

Application for Employment

Please complete all sections of the form.  The back page of the application form will be detached and retained in the Personnel section.  This ensures that your application is dealt with objectively.      
	Title of the job applied for:
	

	In the department of:
	

	Job reference:
	

	Closing date:
	

	

	A1. Personal details 
	

	Name
	

	Address and postcode
	

	Telephone Numbers
	Daytime
Evening
Mobile

	Email address
	

	

	A2. Present or most recent employer/employment

	Name

Address

Postcode

Telephone number

Notice period

Reason for leaving 


	Period (state month/year)

Name of supervisor

Nature of business

Basic salary

Position held and nature of responsibilities 


	A3. Previous employment (in date order, starting with most recent) 

Please state all employment and account for any gaps.  Failure to do so may result in your application not being considered – particularly if you are applying for a job which is exempt from the Rehabilitation of Offenders Act 1974.  



	Job title, name of employer and type of business 


	From
	To
	Brief summary of duties and reason for leaving (if applicable)

	
	(state month  year)
	

	
	
	
	


	A4. Essential and desirable criteria – see enclosed employee specification (M23)  

The employee specification which was enclosed with this application form gives details of the essential and desirable attributes of our ideal candidate.  Please use this opportunity to state clearly how you meet each of the criteria set out in the employee specification.

	


	A5. Your reasons for applying for this post

Please use this space to tell us about your reasons for applying for this post.

	

	

	A6. Reference details 

Please give the names and addresses of two people who would be willing to provide a reference concerning your application.  One of the referees must be your current/last employer who will be asked specifically about your attendance record.


	Name 

Address 

Daytime contact number 

Is this person your present or previous employer?

  Yes        No

If you answered ‘no’ to the above question, in what capacity does the referee know you?  

…………………………………………………….


	Name 

Address 

Daytime contact number 

Is this person your present or previous employer?

  Yes        No

If you answered ‘no’ to the above question, in what capacity does the referee know you?  

…………………………………………………….



	References will normally be taken up prior to interview.  Please indicate if your referee can be contacted at this stage.


	References will normally be taken up prior to interview.  Please indicate if your referee can be contacted at this stage.



	  Yes        No
	  Yes        No

	

	A7. Relationship to existing council employees or councillors
If you have any personal relationship to any Wirral Councillor, member of a committee of the school or council or employee of the school or council, please give their name and relationship.  Any approach to Councillors or other employees to influence a selection decision will disqualify you.  This does not stop a Councillor or employee giving a reference 

	

	


	A8. Education  

Please tell us about your education, beginning with the most recent.

	Date From


	Date To
	Name of School, College or University

	

	A9. Educational and professional qualifications 

You must complete this section if some kind of educational attainment is stated as an essential or desirable attribute on the employee specification (M23).  You may include relevant training courses and membership of professional bodies.   

	Type of Qualification & Level e.g. GCSE ‘O’ level
	Full Title of Subject Taken & Title of Examining Board
	Grade or Mark


	A10. Your availability 

Please tell us when you are not available for interview in the 6 weeks following the closing date for this post.  This does not guarantee that we will be able to accommodate your needs, particularly where an interview date has already been indicated.

	

	


	A11. Driving or car ownership status 

If the job for which you are applying requires you to drive or carries an Essential Car User allowance please answer the following questions.

  

	Are you a vehicle owner?
                

Do you hold a full clean current licence?

If No, please give details of any penalties or endorsements

Please state any other type of licence you hold (e.g. HGV)
	  Yes        No

  Yes        No

……………………………………

……………………………………

……………………………………



	

	A12. Declaration 

The details given by me are correct to my knowledge and belief.  I understand that canvassing will automatically disqualify my application.  I also understand that my application may be rejected or my employment may be terminated for withholding relevant details or giving false information.  This declaration also covers information provided in a CV or other document.



	Signature
	Date



	For office use only 

EO Interview

Shortlist

Reference one

Reference two 

Medical check

DBS check


	Yes    No

Yes    No

Requested   Returned 

Requested   Returned

Requested   Returned
Basic            Standard     Enhanced

Requested   Returned




Monitoring of Appointments for EqualITY

Weatherhead High School is committed to eliminating discrimination and encouraging diversity amongst our workforce.  

Selection for employment, promotion, training or any other benefit will be on the basis of aptitude and ability, however to assist with equality monitoring and for that purpose only, please provide the following details. 
	

