	
	26 - 35
	
	
	Over 65
	
	

	

	
	36 - 45
	
	
	
	
	

	

	
	
	
	
	
	
	

	

	Disability (please tick)

	

	Do you consider yourself to be disabled?
	Yes
	
	No
	
	

	

	If Yes, do you consider yourself to be disabled under the terms of the Equality Act 
	Yes
	
	No
	
	

	2010 (formerly the Disability Discrimination Act)

	
	
	
	
	

	This Act defines disability as ‘a physical or mental impairment which has a substantial and long-term adverse effect on an individual’s ability to carry out normal day-to-day activities’.


	

	How did you learn of this vacancy?



1

