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Application for Employment: Support Staff 

Post applied for: 


         Where did you hear about the post:


 

1. Personal Details.

Title: Mr/ Mrs / Miss/ Ms, etc: 




Last name: 


First name(s):






Previous last name: 

Home address:

Postcode:

Home telephone number: 




Mobile phone number:

Email address: 

Date of birth (dd/mm/yyyy): 

Date when available to start:

National Insurance number: 

2. Current or Most Recent Employment.

Employer’s name and address:

Employer’s telephone number:

Position held:






Salary:







Other allowances:

Date commenced:





Leaving date (if applicable): 

Reason for leaving: 

Main areas of responsibility:

3. Employment History.

Please give details of previous posts held in any paid employment or voluntary work. Please start with your most recent post and work backwards, accounting for all gaps in employment history. If you require more space, please continue on a separate sheet and attach to your application form. 

	Job Title ( or nature of activity if not employment) 
	Name of Employer 
	Dates  

(from – to)
	Brief description of duties  / areas of responsibility
	Reason for Leaving 

	
	
	
	
	


4. Education/Training and Development.

Please enter details of your education and training as requested below. Where qualifications are required for the post, as specified in the Employee Specification, you will be required to provide proof of these prior to confirmation of appointment. Please continue on a separate sheet if necessary and attach to your application. 

4a.Secondary and Further Education.

Please enter details of your Secondary Education and Further Education including details of qualifications obtained. 

	School / College

(name and address) 
	Dates Attended

(from – to)
	Qualifications

(subject, level and grade) 
	Year of Award

	
	
	
	


4b. Higher Education and Professional Qualifications.

Please enter details of all Higher Education awards and professional qualifications including any award leading to Qualified Teacher Status (UK QTS).  Please continue on a separate sheet if necessary. 

	University / College / Awarding Institution
	Dates Attended

(from – to)
	Qualification Details (including subject and level / grade of award.) 
	Date of Award

	
	
	
	



4c. Courses Attended.
Please provide details of additional courses relevant to your application that you have attended in the last 3 years.

	Course Title 
	Organising / Accrediting Body
	Date

	
	
	




5. Statement of Application 

Please use this section to tell us how you meet the requirements of the selection criteria as set out in the Person / Employee Specification. You are advised that short-listing for interview will be undertaken with reference to the criteria given in the Person / Employee Specification only. It would be helpful if you could structure your statement to address all the criteria in the order given. Please continue on a separate sheet(s) if necessary, label clearly and attach to the form. 

	


6. Reference Details

Please supply the names and contact details of at least two referees (other than relatives) who can comment on your suitability for this position. One should relate to a senior member of staff or your Manager from your current or most recent employment. If you are unable to provide an Employer as a Referee, please provide details of a person who knows you, other than in a personal capacity.
Please note, we will not accept or rely on open references, for example in the form of ‘to whom it may concern’ testimonials, nor on information provided by you as part of the application process without verifying that the information is correct. Where electronic references are received, before accepting them we will investigate to determine that they originate from a legitimate source. 
Referee 1. 
Referee 2.  

	Name:



Position:

In what capacity do you know this person?

Name of organisation:

Address:

Telephone number:

Email:


	
	Name:



Position:

In what capacity do you know this person?

Name of organisation:

Address:

Telephone number:

Email:




7. Personal Declarations 

It is essential that you complete sections 7a to 7e in order for your application to be accepted.

	7a. Disclosure of Convictions

The position for which you are applying involves substantial contact with children and is therefore exempt from the Rehabilitation of Offenders Act 1974 and all subsequent amendments (England and Wales.) This means that you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ as defined by the Rehabilitation of Offenders Act 1974 (exceptions) Order 1975 (as amended). Certain ‘spent’ convictions and cautions are ‘protected’ and are not subject to disclosure to employers and cannot be taken into account.
Do you have anything to declare in relation to the above? (please tick accordingly)

Yes  (






No  (
If ‘yes’ please give details on a separate sheet and attach in a sealed envelope marked ‘Private and Confidential Disclosure.’  If you are submitting this form electronically, please contact the School or office from where the application form was sent, for instruction on how the information should be submitted.

DBS Disclosure 

Any offer of employment is conditional upon the School obtaining an Enhanced Disclosure from the Disclosure and Barring Service which the School considered to be satisfactory. The School applies for an Enhanced check for any position which amounts to ‘regulated activity’ under the Safeguarding Vulnerable Groups Act 2006 (as amended).  This will include details of cautions, reprimands, final warnings, police enquiries and pending prosecutions as well as convictions and checks as to whether you appear on the children’s barred list. Additional checks as to whether a prohibition order by the Secretary of State has been issued against you. Further, if taking up a management position, checks will be made to determine whether a section 128 direction has been made by the Secretary of State against you. 
If the School / LA find anything in that record which is considered prejudicial to the applicant working with children or young people, then the appointment may not be confirmed.




