
[image: ]

SUPPORT STAFF 
APPLICATION FORM




Wells Cathedral School is an equal opportunities employer.  The sole criterion for selection of applicants will be suitability for the job position, regardless of gender, sexual orientation, age, background, culture, race, ethnic denomination, national origin, religious affiliation, marital status or disability.

Any job offers will be subject to satisfactory references and necessary employment checks.

When sending the application in an electronic format, the applicant must type their full name and date completed, in all sections where a signature is required.

Please complete this application form electronically.

	
[bookmark: Text2]POSITION APPLIED FOR:                        


	
Where did you see the vacancy advertised:      


	
A: PERSONAL DETAILS:


	
[bookmark: _GoBack][bookmark: Dropdown2][bookmark: Text3]Title:     	 Surname:      	Date of Birth:      	

[bookmark: Text4]Forename (s):	     

[bookmark: Text5]Address:	     

[bookmark: Text6][bookmark: Text7]		     						Postcode:	     	

[bookmark: Text8][bookmark: Text9]Telephone: 	Private: 	     		Work :	     
[bookmark: Dropdown1]						(May we contact you at work?  )
		
[bookmark: Text10][bookmark: Text11]		Mobile:   	     		Email:        

[bookmark: Text12][bookmark: Text13]Place of Birth:	     			     Nationality: 	     

Do you require a work permit to work in this country? 

Do you hold a current valid driving licence?  












	
B: EMPLOYMENT HISTORY


	
Current employment, if applicable:

Job title:      						Start date:      

							Leaving date:      

							Salary:      



	
Employer:      



	
Address:      



	
Brief details of responsibilities and reporting relationships: 

     


	
Notice required:      

If you have left, please give reasons for leaving:

     



	
PREVIOUS EMPLOYMENT
(please start with the most recent, using a continuation sheet if necessary)

	
Dates employed
	
Employer’s name and address
	
Job title and 
main duties
	
Reason for leaving


	[bookmark: Text18]     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	
	
	
	

	

C: EDUCATION AND TRAINING


	
Secondary and higher education / courses attended


	Date / establishment
	Examinations passed / professional qualifications / training undertaken
	Grades

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	
D: LEISURE ACTIVITIES


	Please provide details of any hobbies, sport, leisure activities:
     









	                                                
                                                        E.  EXPERIENCE AND SKILLS


	Please refer to the person specification and provide evidence of how you meet the requirements of the post. Please state ‘see attached’ if you have enclosed a separate letter of application or if you have attached an additional sheet. CVs will not be accepted.

     



















	Declaration
I confirm that the information given to you is, to the best of my knowledge, true and complete. Any false statements may lead to rejection or, if employed, to dismissal.

Signature:                                                           Date:      

	

F: REFERENCES


	Please give the names of two employer references. One must be your present or most recent employer. The other reference should be a previous employer. Character references cannot be accepted. If you are or have been self employed, references can be from certified professionals. If this is your first employment, we will accept references from past tutors/teachers. 

	1. Name:      


	     Address:      

	    Telephone:                                                             Email:      


	    May we contact them now?      


	2. Name:      


	    Address:      



	    Telephone:                                                             Email:      


	    May we contact them now?      


	3. Name:      


	    Address:      



	    Telephone:                                                             Email:      


	    May we contact them now?      




	
                                           G: Rehabilitation of Offenders Act 1974


	Please read the following carefully and complete as appropriate. (If you are employed, failure to provide full details could result in dismissal or disciplinary action).
The post for which you have applied is exempt from Section 4 (2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 which requires you to reveal any information concerning ‘spent’ or other convictions.  
Criminal record disclosure
Have you been cautioned, subject to a court order, bound over, received a reprimand or warning or been found guilty of committing any criminal offence whether in the United Kingdom or in another country? You are not required to disclose a caution or conviction for an offence committed in the United Kingdom which is subject to the DBS filtering rules 

Part V of the Police Act 1997 requires a check to be made with the police for possible criminal background for all new appointments.  


Have you had any convictions since age 17?  

Is Yes, please give details.
      
Have you ever been referred to, or are you the subject of a sanction, restriction or prohibition issued by, the Teaching Regulation Agency (previously known as the National College for Teaching and Leadership (NCTL)), any equivalent body in the UK or a regulator of the teaching profession in any other country?  
     




	                                                  
H: Disqualification Declaration

	
	Are you 'Disqualified from Caring for Children'?
	

	Have you committed any offences against a child?
	

	Have you committed any offences against an adult (eg. rape, murder, indecent assault, actual bodily harm, etc.)?
	

	Have you been barred from working with children (DBS)?
	

	Have your own children been taken into care?
	

	Have/are your own children the subject of a child protection order?
	

	
	

	
	

	
	


Please respond to the questions listed below and sign the declaration to confirm that you are safe to work with children. Please indicate yes or no against each point.

	
	
	



	                   
                                             I: General Data Protection Regulation 2018

	Information held by Wells Cathedral School complies with and is stored in accordance with the General Data Protection Regulation 2018. The information you have provided in the ‘Personal Details’ section will be used for Payroll purposes and may be disclosed to the HMRC. It may be disclosed to internal departments of the School for security and administrative purposes. Information provided by you on the Application Form may be copied for use as part of our administrative procedures.
Do you consent to the details on these forms being used as stated above?   



I understand that my offer of employment by Well Cathedral School is subject to proof of the right to work in the UK, the receipt of references acceptable to the company, and a satisfactory medical examination if required.  The school reserves the right to contact any of my previous employers for the purpose of obtaining references.  Any mis-statement in any of the above section may render this application and any subsequent contract invalid and employment may be terminated immediately and summarily.  

Consequently, the facts contained in this application are, to the best of my knowledge, true and complete.

Any false statements or failure to disclose convictions may lead to rejection or, if employed, dismissal.

[bookmark: Text36]Signed:	     					Dated:	     		

Please return this form to:	

HR Department
Wells Cathedral School
Wells
Somerset
BA5 2SX

Tele: 01749 834244 	E-mail: hr@wells.cathedral.school

IMPORTANT – TO BE COMPLETED BY RECRUITING MANAGER


	OFFICE USE ONLY:

	Under the Asylum and Immigration Act 1996 an employer who employs a foreign national of 16 years or over who does not have the right to work in the UK is liable to pay a penalty of up to £5000 for each and every offence.

In order to ensure that all employees are treated fairly and equally it is important that the same documentation is requested from every individual.

Prior to any offer of employment the recruiting manager has the responsibility to check that the applicant has the right to work in the United Kingdom.

A copy of at least 2 of the listed documents MUST be attached to this application form prior to any job offer or contract of employment.


	
	Please indicate if checked and attached:

	P45

	

	P60

	

	Recent printed payslip

	

	Birth certificate issued in UK or Ireland

	

	National Insurance number card or document issued by a Government department

	

	Work permit issued by Work Permits UK

	

	Passport giving entitlement to live in the UK

	

	Certificate or registration or nationalisation as a British citizen

	

	Residence permit (European Economic Area only)

	



Name of recruiting manager:	_____________________________________________________


Signature of recruiting manager: _____________________________ Date: ________________
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