	Sex
	
	Date of Birth
	
	Marital STatus
	
	Nationality
	

	Ethnic Origin – Please Tick one



	White
	British
	
	Mixed
	White & Black-Caribbean
	

	
	Irish
	
	
	White & Black-African                            
	

	
	Other*
	
	
	White & Asian
	

	
	
	
	Other*
	

	Asian or Asian-British
	Indian
	
	Black or Black-British
	Caribbean
	

	
	Pakistani
	
	
	African
	

	
	Bangladeshi
	
	
	Other*
	

	
	Other*
	
	
	
	

	Chinese
	Chinese
	
	* - Other Definition
	

	
	Other*
	
	
	

	RELIGION OR BELIEF – PLEASE TICK ONE



	Buddhist
	
	Christian
	

	Hindu
	
	Jew
	

	Muslim
	
	Sikh
	

	No Religion
	
	Prefer Not To Say
	

	Other* 
	* please state

	SEXUAL ORIENTATION – PLEASE TICK ONE



	Bisexual
	
	Gay / Lesbian
	

	Heterosexual
	
	Prefer not to say
	

	

	Are you disabled?
	Yes / No
	Details
	

	If Registered Disabled
	Registration No:
	
	Expiry Date:
	


 

	
	

	
	B4. Criminal convictions 
‘The amendments  to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are 'protected' and are not subject to disclosure to employers, and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found at the Disclosure and Barring Service website.’
This post is subject to the following DBS check:
None required      Basic     Standard     X Enhanced

If the post is subject to a DBS check please read the enclosed Disclosure of Criminal Records Policy to ensure that you declare relevant information.

	
	

	
	

	
	B5. Source of Application  

In order to improve the way in which we advertise in future, please tell us how you found out about this vacancy:

	
	Job Centre

Internal Personnel Bulletin

One Stop Shop

Personal recommendation
	Newspaper or other publication*        

Internet/Intranet* 

Other*

*Please give details: 



	
	

	.
	B6. Confirmation of Declaration The details given by me are correct to my knowledge and belief.  I understand that my application may be rejected or my employment may be terminated for withholding relevant details or giving false information. This declaration also covers information provided in a CV or other document

	
	Signature
	Date


Weatherhead High School 

Disclosure and Barring Service Check

1.
Policy Statement

· As an organisation using the Disclosure and Barring Service (DBS) to assess applicants’ suitability for positions of trust, Weatherhead High School complies fully with the DBS Code of Practice and undertakes to treat all applicants fairly and not to discriminate against any subject of a Disclosure on the basis of conviction or other information revealed.

· Weatherhead is committed to the fair treatment of its staff and potential staff, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background. 

· Weatherhead actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcomes applications from a wide range of candidates.  Candidates for interview are selected on the basis of their skills, qualifications and experience.

· An Enhanced Disclosure has been a requirement for all positions in schools since 2003.  

· All staff, both teaching and support, and all Governors have been through the DBS process.  

· As an enhanced disclosure forms part of the recruitment process applicants are informed of the procedure and requirements for providing information to Weatherhead at the appropriate time.

· Only “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974 are discussed.

· Information contained within a Disclosure will be considered by the Governing Body and Headteacher at which a decision will be made as to the Suitability or Unsuitability of the Applicant.  
· We ensure that all those in Weatherhead who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  

· Failure to reveal information that is directly relevant to the position could lead to withdrawal of an offer of appointment.

· Where the offer of a position is not confirmed as a result of information contained within a Disclosure, the individual will be informed of the decision in writing by the school.  

· Having been offered a position with the School it is the responsibility of the individual to make the School aware of any subsequent convictions.  The School will then make a decision as to whether it is appropriate for that individual to remain in the post.
· Although DFE guidance states that DBS checks will be undertaken every 3 years, Weatherhead will ask that all staff renew their DBS every 5 years.  
· Enhanced Disclosures are generally processed within 4 weeks.
Having a criminal record will not necessarily prevent an individual from being a member of staff at Weatherhead High School.  This will depend on the nature of the position, professional suitability and the circumstances, nature and background of the offences.

2.
Objectives of the Application Process

The purpose of this process is:

· To ensure, as far as is reasonably possible, that all young people are fully protected from risk and exposure to inappropriate, unsolicited, or immoral behaviour on the part of any future or existing member of staff, or those associated with the delivery of teaching, or services, on behalf of the School;

A Disclosure, of whatever type, carries no period of validity. 

Disclosures are designed for use immediately after issue.
3 Procedure for dealing with Disclosure information

Where a Disclosure indicates a criminal record for an applicant, the School will write to the individual concerned.  The individual will be required to provide a written statement as to the offence(s) that have been declared against their name.    


The written statement along with other supporting information will then be considered by the Headteacher and Governing Body.  They will decide whether the application is Suitable or Unsuitable.


The applicant will be informed of the outcome in writing only.  


Where an applicant needs to be re-interviewed, the Headteacher will inform the candidate of the interview arrangements.  Applicants will be informed in writing of the outcome of the re-interview.

4
 Data Protection Action 1998

The DBS has a Privacy Statement stating that it is fully committed to comply with the Data Protection Act 1998.  

This and other DBS documents can be viewed on their website: https://www.gov.uk/disclosure-barring-service-check/overview 

Weatherhead High School is also fully committed to comply with the Data Protection Action 1998.  
Weatherhead High School
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