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Application Form
Support Staff


	Position applied for
	



Personal Details

	Full Name including Title
	

	Former (e.g. Maiden) Name
	

	Address
	
	Date of Birth 
	

	
	Home Tel. No.
	

	
	Mobile No.
	

	Postcode
	
	Email Address
	

	Are you eligible to work in the UK?  
	

	National Insurance Number
	

	Please confirm if you know any existing employee, volunteer or Governor at Davenies, and if so, please provide details of how you know them

	

	Where did you learn about this position?
	



Current Employment (or most recent employment if unemployed)

	Name and Address of Employer
	

	

	

	Job Title
	

	Duties
	

	

	

	

	Start Date
	
	Leaving Date
	

	Salary (indicate if basic or pro rata)
	
	Notice Period
	

	Other Benefits
	

	Working Hours if Part-Time
	

	Reason for Leaving
	




Employment History 
Please provide details of all positions held, employment, self-employment and unpaid work since leaving secondary education - most recent first. Please provide explanations for any periods not in employment, further education or training, and continue on a separate sheet if necessary.

	From
	To
	Employer
	Position held and Duties
	Reason for Leaving

	
	
	
	
	



Education

	Further and Higher Education

	From
	To
	University / College
	Subject(s)
	Results

	
	
	
	
	



	Secondary Education

	From
	To
	University / College
	Subject(s)
	Results

	
	
	
	
	



Professional Development
Please provide details of any other academic and vocational qualifications or skills that you possess or training that you have received which you consider to be relevant to the role, and full details of membership of any professional bodies.

	Awarding Body / Training Provider
	Award / Qualification /Training
	Date Obtained

	
	
	


Suitability
Please give your reasons for applying for this position and state how you meet the criteria from the person specification (with examples). Study the job description and person specification and describe any experience and skills you have gained in other jobs or similar environments which demonstrate your ability and aptitude to undertake the duties of the post. Continue on a separate sheet if necessary.

	


























Interests
Please give details of any interests, hobbies or skills that you could bring to the School. 

	






References
Please provide the names and contact details of two people who we may contact for references. One of these must be your current or most recent employer, or if you are a student, a personal tutor or teacher. If you have worked with children in the past then one of your referee’s should be from an employer with whom you most recently worked with children. Neither referee should be a relative or someone known to you solely as a friend. The School endeavours to acquire references for all shortlisted candidates before interview in line with current regulations. Referees will be asked whether you have been the subject of any safeguarding concerns.

	Referee 1
	Referee 2

	Full Name
	
	Full Name
	

	Job Title
	
	Job Title
	

	Organisation
	
	Organisation
	

	Address
	
	Address
	

	
	

	
	

	Email
	
	Email
	

	Tel. No.
	
	Tel. No.
	



	May we contact this Referee before interview should you be shortlisted?
	
	May we contact this Referee before interview should you be shortlisted?
	



If ‘No’ to either of the above, then please provide contact details for alternate referee(s) who we may contact before interview. 

Health
Davenies is an equal opportunities employer and welcomes applications from disabled candidates. The School complies with its obligations under the Disability Discrimination Act 1995 and the Equality Act 2010. If there are any special arrangements you might require to attend an interview, please let the School know.         

Are you able to meet the physical and mental requirements of the post according to the job description?      
  
	
	Yes
	
	No



In accordance with DfE guidance any offer of employment made by the School will be conditional upon the School verifying the successful applicant’s medical fitness for the role. Therefore, if your application is successful, you will be required to complete a medical questionnaire the responses to which will be assessed by the School’s Health Representative before any offer of employment is confirmed. There may be circumstances when it will be necessary for you to be referred to a specialist clinician.

Recruitment
It is the School’s policy to employ the best qualified personnel and to provide equal opportunity for the advancement of employees including promotion and training and not to discriminate against any person because of a protected characteristic under the Equality Act 2010.  

Davenies is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

A copy of the School’s Recruitment, Selection and Disclosure Policy is available on request. 

If your application is successful, the School will retain the information provided in this form (together with any attachments) on your personnel file. If your application is unsuccessful, all documentation relating to your application will normally be confidentially destroyed. However, please indicate below if you would like the School to retain your details on file so that you can be notified of future vacancies which may be of interest to you.  

