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SUPPORT STAFF APPLICATION FORM
Please use black ink/ print when completing this form

	

	Post applied for:
	
	
	(as advertised)

	
	
	
	

	Academy:
	
	
	

	
	
	
	

	How did you hear about this vacancy?:
	
	
	

	
9

	


	2. Last Name                                                                                  
	
	  First Names
	

	

	     Title         


	
	Any Previous Last Names
	

	

	National Insurance No.
	
	 

	

	     Address
	                                                                                      Post Code:

	
	

	
	

	

	     Daytime

     Tel No.
	
	  Evening /Mobile

                Tel No.
	

	

	     E-mail

    Address
	

	


3.  Education (Secondary, Further / Higher)
	Establishment (name and town)
	From
	To
	Qualifications / Grade / Date awarded

	
	
	
	

	
	


4.  Job related training (include membership of professional institutes, vocational and non-vocational courses)

	Institute / Courses studied
	From
	To
	Standard or level achieved
and date awarded

	
	
	
	

	

	5.  Employment history

If this is going to be your first job after leaving school or college you may like to give details of any holiday, weekend, evening jobs or work experience placements. A continuous employment history is required from when you left full-time education.


	
	
	

	Current employer

	
	
	

	Employer’s name/dept
	

	
	
	

	Address
	    
	Postcode:

	
	
	

	Post held
	
	Date appointed
	

	
	
	
	

	Salary
	
	Grade (if applicable)
	

	
	

	Other allowances
	

	
	

	Notice period
	
	

	


Previous experience (most recent employer first). Please include details of gaps in employment here.
	Employer’s name
and type of business
	Post held
	Date
	Reason for leaving

	
	
	From

Month        Year
	To

Month        Year
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


6.  Reasons for applying for this post

	


7.  Statement in support of application

Please provide details of how your experience, skills and abilities are relevant to your suitability for the post advertised and how you meet the requirements of the post and the person specification.

In addition, to the relevant experience, skills and abilities in your current and/or past work experience, this could also include any additional relevant voluntary work or unpaid duties you have performance, particularly any positions of responsibility held, e.g. governor, playgroup leader, committee member of a club or organisation etc. If you have had a break from paid work it is important to include details of any voluntary work you undertook during this time. Attach a continuation sheet if necessary.

	

	


	    8. References

Please give details below of two people who can provide information that will confirm your suitability for this post.   Where appropriate one person should be your current or most recent employer; the other should be someone who has known you in a professional capacity. References will be sought on short listed candidates and previous employers may be contacted to verify particular experience or qualifications before interview. Current or previous employers will be asked about disciplinary offences relating to children including penalties that are “time expired” and any child protection concerns.

Please note we send the majority of our references via email, therefore an email address is mandatory.

	Name
	
	Position
	

	
	
	
	

	Address
	
	Postcode:
	

	

	
	
	

	Daytime tel. no.
	
	Email:


	

	
	
	


	Name
	
	Position
	

	
	
	
	

	Address
	
	Postcode
	

	
	
	
	

	Daytime tel. no.
	
	Email:


	


	
	
	


9. Continuous Service
The Trust recognises continuous service for previous employments within the Local government for all staff groups in order to calculate entitlements for maternity pay and leave, sickness pay and leave, annual leave (where applicable) and redundancy.
	What is your continuous service date?
	


If you are offered a position your continuous service date will be verified with your previous employer. The Trust will not recognise continuous service without verification.
	
	
	


10. Guaranteed Interview
The Trust offers a guaranteed interview for anyone with a disability as defined in the Equalities Act 2010. This definition is set out in the Equality Monitoring Form.

If you consider yourself to be a disabled applicant and can demonstrate on your application form that you meet the desirable criteria as contained in the Person Specification found in the Candidate Pack, you will be invited to the interview stage of the recruitment process.

