
Employment Application Form

	Details of Post Applied For:

	Name of Applicant:
	

	Job Title:
	

	Department:
	



This Application Form has been constructed in accordance with the requirements of the latest DfE advice with regard to the safe recruitment of staff and the School’s commitment to safeguarding and promoting the welfare of children through appropriate child protection screening and DBS checks.

Thank you for the time that you spend completing it.

Please ensure that within this form you provide a full history in chronological order since leaving secondary education, including periods of post-secondary education and training, and part-time and voluntary work as well as full-time employment, with start and end dates.

Please identify, with explanation, any periods when you were not in employment, education or training.

Once complete please return via email to recruitment@silcoates.org.uk.
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[image: ]Private and Confidential (when completed)

	Personal Details:

	Title:
(Mr, Miss, Mrs, Dr, Other)
	

	Surname:
	

	Forename:
	

	Preferred Name (if different):
	

	National Insurance Number:
	

	Please give details of membership of any professional body to which you belong:
	

	Home Address:
	

	Home Telephone Number:
	

	Work Telephone Number:
	

	Mobile Telephone Number:
	

	Email Address:
	

	Do you need a work permit:
	Yes / No

	Do you have permission/ entitlement to work in the UK?
	Yes / No

	Have you lived outside of the UK for a period of three months or more within the last five years?
(If Yes, provide details)
	Yes / No

	Do you hold a valid UK driving licence?
	Yes / No



	Education and Other Training Details

	
Please list all universities/colleges/schools attended from Secondary Education to date, together with qualifications awarded and details of other training you have undertaken relevant to the position you are applying for:

	University/College or School name
	From
	To
	Qualifications/Skills/Training Courses (where appropriate)

	
	
	
	

	
	
	
	

	
	
	
	



	Professional/Other Qualifications

	Qualifications Obtained
	Date
	Awarding Body

	
	
	

	
	
	



	Present or Most Recent Employment Details:

	Name and Address of your current or most recent employer:
	

	Job Title:
	

	Dates employed From and To:
	

	Current or most recent salary:
	£

	Other Benefits:
	

	Leaving date or notice period required:
	

	Reason for leaving current or most recent employment:
	

	Please give a brief description of your current or most recent duties/responsibilities or attach a copy of your job description:
	



	Previous Employment Details (starting with most recent):
Please account for any gaps in employment and continue on a blank sheet if necessary.

	

Employer’s Name and Address
	

Job Title and summary of duties
	Dates Employed
	

Reason for Leaving

	
	
	From:
	To:
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Personal Interests

	Please list your wider activities and interests and any other skills you might offer the school in support of your application:
	

	 Supporting Statement
Please use the space below to describe how your skills, abilities, knowledge and experience match those set out in the job and person specifications. Your statement should not exceed 600 words.

	

	Health:

	The School is committed to being an equal opportunities employer and welcomes applications from all members of the community. The purpose of the following questions is to ensure that the School complies with its obligations under the Equality Act 2010 (as amended).

	Are there any special arrangements you might require to attend an interview?
	
Yes	No

	If you wish, please give further details here:
	

	If offered the position applied for (on the basis of the job description provided), are there any arrangements or adjustments required to enable you to carry the role?
	
Yes	No

	If yes, please give details here:
	

	
	



	Data Protection:


	We need to collect and hold data about you to enable us to process your job application and we wish to obtain your informed consent about the data that we may hold about you. 
The data we wish to obtain and hold (a range of examples provided, but not limited to):
Recruitment data, eg: Previous employers, Types of job held at other companies, Previous salaries, Skills and qualifications obtained
Personal data, eg: Name, address, contact details
Why we wish to hold it: To allow us to make a decision on your suitability for employment/engagement. To enable us to verify your identity, contact you to make arrangements etc.
How long it will be kept for: Data obtained during recruitment will only be kept until either your application has been declined and then destroyed after 6 months. If you are offered and accept a role with us, it will be retained on your personal file in accordance with the School’s Data Protection procedures.

