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Application form
	Post applied for:  	


PLEASE COMPLETE IN BLACK TO FACILITATE PHOTOCOPYING
You are requested to complete this form, expanding text boxes where necessary. 

	PERSONAL DETAILS 

	Surname/Family Name:  	
	Preferred Title:  	              Previous Surname: 

	First Name(s):	
	DoB: 	

	Home Address:	
	Present Address (if different): 

	
	

	
		Postcode: 

	Telephone 	(Home):
	Telephone:	

		(Mobile):	
	

		(Work):	
	E-mail:	



	CURRENT EMPLOYMENT (if you are not employed as a teacher please give details as appropriate)

	





	PREVIOUS EMPLOYMENT DETAILS

	Please list in chronological order, with precise dates if possible as this information may be used to assess salary. 
For periods of part-time employment the decimal fraction of full-time should be shown or the average hours per week for hourly paid appointments.

	a.     IN EDUCATION 

	Employer and 
Establishment
	Post and
Grade
	Type of School
(11-16/1118, Mixed )
	Number on Roll
	F/T or P/T
	Reason for leaving
	From
	To

	
	
	
	
	
	
	D
	M
	Y
	D
	M
	Y

	
	



	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	b.     OUTSIDE EDUCATION

	Employer 
	Post and Grade                                     F/T or P/T                      
	Reason for Leaving
	From
	To

	
	
	
	D
	M
	Y
	D
	M
	Y

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	







	HIGHER EDUCATION ESSENTIAL INFORMATION

	Establishment(s)
	From
	To
	Full/Part Time
	Qualification Awarded

	
	
	
	
	Degree
	Class
	Division
	Date of Award

	Degree:	
	
	
	
	
	
	
	

	Or Cert. Ed.:	
	
	
	
	

	PGCE:	
	
	
	
	Subject Degree:	

	Other (state):	

	
	
	
	Subject PGCE:	



	OTHER QUALIFICATIONS OBTAINED

	Course and Organising Body
	Date
	Qualification

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	PERIODS NOT ACCOUNTED FOR IN PREVIOUS SECTIONS SINCE AGE 18 (please give details)
	From
	From

	
	D
	M
	Y
	D
	M
	Y

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	IN-SERVICE TRAINING    Please give details of courses relevant to this post attended within the last three years.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	LEISURE INTERESTS
	

	
	

	
	

	
	

	
	













	REFERENCES

	Please give the details of 2 referees who will be contacted should you be invited to interview and accept.
(If you are currently employed in a school, one referee must be your current Chair of Governors).

	1
	Name:	
	Role:

	
	Address:	
	Day time telephone:	


	
	
	Mobile:

	
	
	Organisation email:

	
	
	

	2
	Name:	
	Role:	

	
	Address:	, 
	Day time telephone:	

	
	
	Mobile:	

	
	
	Organisation email:	

	
	
		

	If you are known to the referees by another name (e.g. previous name) please inform them of your present name and advise that we may be in contact.




	Health 	If you are successful in this application your appointment to this post will be subject to medical clearance.



	Where did you see this vacancy? 



	
Are you a relative or partner of any employee, trustee or governor within the trust?       
If you lobby Trust Members, Governors or employees of the schools either directly or indirectly, in connection with your application you will be disqualified.



	
Has someone else completed this form on your behalf?                   
If yes, please provide the person’s name and an explanation:





	I declare that, to the best of my knowledge and belief, the information given on this application form and supplied with it, is correct. 
I understand that any subsequent contract of employment with the WHST will be made only on this basis, and that, if I falsify or deliberately omit any relevant information I could be dismissed.

	Signature: 

	


	Date: 

	Data Protection Act 1998: Assurance of Fair Processing: We will hold on computerised records the details you supply on this and related forms. This will allow us to provide pay, human resources and related services if we employ you. We may disclose these details to organisations or individuals with whom we consult regarding human resource related matters. We will safeguard personal details and will not divulge them to any other individuals or organisations for any other purposes.	
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Person Specification Form

	Name:
	

	Job Title:
	[bookmark: _GoBack]



PLEASE COMPLETE IN BLACK TO FACILITATE PHOTOCOPYING. TEXT BOXES WILL EXPAND IF REQUIRED.


