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St. Mary’s Church of England High School

Guidance Notes on Completion of an Application Form for a Non Teaching Post

St. Mary’s High School is committed to the safeguarding and promoting the welfare of the children.  The following notes are provided to support our quest to uphold the highest standards for child safety in our school.

· All candidates applying for a post to work at St. Mary’s CE High School are required to complete and submit a signed application form

· Please complete the form in black ink to facilitate copying

· Please use capital letters where indicated and ensure that names in particular are clearly spelt

· Candidates must make sure that there are no gaps in employment history.  Please provide details of periods where not in paid employment

· Contact details for two references must be provided, one of whom is the candidate’s current/last Line Manager/Employer. (Where the candidate has previously worked with children or young people, a reference must be provided for this period of employment).  References will not be accepted from relatives or persons writing solely in the capacity of friends

· The school will seek references for short listed candidates and may approach previous employers for information to verify particular experience or qualifications, before interview

· If a candidate is currently working with children, the employer will be asked about disciplinary offences relating to children, including any for which the penalty is time expired.  They must also be asked whether the applicant has been subject to child protection concerns, and if so, the outcome of the enquiry or disciplinary procedure.  If the candidate is not currently working with children, the last employer to whom this relates will be asked these questions

· Additional information that will not fit onto the form or into the spaces provided should be included on additional sheets clearly marked with the candidates name

· A Curriculum Vitae will not be accepted as a substitute for the application form

Additional Notes:

Please note that the successful applicant will be required to provide an Enhanced Disclosure via the DBS.  This post is exempt from the rehabilitation of Offenders Act 1974 and therefore that all convictions including those regarded as ‘spent’, must be declared.  It will require a signed statement that a person is not listed on the Children’s Barred List, disqualified from work with children, or subject to sanctions imposed by a regulatory authority, e.g. The Teaching Agency and either has no convictions, cautions or bind-overs, or sanctions from teaching. Any person who has any of the above must attach details in a sealed envelope marked “confidential”.

Providing false information is an offence and could result in the application being rejected or summary dismissal if the applicant has been selected.  There may be a referral to the police if appropriate.