	Would you like the School to retain your details if your application is unsuccessful?
	
	Yes
	
	No



Data Protection
The information that you provide on this form will be used to process your application for employment. The personal information that you provide will be stored and used in a confidential manner to help with our recruitment process. More details as to how we will process your data is set out in the Data Protection Policy. If you succeed in your application and take up employment with the School, the information will be used in the administration of your employment. We may check the information provided by you on this form with third parties.	

Declaration
· I confirm that the information I have given on this Application Form is true and correct to the best of my knowledge.
· I confirm that I have not been barred or disqualified from working with children and am not subject to sanctions imposed by any regulatory or governmental body (POCA, ISA, DBS, etc).
· I understand that providing misleading or false information will disqualify me from appointment or if appointed, may result in my dismissal.
·  I consent to the School processing the information given on this form, including any 'sensitive' information, as may be necessary during the recruitment and selection process and in compliance with GDPR and the School’s Data Protection Policy.

	Signature
	
	Date
	




Please send your completed application form with a covering letter for the attention of the Headmaster 
to our HR Department via email: hrmanager@davenies.co.uk or post – Thank you 


[image: ]


Application and Recruitment Process
Note for Applicants
[bookmark: _GoBack]

Applications will only be accepted from candidates completing the School’s Application Form in full. CVs will not be accepted in substitution. Applicants should be aware that all posts involve some degree of responsibility for safeguarding children, although the extent of that responsibility will vary according to the nature of the post. Accordingly, positions are exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions and bind-overs, including those regarded as ‘spent’, must be declared.

Invitation to Interview

Where an applicant is invited to interview this will be conducted in person and the areas which it will explore will include suitability to work with children. All applicants invited to interview must bring documents confirming any educational and professional qualifications that are relevant to the post. Where originals or certified copies are not available, written confirmation of the relevant qualifications must be obtained from the awarding body. Applicants must also bring with them three forms of identification to verify identity. Please note that originals are necessary; photocopies or certified copies are not sufficient.

Conditional Offer of Appointment:  Pre-Appointment Checks

Any offer to a successful candidate will be subject to / conditional upon:
· Receipt of at least two satisfactory references - The School will seek references on shortlisted candidates and may approach current and/or previous employers to verify experience, before interview. If an applicant is currently working with children, their current employer will be asked about disciplinary offences, including those relating to children or young persons (whether the disciplinary sanction is current or time expired), and whether they have been the subject of any child protection allegations or concerns and, if so, the outcome of any enquiry or disciplinary procedure. If an applicant is not currently working with children but has done so in the past, that previous employer will be asked about those issues. Where neither current nor previous employment has involved working with children, the current employer will still be asked about the applicant’s suitability to work with children.
· A satisfactory enhanced DBS check - The successful applicant will be required to complete an online application for an enhanced check from the Disclosure and Barring Service (DBS). 
· Further checks will be made against the DBS’s List of those barred from working with children; the TRA’s Teacher Prohibition List; and s.128 barring directions (Prohibition from Management) list.
· Where the successful candidate is or has worked or been resident overseas in the previous five years, such checks (equivalent to DBS) and confirmation as the School may require in accordance with statutory guidance. 
· A Declaration that the candidate has not been disqualified from working with children under the Disqualification under the Childcare Act 2006.
· Verification of physical and mental fitness to carry out the duties of the post.

Warning

It is a criminal offence to seek employment in regulated activity if you are barred from doing so. You should be aware that provision of false information is an offence and could result in the application being rejected or summary dismissal if the applicant has been selected, and possible referral to the DBS.

Where an applicant is:
· found to be on the DBS’s Barred List, the TRA’s Prohibition Lists, or the DBS check shows he/she has been disqualified from working with children by a Court; or
· considered or found to have provided false or fraudulent information in, or in support of, his/her application; or
· the subject of serious expressions of concern as to his/her suitability to work with children,
the facts will be reported to the DBS and/or the Secretary of State (via the DfE), as appropriate, and the School will also consider reporting the matter to the Police. Please see the School’s Child Protection Policy for further information.
Please see the School’s Recruitment Policy and Procedure for further information
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