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   CONFIDENTIAL

7 PAGE APPLICATION FORM FOR THE POST OF

Teacher
	NAME OF APPLICANT:  



Artisans is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
The information given on this form will be treated in confidence.  Any offer of employment will be subject to satisfactory health  and a cleared DBS, identity and qualification checks and the production of documentary evidence showing your entitlement to work in the UK.

For further information on the post, and how to apply, please call Ruth on 07884000651.
Candidates will be notified if selected for interview on application.
Interviews: to be agreed with individuals
	1.  PERSONAL DETAILS 

	Preferred Title (Mr/Mrs/Ms/ Miss) 


	

	Surname


	

	Forename(s)


	

	Previous Surnames


	

	Address (including postcode)


	

	Previous Address: (if it has been less than five years since you moved to your current address)


	

	Home Telephone Number


	

	Work Telephone Number


	

	Mobile Telephone Number


	

	Email Address


	

	National Insurance Number


	

	Do you have Qualified Teacher Status
	

	DBS Reference Number, if known


	

	Are you related to any employee of Artisans?
	

	If Yes, please give name of person:


	


	2.  EDUCATION AND ACADEMIC QUALIFICATIONS

	School/College/University
	 Name and Location 
	Dates attended
	Subjects, Qualifications, Grades, Honours

	Secondary School(s) (list details here and include GCSE subjects and grades)


	
	
	

	Higher Education/University (list details here)


	
	
	

	Further postgraduate or professional qualifications (list details here)


	
	
	


	3. DETAILS OF PRESENT POSITION and SALARY

	Current / Most Recent employer’s name and address



	Full details of present post
.
	Date started:  


	
	Date ended if applicable 



	Brief Description of responsibilities



	Notice required


	Salary (including whether this is per annum / hourly etc)


	Additional Allowances



	Please when you would be available to take up this post , if appointed.  

	4.  DETAILS OF ALL PREVIOUS EMPLOYMENT 

· please start with the most recent before your current post

· any gaps in employment should be recorded under section 5

	
	Job Title and Main Duties
	Period of Service

From        To       
	Reason for Leaving

	
	
	
	
	


	5.  PERIODS WHEN NOT WORKING

· please give details of any voluntary work and other periods when you have not been in paid employment since leaving Higher Education/University
· There should be no time gaps when section 4 and 5 are combined since leaving education and present.

	From
	To
	Voluntary work or other reason

	
	
	


	6.  DETAILS OF PROFESSIONAL DEVELOPMENT/OTHER TRAINING COURSES

· please give details of courses relevant to this application attended in the last 5 years and indicate any awards or certificates achieved, if applicable

	Course Title
	Provider
	Dates
	Grade
	Awards or Certificate title

	
	
	
	
	


	7.  INTERESTS, HOBBIES, ETC.

· please give details below

	


	8.  REFEREES

	·      Please give details under Referee 1 of your present or most recent employer who will be contacted and asked to prepare a reference if successful at interview stage.
·     Please provide the name and address under Referee 2 of one other person (not a relative or your present or most recent employer) who could be approached for a reference.  This referee will be contacted before final  interview
·      If you are currently working with children your present employer will be asked about any disciplinary offences relating to children, current and/or time expired; whether you have been the subject of any child protection concerns and if so, the outcome of these investigations

	REFEREE 1
	REFEREE 2



	NAME 


	NAME


	POSITION 


	POSITION



	ADDRESS (including postcode)

	ADDRESS (including postcode)


	TEL NO

	TEL NO



	EMAIL ADDRESS

	EMAIL ADDRESS


	In what capacity do you know the referee?

	In what capacity do you know the referee?



	9.  SUPPORTING INFORMATION

	· Please supply a letter of application of not more than one side of A4, setting out the reasons why you believe you will be suitable for this post with particular reference to the qualities and experiences you will bring to the role.
· You may also provide a CV if you wish but please note that this will not be used to discriminate between candidates or to select them for interview.