Agreement to use my data 
By signing this Application Form I give my consent to use and process my personal data as above relating to my job application. 
In giving my consent:
I understand that I can ask to see this data to check its accuracy at any time via a subject access request (SAR).
I understand that I can ask for a copy of my personal data held about me at any time, and this request is free of charge.
I understand that I can request that data that is no longer required to be held, can be removed from my file and destroyed.
I understand that if I am unsuccessful with my application my data will be destroyed after 6 months.
I understand the School’s full Privacy Notice is available on the School’s website.


	Referees:

	
Please give the name, address and other contact details of two people who can provide a reference for you. One must be your current or most recent employer.

If you are an applicant who is not currently working with children but has done so in the past, one referee must be the employer by whom you were most recently employed in work with children.
A referee who is a current or previous employer will be asked about disciplinary offences relating to children, including any for which the penalty is time expired, whether you have been the subject of any child protection concerns, and, if so, the outcome of any enquiry or disciplinary procedure. If you are not currently working with children, your previous relevant employer will be asked about those issues.

References cannot be accepted from relatives or from people writing solely in the capacity of friends. ‘Open references’ cannot be accepted. We reserve the right to take up further references from any other previous employer.

	Details of Referees:

	Current/Most Recent Employer:
	Other Referee:

	Name:
	Name:

	Position held/ capacity in which known:
	Position held/ capacity in which known:

	Address:
	Address:

	Telephone Number:
	Telephone Number:

	Fax Number:
	Fax Number:

	Mobile Number:
	Mobile Number:

	Email Address:
	Email Address:

	
Please note that, if you are called for interview, these referees will be contacted without further reference to you.



	Criminal Records:

	
Silcoates School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. An offer of employment is conditional upon the School receiving an Enhanced Disclosure from the DBS which the School considers to be satisfactory. If you are successful in your application, you will be required to complete a Disclosure and Barring Service Disclosure Application Form. Any information disclosed will be handled in accordance with the Code of Practice published by the Disclosure and Barring Service.

The School is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions, reprimands and final warnings (including those which would normally be considered “spent” under the Act) must be declared. If you have a criminal record, this will not automatically debar you from employment. Instead, each case will be assessed fairly by reference to the School’s objective assessment procedure.

	Have you been convicted by the courts of any criminal offence?
	Yes	No

	Is there any relevant court action pending against you?
	Yes	No

	Have you ever received a caution, reprimand or final warning from the Police?
	Yes	No

	If ‘YES’ to any of the above, please provide details on a separate sheet and send this in a sealed envelope marked “Confidential” with your Application Form.

	

	Schools and colleges are required to consider carrying out an online search as part of their checks on candidates. This may help identify any incidents or issues, which are publicly available online, and which the school or college might want to explore with the applicant. These checks will only be for checking suitability for working with children and not other areas of a person’s life. We will be carrying out an online search against all shortlisted candidates for this position. To provide complete disclosure please set out below details of any identity that you use or have used on any social media platform.

	Details:






	Are you related to or known to any current or former Silcoates School employee, governor or pupil? 

	Yes	                       No

	If yes, please provide details.



	




	Declaration:

	
I declare that to the best of my knowledge the information given in this form is true and:
I am not recorded on the Barred List
I am not disqualified from work with children

I am not subject to sanctions imposed by a regulatory body (e.g. the Secretary of State)

I understand that any false statement on this form is an offence and may result in my application being rejected, or my summary dismissal from Silcoates School if selected / appointed, and possible referral to the Police and other professional regulatory bodies.

	

Signature:	Date:


	

The completed form should be returned to:

recruitment@silcoates.org.uk
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Silcoates School
Wrenthorpe
Wakefield

WF2 0PD

01924291 614
enquiries@silcoates.org.uk
silcoates.org.uk

Charity number: | 158796

SILCOATES

Headmaster: Mr Chris Wainman
BA (Leeds) PGCE (Sheffield) MA (Warwick) NPQH (UCL)