	7b. Disqualification

Have you ever been disqualified from working with children and/or included on the Children’s Barred list (or its predecessor list 99) or subject to sanctions imposed by a regulatory boy (e.g. DBS, DfE, NCTL/TRA)?
Yes  (                                                                          No  (
If ‘yes’ please give details on a separate sheet and attach in a sealed envelope marked ‘Private and Confidential Disclosure.’  If you are submitting this form electronically, please contact the School / Office from where the application form was sent, for instruction on how the information should be submitted.




7. Eligibility to work

In accordance with the Asylum and Immigration Act 1996, before you commence work you must provide evidence to demonstrate your right to work in the UK.

Are you eligible to work in the UK?

Yes (

No (
If ‘No’, please indicate if you will require a 

Certificate of Sponsorship to work: 

Yes (
    
 No (
If ‘No’ please indicate the basis on which are you eligible to work within the UK: 

8. Equal Opportunity Monitoring Information 

We are committed to equality of opportunity and are keen to monitor the effectiveness of our recruitment practice.  Any information provided on this form will be treated in the strictest confidence and will only be used for the purpose of recruitment monitoring. 

Please tick or complete as appropriate.

Name: 

Post Applied for:





School / Service: 

Gender

Male:( 


Female:( 


Age Group

Under 20 years: (

20 – 29 years:(


30 – 39 years:(
40 – 49 years: (

50 – 59 years: (


60 + years (
Ethnic Origin

How would you describe your ethnic origin? (please tick one.)

White








Asian or Asian British


White British:(







Indian:(
White Irish:(







Pakistani:(
White European:(






Bangladeshi:(
Any Other White background:(





Any other Asian background:(
Black or Black British






Dual Heritage

Black Caribbean:(






White and Asian :( 

Black African:
(






White and Black African : (
Any other Black background:(





White and Black Caribbean:( 










Any other dual background:(
Other Ethnic Groups

Chinese :(
Any other ethnic group:
(



People with Disabilities

The Equality Act 2010 defines a person as disabled if they have a “physical or mental impairment which has substantial or long-term adverse effect on a person’s ability to carry out normal day-to-day activities.” 

Do you consider yourself to have a disability?


Yes:(




No:( 


9. Declaration statement

This Academy is under a duty to protect the public funds it administers and to this end may use information you have provided in your application form within the Academy for the prevention and detection of fraud. It may also share this information with other bodies administering public funds solely for these purposes.
As part of your application to join us, we will also gather and use information relating to you (personal data). This will include data that we obtain from you directly and data about you that we obtain from other people and organisations.  We might also need to continue to hold your personal data for a period of time after the recruitment process, even if you are unsuccessful.
Please read our Recruitment Privacy Notice below and kindly sign and date the following consent form if you agree with the following statement: 

Consent

I have read the above application form and Recruitment Privacy Notice below and I consent to the information contained in this form and any information received by or on behalf of the Academy relating to the subject matter of this form, being processed by them in administering the recruitment process. 
I declare that the information I have given on this form and attachments is correct and true and agree that this forms part of the basis of my engagement and may be used for lawful purposes under the General Data Protection Regulations (‘GDPR’) and the Data Protection Act 2018.  I authorise the Academy to check the information supplied and understand that providing misleading or false information or omitting any relevant information, could result in the withdrawal of any offer of appointment or my dismissal at any time in the future and possible criminal conviction.

Signed: ……………………………………………………………….   Date: ………………………………….

Please send a copy of your signed application form and Privacy Notice to N Webb or by mail marked “Confidential” to nwebb@brentford.hounslow.sch.uk .

For online / electronically completed applications, by ticking the following box and submitting your application, you agree to the terms of the declaration above and content of the attached Recruitment Privacy Notice: ( 

All candidates applying for employment via email/online will be required to sign and date this form, if invited to attend interview.
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BRENTFORD SCHOOL FOR GIRLS

Recruitment Privacy Notice

Policy Statement
As part of your application to join us, we will gather and use information relating to you.  Information that we hold in relation to individuals is known as their “personal data”.  This will include data that we obtain from you directly and data about you that we obtain from other people and organisations.  We might also need to continue to hold an individual’s personal data for a period of time after the recruitment process, even if you are unsuccessful.  Anything that we do with an individual’s personal data is known as “processing”.

This document sets out what personal data we will gather and hold about individuals who apply for a position with us, why we process that data, who we share this information with, and your rights in relation to your personal data processed by us.

What information do we process during your application process?

We may collect, hold, share and otherwise use the following information about you during your application process.

