
	SUPPORT STAFF APPLICATION FORM


The Kirkstead Education Trust is committed to safeguarding and promoting the welfare of children, young people and expects all staff and volunteers to share this commitment.

Throughout this form, we ask for some personal data about you. We will only use this data in line with data protection legislation and process your data for one or more of the following reasons permitted in law:

· You have given us your consent

· We must process it to comply with our legal obligations

The Trust is legally obligated to process an enhanced Disclosure and Barring Service (DBS) check before making appointments to relevant posts.

The DBS check will reveal both spent and unspent convictions, cautions, reprimands and final warnings, and any other information held by local police that is considered relevant to the role. Any information that is “protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 will not appear on a DBS certificate.

For posts in regulated activity, the DBS check will include a barred list check.

It is an offence to seek employment in regulated activity if you are on a barred list. 

We will use the DBS check to ensure we comply with the Childcare Disqualification Regulations. It is an offence to provide or manage childcare covered by these regulations if you are disqualified. Any data processed as part of the DBS check will be processed in accordance with data protection regulations and the Trusts privacy notice. 

If you have lived or worked outside of the UK in the last 5 years, the Trust 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 additional information in due course.

Have you lived or worked outside of the UK in the last 5 years? 
( Yes 
( No

Any job offer will be conditional on the satisfactory pre-employment checks.

We will not ask for any criminal records information until we have received the results of a DBS check.

Any convictions listed on a DBS check will be considered on a case-by-case basis.

	Declaration


	I confirm that the information contained in this application is correct, I understand that my application may be rejected or that I may be dismissed without notice for withholding, or giving false information. I also give my consent to the processing of data contained or referred to in this application in accordance with the General Data Protection Regulations 2018 and subsequent legislation.  

	Signed:
	

	Date:
	


	Vacancy Details


	Job Title:
	

	Advertising origin

	Where did you hear about this vacancy?
	


It is the Kirkstead Education Trust’s policy to ensure that all appointments are made on merit. This part of the form is for monitoring purposes only and will be kept separate from any members of the shortlisting or interviewing panel. In order to monitor the effectiveness and success of this policy it would be helpful to us if you provide the information requested below regarding your personal details. The details supplied by you on this form are confidential, but will form part of the personnel record of the successful candidate.

	Personal Details

	Title:
	

	First name(s):
	

	Last name:
	

	Previous Name (s):
	

	Address:
	

	Postcode:
	

	Contact Number:
	

	Email address:
	

	National Insurance Number:
	


	Eligibility to work in the UK

	Current legislation means that it is a criminal offence to employ a person who is subject to immigration control, unless he or she has documentary proof showing an entitlement to work in the UK. If selected for interview you will be asked to provide proof of your work entitlements.

	Do you have an entitlement to work in the UK?                   YES
  FORMCHECKBOX 

NO 
  FORMCHECKBOX 



	GUIDANCE NOTES


Completing the application form is the first stage of the selection procedure.  The information you provide on this form is the only information we will use in deciding whether or not you will be shortlisted for interview, so you are strongly advised to complete the application form as fully as possible. Please read all the documents enclosed – they are designed to help you.  Pre-prepared CVs will not be considered.

· The application form will be photocopied, so please complete it in black ink.
· Please do not add any personal details such as your name or address to any additional sheets you submit.

· Please return your completed application form as stated in the advertisement/application pack. 

	Caring Responsibilities

	Is there anyone who relies upon you for care and attention AND that you assist with their daily routine?

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If yes, please indicate who you provide such care for?

Adults (18 over)
 FORMCHECKBOX 

Children
 FORMCHECKBOX 



	OTHER APPLICANT DETAILS


	Are you currently, or have you previously been employed by this organisation?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


	If yes, please provide dates from and to and reasons for leaving (if applicable):
	Date from:
	

	
	Date to:
	

	
	Reason for leaving (if applicable):
	


	Are you related to a Staff Member, Governor or Trustee of this organisation?
	Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 



	If yes, please provide details:
	Name:
	

	
	Relationship to you:
	


	Dismissed

	Have you ever been dismissed from any employment for any reasons other than redundancy? 

YES
 FORMCHECKBOX 

NO
 FORMCHECKBOX 

If YES please give details, including dates, reasons and employer. 

	

	

	


	Disability

	The Disability Discrimination Act defines a disabled person as someone with a physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day to day activities. (ie. Has lasted or is expected to last over 12 months)

Do you consider yourself to be disabled according to this definition?                                                       

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If you answered yes, how would you define this impairment?

	

	

	

	Please specify any arrangements we can make to assist you if you are invited for interview/assessment.

	

	

	

	


	REFERENCES


	Please provide the names and contact details of at least two referees who can comment on your suitability for this position.  One should be your current or most recent employer.  (If you are not currently working with children but have done so in the past the second referee should be the employer by whom you were most recently employed in work with children.  References will not be accepted from relatives, or persons who only know you as a friend.)

References will be sought prior to interview and will ask your current/previous employer about any disciplinary offences relating to children. By signing below you are authorising the Kirkstead Education Trust to approach your referees and obtain references regarding aspects of your employment.

Signed:                                                                                           Date:                                                                 


	Current or most recent employer

	Referee name:
	

	Job title (if applicable):
	

	Organisation:
	

	Address:
	

	Postcode:
	

	Contact Number:
	

	Email address:
	

	In what capacity do you know the referee?
	

	Are you related to, or the partner of this referee:
	Yes   FORMCHECKBOX 
         No   FORMCHECKBOX 



	Previous Employer

	Referee name:
	

	Job title (if applicable):
	

	Organisation:
	

	Address:
	

	Postcode:
	

	Contact Number:
	

	Email address:
	

	In what capacity do you know the referee?
	

	Are you related to, or the partner of this referee:
	                                         Yes   FORMCHECKBOX 
         No   FORMCHECKBOX 



	EMPLOYMENT EXPERIENCE


Please list all jobs held starting with the most recent, including any previous or current employment with this authority (whether directly or through an employment agency).  There should be no gaps in your employment and education history.  Please indicate where you were and the dates of any gaps you may have.  

	Current Post

	Name of employer:
	

	Job Title:
	

	Salary:
	

	Date from (dd/mm/yyyy):
	

	Date to (dd/mm/yyyy) (if applicable):
	

	Period of notice required (if applicable):
	

	Reason for leaving:
	

	Please provide brief details of duties and responsibilities:


	


	Previous Post

	Name of employer:
	

	Job Title:
	

	Salary:
	

	Date from (dd/mm/yyyy):
	

	Date to (dd/mm/yyyy) (if applicable):
	

	Reason for leaving:
	

	Please provide brief details of duties and responsibilities:


	


	Previous Posts

	Name of

employer:
	Job Title &

Salary
	Date from -

Date to

(dd/mm/yyyy)
	Reason for leaving
	Please provide brief details of duties and responsibilities

	
	
	
	
	


If there are any periods of time that have not been accounted for, for instance, periods of travel, or caring for others please give details of them here with dates. The information provided must provide a complete chronology from the age of 16; please ensure that there are no gaps in the history of your employment and other experience.  

	

	

	

	

	


	EDUCATION AND TRAINING


Apart from giving details of formal education and qualifications, mention any short/non-qualification courses that you may have attended to improve your knowledge and skills, if they are relevant to the job you are applying for. Successful applicants will be required to provide proof of qualifications. Please start with the most recent.

	EDUCATION (formal qualifications)

	School / College / University
	Qualification/Result/Grade
	Date Obtained

	
	
	


	Relevant Training

	Date
	Course Title
	Organising Body

	
	
	


	MEMBERSHIP OF PROFESSIONAL BODIES

	Name of Professional Body
	Type of membership
	Date of Membership
	Membership Number

	
	
	
	


	SUPPORTING INFORMATION


	Skills, Knowledge and Experience

	This section of the application form is very important, as this is where you demonstrate your suitability for the job. Read through the advertisement and the job description to get a clear view of what the job involves. The person specification describes the necessary skills, experience and qualifications we are looking for.  Pay particular attention to those areas on the person specification described as essential.  

Make sure that you tell us how you match the requirements of the job. Therefore, give examples of any relevant ability, experience and qualifications. This may be from your current or previous job, or from community or voluntary work, or from skills transferable from other life experience, particularly if you have been out of paid employment for some time.  For example, you may have considerable domestic responsibilities, or may organise social or community activities in your spare time. 

· Ensure that the information you provide is well organised and relevant.

· It should show to that extent you have gained the skills and experience necessary for the post.

· Give specific examples of the work you have been involved in, how you went about it, the outcome and the impact of this work

· Always remember to specify your responsibilities rather than those of your section or department
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