	EXPERIENCE

	

	KNOWLEDGE, SKILLS AND ATTRIBUTES

	

	EQUALITIES ISSUES

	


	SAFEGUARDING

	

	Please note that if you are invited to interview, you will be asked about the boundaries between adults and children in a school.

	Signed : 
	Date: 





[image: ]
Monitoring Equality and Diversity in Employment
This section of the application form will be detached from your application form and will be used solely for monitoring purposes and for verification of identity; we will not make this information available to those involved in the selection process for the job you are applying for.
West Herts Schools Trust recognises and actively promotes the benefits of a diverse workforce and is committed to treating all employees with dignity and respect regardless of race, gender, disability, age, sexual orientation, religion or belief. We have an Equal Opportunities Policy which aims to make sure that we treat everyone fairly. 
To help us monitor this Policy, please answer the questions below. In order for your application to be considered completion of Section A is required. Completion of Section B is at your discretion.

	SECTION A
	

	Your full name:  
	Title: 
	Date of Birth:

	Gender: (please specify)  
	National Insurance Number: 

	Other names you have been known by: 

	Please state where you saw this post advertised: 




	SECTION B
	

	a) Ethnic Classification Which of the following groups do you feel best describes your ethnic origin?

	Asian/Asian     British
	Indian
	|_|
	Pakistani
	|_|
	Bangladeshi

	|_|
	Other Asian background Please specify
	

	Black/Black British
	Caribbean
	|_|
	African
	|_|
	Any other Black background
	|_|
	Please specify background
	

	Chinese or other Ethnic Group
	Chinese
	|_|
	Any other Ethnic group

	|_|
	Please specify Ethnic Group
	

	Mixed
	White and Black Caribbean
	|_|
	White and Black African
	|_|
	White and Asian
	|_|
	Other Mixed background Please specify
	

	White
	British
	|_|
	Irish
	|_|
	Any other Mixed background 
	|_|
	Please specify background
	

	b) Disability The Disability Discrimination Act defines disability as ‘a physical or mental impairment which has a substantial and long term effect on the person’s ability to carry out day to day activities’.

	Do you consider yourself to have a disability under the Disability Discrimination Act 1995? (Please select Yes/No as appropriate)



	Yes   |_|

	No   x

	c) Sexual Orientation: Which of the following do you feel best describes your sexual orientation?

	Lesbian
	|_|
	Gay Man
	|_|
	Bisexual
	|_|
	Heterosexual
	|_|

	d) Religion/Faith/Belief: Which of the following groups do you feel best describes your religion/faith/belief? Religion/Faith/Belief?

	Buddhist
	|_|
	Christian
	|_|
	Hindu
	|_|
	Jewish
	|_|

	Muslim
	|_|
	Sikh
	|_|
	No Religion
	|_|
	Other please specify
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Criminal Record Declaration
(Roles exempt from the ROA – DBS)
The form on the next page must be completed by all shortlisted candidates where a police check (also known as a DBS), is required. The information disclosed on this form will be discussed during the interview process and following receipt of the DBS certificate as appropriate.
Policy statement on recruiting applicants with criminal records
This post is exempt from the Rehabilitation of Offenders Act 1974, therefore all applicants are required to declare any convictions, cautions, reprimands and final warnings that are not protected (i.e. that are not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).
For further information on filtering please refer to Nacro guidance and the DBS website. 
We recognise the contribution that ex-offenders 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, taking the following into consideration:
Whether the conviction is relevant to the position applied for
The seriousness of any offence revealed.
The age of the applicant 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) offered by the person concerned.
Whether the applicant's 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. 



	School Name:
	
	
	

	Surname:
	

	Forename:
	

	Vacancy Job Title:
	

	Do you have any convictions, cautions, reprimands or final warnings which are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)?                 
	
YES
	

	
NO
	

	If you have answered yes, you now have two options on how to disclose your criminal record. 


	Option 1: Please provide details of your criminal record in the space below. 


	



















	Option 2: You can disclose your record under a separate cover provided that you mark a cross on the line below and email your disclosure to your recruiter.   
The email should be marked CONFIDENTIAL and state your name and the details of the post.


	I have attached details of my conviction separately (Please mark the box with an X if appropriate).

	

	
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 the School.


Signed: 	Date: 	




When fully completed, please return the paperwork by email with ‘MS WORD’ attachments to sbm@jupitercfs.org.uk
image1.emf