Up to and including shortlisting stage:

· your name and contact details (i.e. address, home and mobile phone numbers, email address);

· details of your qualifications, training, experience, duties, employment history (including job titles, salary, relevant dates and working hours), details of driving licence (if relevant for role), membership of professional bodies and interests;

· your racial or ethnic origin, sex and sexual orientation, religious or similar beliefs;

· information regarding your criminal record; 

· details of your referees;

· whether you are related to any member of our workforce; and

· details of any support or assistance you may need to assist you at the interview because of a disability.

Following shortlisting stage, and prior to making a final decision

· information about your previous academic and/or employment history, including details of any conduct, grievance or performance issues, appraisals, time and attendance, from references obtained about you from previous employers and/or education providers;*

· confirmation of your academic and professional qualifications (including seeing a copy of certificates);*

· information via the DBS process, regarding your criminal record, in criminal records certificates (CRCs) and enhanced criminal records certificates (ECRCs), whether you are barred from working in regulated activity;*

· your nationality and immigration status and information from related documents, such as your passport or other identification and immigration information;*

· medical check to indicate fitness to work;*
· a copy of your driving licence (or other appropriate documentation as listed on the Home Office list);*

· if you are a teacher, we will check the National College of Teaching and Leadership (“NCTL”) Teachers Services about your teacher status, whether you are subject to a prohibition from teaching order and any other relevant checks (for example Section 128 direction for management posts and EEA teacher sanctions);* and
· equal opportunities’ monitoring data.

You are required (by law or in order to enter into your contract of employment) to provide the categories of information marked (*) above to us to enable us to verify your right to work and suitability for the position.  Without providing us with this information, or if the information is not satisfactory, then we will not be able to proceed with any offer of employment. 

If you are employed by us, the information we collect may be included on our Single Central Record. In this scenario, a further privacy notice in relation to data we collect, process, hold and share about you during your time with us, will be issued to you.

Where do we get information from about you during your application process?

Depending on the position that you have applied for, we may collect this information from you, your referees (details of whom you will have provided), your education provider, any relevant professional body, the Disclosure and Barring Service (DBS), NCTL and the Home Office, during the recruitment process.
Why do we use this information?

We will process your personal data during your application process for the purpose of complying with legal obligations, carrying out tasks which are in the public interest, and taking steps with a view to entering into an employment contract with you.  This includes:

· to assess your suitability for the role you are applying for;

· to take steps to enter into a contract with you;

· to check that you are eligible to work in the United Kingdom or that you are not prohibited from teaching; and

· so that we are able to monitor applications for posts in the School to ensure that we are fulfilling our obligations under the public sector equality duty under the Equality Act 2010.

How long will we hold information in relation to your application?

We will hold information relating to your application only for as long as necessary.  If you are successful then how long we need to hold on to any information will depend on type of information.  For further detail please see our Data Protection Policy.

If you are unsuccessful we will hold your personal data only for six months, after which time it is securely deleted.

Who will we share information with about your application?

Brentford School for Girls

We will not share information gathered during your application process with third parties, other than professional advisors such as legal or HR advisors.

Rights in relation to your personal data

All individuals have the right to request access to personal data that we hold about them.  To make a request for access to their personal data, individuals should contact:

Mrs Mary Partington – School Business Manager

Please also refer to our Data Protection Policy for further details on making requests for access to personal data.

Individuals also have the right, in certain circumstances, to:

· Object to the processing of their personal data

· Have inaccurate or incomplete personal data about them rectified

· Restrict processing of their personal data

· Object to the making of decisions about them taken by automated means

· Have your data transferred to another organisation

· Claim compensation for damage caused by a breach of their data protection rights

If an individual wants to exercise any of these rights then they should contact Mrs Mary Partington – School Business Manager at the school or our DPO Mr Craig Stillwell, Judicium Consulting Ltd. 72 Cannon Street, London, EC4N 6AE email dataservices@judicium.com, telephone number 0203 3269174  The law does not oblige the school to comply with all requests.  If the school does not intend to comply with the request then the individual will be notified of the reasons why in writing.

Concerns

If an individual has any concerns about how we are using their personal data then we ask that they contact our Data Protection Officer – Mr Craig Stillwell, Judicium Consulting Ltd. 72 Cannon Street, London, EC4N 6AE email dataservices@judicium.com, telephone number 0203 3269174 in the first instance.  However an individual can contact the Information Commissioner’s Office should they consider this to be necessary, at https://ico.org.uk/concerns/.

Contact

If you would like to discuss anything in this privacy notice, please contact:

Data Protection Officer – Mr Craig Stillwell, Judicium Consulting Ltd. 72 Cannon Street, London, EC4N 6AE email dataservices@judicium.com, telephone number 0203 3269174     in the first instance.  

Thank you for taking the time to read this recruitment privacy notice
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