Declaration

I consider myself to have a disability as defined above and would like to apply for a guaranteed interview.
	Signature:


	

	Date:


	


	
	
	


11. Accessibility
Please detail below how we can assist you with further information about the post and any adjustments or arrangements you would like us to consider.

The Trust will endeavour to supply information to you as quickly as is reasonably possible in the formats listed below. Please specify your preferred format by ticking the appropriate box.

	Large Print
	
	

	Audio
	
	

	Electronic (By mail)
	
	

	Other (please state)
	


Do you need any reasonable adjustments or arrangements to be made at interviews?
	Yes
	
	

	No
	
	

	If yes, please specify:
	


     12.  Further information and declaration
	Do you hold a full UK driving licence?
	
	
	
	
	YES
	
	NO
	
	


	Would you have use of a car for work?
	
	
	
	
	YES
	
	NO
	
	


	Would you require sponsorship ( previously a work permit) to take up this post
	
	
	
	
	YES
	
	NO
	
	


13. Data Protection Statement
The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment. The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process.

If you succeed in your application and take up employment with us, the information will be used in the administration of your employment with us and to provide you with information about us or a third party via your pay slip. We may also use the information if there is a complaint or legal challenge relevant to this recruitment process.

We may check the information collected, with third parties or with any other information held by us. We may also use or pass to third parties, information to prevent or detect crime, to protect public funds, or in other ways as permitted by law.

By signing this application form we will be assuming that you agree to the processing of sensitive personal data (as described above), in accordance with our registration with the Information Commissioner's Office.

Declaration

1. I acknowledge that the Trust is committed to safeguarding and promoting the welfare of children and young people and to this end hereby certify that I am not on List 99, disqualified from working with children, or subject to sanctions imposed by a regulatory body, and have no convictions, cautions or bind-overs (or have attached details of my record in a sealed envelope marked confidential).

2. I consent to a criminal records check if appointed to the position for which I have applied. I am aware that details of pending prosecutions, previous convictions, cautions, or bind overs against me will be disclosed along with any other relevant information which may be known to the police, and Lists held in accordance with the Safeguarding Vulnerable Groups Act 2006.

3. I agree to inform the Trust if I am convicted of an offence after I take up any post within the Trust. I understand that failure to do so may lead to the immediate suspension of my work with children or vulnerable adults and/or the termination of my employment.

4. I agree to inform the Trust if I become the subject of a police and/or a social services (Children’s Social care or Adult Social Services)/social work department investigation. I understand that failure to do so may lead to the immediate suspension of my work with children or vulnerable adults and/or the termination of my employment.

5. I declare to the best of my knowledge and belief, all particulars I have given in all parts of this application form are complete and true and can be treated as part of any subsequent contract of employment. I understand that any false declaration or misleading statement or a significant omission may disqualify me from employment and render me liable to dismissal. I understand that any job offer is subject to references, checks on relevant qualifications, employment eligibility and criminal convictions, and a medical report (where required), all of which must be deemed by the Trust as satisfactory.

6. I also declare that I will not contact any member of the Trust to further this application (and I understand that to do so would disqualify me from further consideration) - unless the advertisement invites me to contact a named individual to seek further details
	


Canvassing in any form may disqualify you from employment. Please state whether, to the best of your knowledge, you are related to a trustee or senior employee of The Howard Academy Trust.   YES/NO

If YES, please state the nature of the relationship and the name of the trustee or senior employee of the Trust.

	


I understand that if I am appointed, personal information about me will be computerised for personnel / employee administrative purposes including analysis for management purposes and statutory returns.

In signing this form I give my authority for use of my personal data for these purposes. 

I hereby confirm that the information I have given above is true.

I understand that, should any of the particulars I provide in this application be found to be false within my knowledge, or should there be any wilful omission of material fact, this may be reported to the Police as well as leading to my application being rejected or the contract being null and void if I have already been appointed.

	Signature of Candidate
	
	
	    Date
	

	


November 2020