	10.  DECLARATION

	This post is exempt from the Rehabilitation of Offenders Act 1974. Consequently if you are appointed you will be required to undertake an enhanced DBS check.  Therefore, you will be required to declare ANY convictions, cautions and bind-overs you may have, regardless of how long ago they occurred, including those regarded as ‘spent’.  Having a criminal record will not necessarily prevent you from taking up appointment; it will depend on the nature of the offences and their relevance to the post you are applying for.  However, should you NOT declare an offence that is subsequently revealed, eg through the DBS check, then this may place your appointment in jeopardy, or may lead to summary dismissal. Further information is at the end of this form.


	Have you ever received a conviction, caution or bind-over?     

	Are you either on List 99, ever been disqualified from working with children or been subject to any sanctions imposed by a regulatory body (eg General Teaching Council)?  


	If you have answered yes to either of the above questions, please provide details on a separate sheet in an envelope marked CONFIDENTIAL this will be opened only if you reach interview stage.


	Do you have a DBS check which was issued less than one year ago and do you have a transferrable DBS and the requisite code?              YES                   NO        

                                          ⁭⁭⁭⁭⁭⁭ 

	I declare that the information I have given on this form is correct and I understand that failure to complete the form fully and accurately could result in jeopardising any employment offer.
SIGNATURE                      DATE 
Candidates will be asked to sign a hard copy of this form at interview 


	DATA PROTECTION ACT 1998
The personal data that you provide in this application form will be used in connection with your application for the post at Artisans.  Your information will be shared with the senior staff.


  Additional Declaration
You have been asked to complete this form because the role you have applied for is exempt from the Rehabilitation of Offenders Act 1974. The information disclosed on this form will not be kept with your application form during the application process.
Policy statement on recruiting applicants with criminal records
This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare:
· All unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974
· All spent adult cautions (simple or conditional) or spent convictions that are not ‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended)
For further information on filtering please refer to Nacro guidance and the guidance published by the Ministry of Justice (see, in particular, the section titled ‘Exceptions Order’).
We recognise the contribution that people with criminal records can make as employees and volunteers and welcome applications from them. A person’s criminal record will not, in itself, debar that person from being appointed to this post. Any information given will be treated in the strictest confidence. Suitable applicants will not be refused posts because of offences which are not relevant to, and do not place them at or make them a risk in, the role for which they are applying.
All cases will be examined on an individual basis and will take the following into consideration:
· Whether the conviction is relevant to the position applied for.
· The seriousness of any offence revealed
· Your age at the time of the offence(s)
· The length of time since the offence(s) occurred
· Whether the applicant has a pattern of offending behaviour
· The circumstances surrounding the offence(s), and the explanation(s) provided
· Whether your circumstances have changed since the offending behaviour
It is important that applicants understand that failure to disclose all cautions, convictions, reprimands or final warnings that are not protected could result in disciplinary proceedings or dismissal. Further advice and guidance on disclosing a criminal record can be obtained from Nacro’s Criminal Record Support Service.
Criminal record declaration form (exempt positions)
If you are unsure about how to answer the questions on this form, please contact Nacro’s Criminal Record Support Service on 0300 123 1999 or helpline@nacro.org.uk. All enquiries to this service are confidential. You will not be asked for any personal details, unless you want information or advice sent to you.
	Surname:
	
	First name:
	

	Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974?         

     Yes                                 No

Do you have any spent adult cautions (simple or conditional) or spent convictions that are not ‘protected’
as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended)?       

     Yes                                  No
If you have answered yes to either question, you now have two options for disclosing your criminal
record.
Option 1: You can disclose your criminal record on a separate sheet provided that you mark a cross on the line below and attach the details in an envelope stapled to this form. The envelope should be marked CONFIDENTIAL and state your name and details of the post.
I have attached details of my conviction separately 
(please mark with an X if appropriate.)
Option 2: Please provide details in the space below.

	DECLARATION
I declare that the information provided on this form is correct. I understand that the declaration of a criminal record will not necessarily prevent me from being offered this role at [insert name of organisation]
Signed:
Date:


Please return this form to:

