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APPLICATION FOR SUPPORT STAFF APPOINTMENT

Plymstock School is committed to equal opportunities in employment.  All applications will be considered on their merit.
Please refer to the attached Notes of Guidance before completing this application.
	1  VACANCY DETAILS

	Position Applied for:
	…………………………………………………………………………




	2  PERSONAL DETAILS
Preferred Title eg, Miss, Dr ……………………..


	First Name: ……………………………...............    Surname: ………………………….............


	Middle Name(s): ………………………………….


	Any Previous Surname(s): ………………………


	Mobile Telephone No: ……………………………


	

	Daytime Telephone No: ………………………….


	

	Evening Telephone No: ………………………….


	

	
	

	Email Address: …………………………………………………………………………………..…........

	
	

	Home Address: …..……………………………………………………………………………………….

	
	

	…………………………………………………….
	Postcode: …………………………………..

	
	

	Correspondence Address if different from above: ………………………………………….………

	
	

	………………………………………………….....
	Postcode: …………………………………..

	
	

	Do you require a work permit?   Yes / No
	

	
	

	National Insurance No: ……………………


	


	2  PERSONAL DETAILS (CONT’D)

	Are you related to a Governor or employee of Plymstock School ?
	Yes  /  No

	
	

	If yes, please provide details:
	Name: ………………………………………

	
	

	Relationship: ……………………………………
	Position: ……………………………………

	
	

	Department: ………………………………………………………………………………………....




	3  PERSONAL EDUCATION DETAILS (Secondary – Earliest First)

	Dates
	Name of School/College
	Subjects
	Type of Exam
	Grade
	Date Gained

	From
	To
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	4  PERSONAL EDUCATION DETAILS (Membership of Professional/Technical Bodies  

    if any)

	Date obtained/
expected
	Institute or Association
	How obtained (eg examination or election)
	Grade of Membership

	
	 
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	5  PRESENT OR MOST RECENT EMPLOYMENT

	Post Title: …………………………………………………………………………………………....

	
	

	Name of Employer: ………………………………………………………………………………...

	
	

	Address: ……………………………………………………………………………………………..

	
	

	………………………………………………….......
	Postcode: ………………………………….

	
	

	Telephone No: ……………………………………
	Date of Appointment: …………………….

	
	

	Main duties or responsibilities: …………………………………………………………………....

	
	

	…………………………………………………………………………………………………………

	
	

	…………………………………………………………………………………………………………

	

	…………………………………………………………………………………………………………

	
	

	…………………………………………………………………………………………………………

	
	

	Salary: £

	

	Reason for leaving: ………………………………………………………………………………...

	
	

	Notice required: …………………………………………………………………………………….

	
	


	6  PREVIOUS EMPLOYMENT

	Date from:
	...........................
	Date to:
	..............................
	

	Employer’s Name
	Employers Address
	Position Held
	Salary
	Reason for leaving / break in employment

	
	
	
	
	

	

	Date from:
	..............................
	Date to:
	..............................
	

	Employer’s Name
	Employers Address
	Position Held
	Salary
	Reason for leaving / break in employment

	
	
	
	
	

	Date from:
	..............................
	Date to:
	..............................
	

	
	
	
	
	

	

	Date from:
	..............................
	Date to:
	..............................
	

	Employers Name
	Employers Address
	Position Held
	Salary
	Reason for leaving/ break in employment

	
	
	
	
	

	

	Date from:
	..............................
	Date to:
	..............................
	

	Employers Name
	Employers Address
	Position Held
	Salary
	Reason for leaving/ break in employment

	
	
	
	
	

	7  IN SERVICE TRAINING/PROFESSIONAL DEVELOPMENT (Earliest First)

	Date/s

From               To
	Organising Body
	Course Title
	Length of Course

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	8  ARRANGEMENTS FOR INTERVIEW
	

	
	

	If you have a disability, are there any arrangements which we can make for you if you are called for an interview and or / work based exercise       Yes / No

	
	

	If Yes, please specify, (eg ground floor venue, sign language, interpreter, audiotape etc)

	
	

	…………………………………………………………………………………………………………….

	
	

	…………………………………………………………………………………………………………….


	9  REFERENCES
	

	
	

	Please give the name of two referees (one of whom should be your current or most recent employer).  Personal references are not accepted.

	Name: ………………………………………..
	Name: …………………………………….....

	
	

	Address: ……………………………………..
	Address: …………………………………….

	
	

	…………………………………………………
	………………………………………………..

	
	

	…………………………………………………
	………………………………………………..

	
	

	Postcode: …………………………………….
	Postcode: ………………………………...…

	
	

	Telephone No: ……………………………….
	Telephone No: ……………………………...

	
	

	Email address: ………………………….......
	Email address: …………………………....

	
	

	Relationship to you: ………………………....

	Relationship to you: ………………………..

	If you do not wish an approach to be made to the referee at this stage, please tick the box opposite
	
	If you do not wish an approach to be made to the referee at this stage, please tick the box opposite
	

	Should you be called to interview your reference will be called
	Should you be called to interview your reference will be called


	10  OTHER INFORMATION IN SUPPORT OF YOUR APPLICATION

      (Please continue on a separate sheet if necessary – no more than 2 sides of  

       A4 – Arial 11 single spaced if word processed) 



	


11 DISQUALIFICATION DECLARATION– CONFIDENTIAL 
	In an update to the statutory guidance “Keeping Children Safe in Education” published in October 2014 (subsequently revised in September 2016) the Department for Education published advice indicating that the Childcare (Disqualification) 2009 Regulations apply to school/academy settings as well as to childcare settings.

This means that, in order to comply with these Regulations, schools are now required to ensure that members of staff (including volunteers) are not disqualified from working with children who have not yet reached the age of 8. All staff responsible for the provision of childcare or for the management of that provision (including new appointees) must therefore complete the declaration below and will be asked to do so again periodically in the future.  

If a member of staff / volunteer is disqualified, there may be an impact on their ability to remain working with the relevant age group. A disqualified person is not permitted to continue to work in a setting providing care for children under age 8, unless they apply for, and are granted, a waiver from Ofsted.  

A person may be disqualified through:

· Inclusion on the Children’s Barred List;

· Being cautioned for, or convicted of, certain violent and sexual criminal offences against children and adults;

· Grounds relating to the care of children (including where an order is made in respect of a child under the person’s care);

· Having registration refused or cancelled in relation to childcare or children’s homes or being disqualified from private fostering;

· Living in the same household where another person who is disqualified lives or works (disqualification ‘by association’).

Details of what constitutes disqualification can be found in the following schedules to the Regulations (hard copies can be obtained via the school office if required):

www.legislation.gov.uk/uksi/2009/1547/schedule/1/made 

www.legislation.gov.uk/uksi/2009/1547/schedule/2/made
www.legislation.gov.uk/uksi/2009/1547/schedule/3/made
Please note that you do not need to declare any minor cautions or convictions which are ‘protected’ under the Rehabilitation of Offenders ‘Exceptions Order’ (and which are removed or ‘filtered’ from DBS certificates). For more information visit https://www.gov.uk/government/collections/dbs-filtering-guidance. 


	Declaration in relation to you: 
	Please circle YES or NO below

	Have you been barred from working with children by the Disclosure and Barring Service (or its predecessors)?
	YES / NO

	Have you been subject to any order relating to the care of children (e.g. care order, child protection order, exclusion order)?
	YES / NO

	Have you been refused registration or approval to care, foster or look after children or had such registration cancelled (e.g. in relation to childcare provision, children’s homes or private fostering)?
	YES / NO

	Have you been cautioned* or convicted of any offences against a child (including overseas)?
	YES / NO

	Have you been cautioned* or convicted of any violent or sexual offences against an adult (including overseas)?
	YES / NO

	* For these purposes, only cautions given on or after 6 April 2007 need to be declared; a caution includes reprimands or warnings


	Declaration in relation to others in your household:
	Please circle YES or NO below

	To the best of your knowledge, has anyone in your household (including family, lodgers, house-sharers, household employees) been made the subject of an order or restriction set out above, or been cautioned or convicted of any offence set out above, and which is not considered as ‘spent’?
	YES / NO


	Provision of information

	If you have answered YES to any of the questions above you should provide details below in respect of yourself, or where relevant the member of your household. You may supply this information separately if you so wish, but you must do so without delay. 




	Declaration

	I confirm that the information I have provided is true to the best of my knowledge.

I understand I must notify the Headteacher immediately of anything that might affect my suitability to work with children, including if my answers to any of the questions above change at any time. 

	Signed
	

	Print Name
	
	Date
	


	12 DATA PROTECTION ACT

	The information collected in the form will be used in compliance with the Data Protection Act 1998. The information is being collected by Plymstock School for the purpose of administering the employment and training of employees of the school.  The information may be disclosed, as appropriate, within the Education Service, to school governors, to Occupational Health, to the General Teaching Council, to the Teachers Pensions Agency, to the Department for Education, to the Pension Fund, pension providers and relevant statutory bodies.

You should also note that because we have a duty to protect the public funds we handle, we might need to use the information you have provided on this form to prevent and detect fraud.  We may also share this information for the same purposes with other organisations, which handle public funds.


	13  IMMIGRATION, ASYLUM AND NATIONALITY ACT 2006

	In accordance with the Immigration, Asylum and Nationality Act 2006, the Governing Body will require new members of staff to provide documentary evidence that they are entitled to undertake the position applied for/have an ongoing entitlement to live and work in the United Kingdom.  Therefore, on offer of and before commencing a position, candidates should provide one of the specified documents listed in the Notes for Guidance.
I confirm that I am legally entitled to work in the UK


	Signature: ………………………………………………..
	Date: ………………………………...

	
	

	Print Name: ………………………………………………………………………………………….


	14  CONFIRMATION OF DETAILS

	I hereby certify that all the information given on this form is correct to the best of my knowledge and that all the questions related to me have been accurately and fully answered, and that I am in possession of the certificates I claim to hold.  I understand that should the information given in this application be incorrect it may render my application invalid.

 

	Signature: ………………………………………………..
	Date: ………………………………...

	
	

	Print Name: ………………………………………………………………………………………….


	15  RETURN ADDRESS

	Paper copy to:

Ms G Buckler, Headteacher’s PA
Plymstock School

Church Road

Plymstock

PLYMOUTH

PL9 9AZ
	If returning by email, to recruitment@plymstockschool.org.uk.  

The successful applicant will be required to sign their electronic application form.


GUIDANCE NOTES FOR COMPLETION OF APPLICATION FORM – SUPPORT STAFF

The Application Form

Please use BLACK ink or type since it will be necessary to photocopy your form.

Completing the application form is the first step in the recruitment process, which may lead to an interview and the possible offer of a job.  It is therefore most important that you complete ALL sections of the application form which are relevant to you as clearly and fully as possible.  

Please do not include a Curriculum Vitae with your application, but try to include all relevant information on the form itself using additional sheets if necessary.  

The following notes will explain the application form and give some useful advice on how to complete it. 

SECTION 1: VACANCY DETAILS

This section may have already been completed by the department, but please check all details are complete and correct.  If they are not, please refer to the job advertisement to fill in this section.

SECTION 2: PERSONAL DETAILS

Please enter your personal details fully and clearly so that we may contact you about your application.  

If you are related to a Governor of Plymstock School or an employee of the City Council we ask you to tell us so that we can make sure all applicants are treated fairly.  Please note canvassing any elected member of the school Governing Body to which you are applying will disqualify a candidate for appointment.

SECTION 3 & 4: EDUCATION DETAILS (SECONDARY / FURTHER HIGHER EDUCATION)

We are interested in ANY form of education you are involved with or have followed, including any courses which did not lead to an examination or qualification.  

We will take full note of any education or qualification gained overseas or as part of a Training Scheme.

SECTION 5 & 6: EXPERIENCE - previous career and other 

Please give full details of all employment and other experience since leaving school, including any breaks or unpaid activities such as voluntary work, child rearing, travel abroad etc.  We are interested in all present or past employment you consider relevant to your application.  If you have recently left school or college, or a training programme and have not yet had a full time or permanent job, please give details of any other employment that you may have had such as work experience gained on Training Schemes, part time, holiday work or voluntary activities.  Please include your current job title and where applicable school and LA.

SECTION 7: IN SERVICE TRAINING/PROFESSIONAL DEVELOPMENT 

Please include any training you have undertaken which you feel is relevant to the job you are applying for.  

We do of course recognise that not everybody has had access to training opportunities

SECTION 8 ARRANGEMENTS FOR INTERVIEW

If you have a disability, please complete this section so that we can make suitable arrangements, for instance, wheelchair access or sign interpreter, should you be called for an interview.  This information will not be used in deciding your suitability for the job.

SECTION 9: REFERENCES

Please give the names and addresses (including postcode) of two referees.  If you have been or are employed, the first referee should be your present or most recent employer.  If you have been unemployed for some time, you should instead, name somebody who knows you well.  Students should give a College Principal as their first referee and their second referee should be somebody who knows you well.  

"Position/Job Title" (if appropriate) refers to the referee, e.g. Manager, Senior Lecturer, Head Teacher.

SECTION 10: OTHER INFORMATION IN SUPPORT OF YOUR APPLICATION         

Pick out those aspects of your experience or skills that are RELEVANT to this post.  Explain how your experience, abilities, skills and knowledge match those required for the vacancy, where set out in the person specification (where provided).  Remember to consider experience in previous employment and relevant experience from voluntary/leisure/college activities.  You may wish to list your experience under sub-headings according to the selection criteria and you may, of course, continue or submit this information on a separate sheet.

SECTION 11: DISQUALIFICATION DECLARATION
Please read and complete this section.  
SECTION 12: DATA PROTECTION ACT

Please note that the information given will be held on computer and that your rights under the Data Protection Act 1998 apply.  
SECTON 13:  IMMIGRATION, ASYLUM AND NATIONALITY ACT 
· Upon taking a post applicants should provide one of the following from the list of official documents:

· A document from a previous employer, the Inland Revenue, the Benefits Agency, the Contributions Agency or the Employment service (or their Northern Ireland equivalent), showing your name and National Insurance number.  This could be a P45, a pay slip, a P60, a National Insurance card or a letter issued by one of the Government bodies concerned.

· A passport describing you as a British citizen or as having a right of abode in or an entitlement to readmission to the United Kingdom.

· A passport containing a Certificate of Entitlement issued by or on behalf of the Government of the United Kingdom certifying that you have the right of abode in the United Kingdom.

· A certificate of registration or naturalisation as a British citizen.

· A birth certificate issued in the United Kingdom or in the Republic of Ireland.

· A passport or national identity card issued by a State which is party to the European Economic Area Agreement and which describes you as a national of that State.

· A passport or other travel document endorsed to show that you are exempt from immigration control, have indefinite leave to enter, or remain in, the United Kingdom or have no time limit on your stay; or a letter issued by the Home Office confirming that you have such status.

· A passport or other travel document endorsed to show that you have current leave to enter or remain in the United Kingdom and are not precluded from taking the employment in question; or a letter issued by the Home Office confirming that this is the case.

· A United Kingdom residence permit issued to you as a national of a State which is a party to the European Economic Area Agreement.

· A passport or other travel document endorsed to show that you have a current right of residence in the United Kingdom as the family member or a named national of a State which is a party to the European Economic Area Agreement and who is resident in the United Kingdom.

· A letter issued by the Immigration and National Directorate of the Home Office indicating that you are a British citizen or have permission to take employment.

· A work permit or other approval to take employment issued by Work Permits (UK) or in Northern Ireland, by the Training and Employment Agency.

· A passport describing you as a British Dependent Territories citizen and which indicates that the status derives from a connection with Gibraltar.

SECTION 14: CONFIRMATION OF DETAILS

When completed, read through your application form carefully, checking for errors and omissions.  Ensure that you have signed and dated your application form to confirm that your details are correct and complete.  

Refer to the closing date and ensure your application form is sent in plenty of time.

Applications should be received by the closing date.

Please return the form to the address shown on the application form.

You may find it useful to keep a copy of your application form.  All applications are treated confidentially.   

SECTION 15: RETURN

Please return the form as directed.

You may find it useful to keep a copy of your application form.  

All applications are treated confidentially.   

EQUALITY AND DIVERSITY MONITORING FORM

An effective policy of equal opportunities necessitates the collection of information about applicants.  To ensure that our Equal Opportunities Policy is effective we need to be able to monitor the number of people applying for and starting jobs with us.

Please help us by ticking or completing the appropriate boxes in this section.  

Your answers will be treated in the strictest confidence and will not affect your job application in any way. 
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Your answers will be treated in the strictest confidence and will not affect your job application in any way.

AGE

What is your age? Please mark ‘X’ in one box only

	16-19  
	
	
	20-24
	

	25-29
	
	
	30-34
	

	35-39
	
	
	40-44
	

	45-49
	
	
	50-54
	

	55-59
	
	
	60-64
	

	65+
	
	
	
	


	
	
	


Date of Birth (dd/mm/yyyy) / prefer not to say*                                          
*Delete as appropriate
ADVERTISEMENT

How did you find out about this job. Please mark ‘X’ in the appropriate box.

Online                                details ……………………………………………………………………

Press                                 details ……………………………………………………………………

School website

DISABILITY

A disabled person is defined under the Equality Act 2010 as someone with a ‘physical or mental impairment which has a substantial and long term adverse effect on that person’s ability to carry out normal day-to-day activities.’

Do you consider yourself to be disabled under the Equality Act 2010?  Please mark ‘X’ in the appropriate box.


Yes                                                              
No     


Prefer not to say
    
Don’t know

If YES, please answer the following question; otherwise proceed to the next section. 
Please indicate by marking ‘X’ in the appropriate box, mark all that apply. 



A


Hearing impairment



B


Visual impairment



C


Speech impairment



D


Mobility impairment



E


Physical co-ordination difficulties



F


Reduced physical capacity



G


Severe disfigurement



H


Learning difficulties (e.g. dyslexic)


I


Mental ill health

         
J


Progressive conditions


K 


Other (please specify) 

REASONABLE ADJUSTMENTS
The Equality Act 2010 requires all employers to make reasonable adjustments for disabled employees. 

Plymstock School uses the social model to inform disability action planning. This means concentrating on the environment, removing barriers wherever possible that get in the way of a disabled person from doing their job. Should you be successful in your appointment to the post, do you require any reasonable adjustments to be put in place? 
Please specify in the box below:

ETHNIC ORIGIN

The Department for International Development wants to ensure that all applicants are treated equally whatever their race, colour or ethnic origin.  To do this we need to know about the ethnic origin of people who apply to join us. These categories were used in the 2011 Census and are listed alphabetically. Which groups do you most identify with?  

Please mark ‘X’ in only ONE box in column A and only ONE box in column B

	
	
	COLUMN A
	
	COLUMN B

	
	
	
	
	ASIAN 

	(A)
	
	British or Mixed British
	(A)
	
	Bangladeshi

	
	
	
	
	
	

	(B)
	
	English
	(B)
	
	Indian

	
	
	
	
	
	

	(C)
	
	Irish
	(C)
	
	Pakistani

	
	
	
	
	
	

	(D)
	
	Scottish
	(D)
	
	Any other Asian background (please specify) 

	
	
	
	
	
	

	(E)
	
	Welsh
	
	
	

	
	
	
	
	BLACK

	(F)
	
	Any other? (please specify)
	(E)
	
	African

	
	
	
	
	
	

	
	
	
	(F)
	
	Caribbean

	
	
	
	
	
	

	
	
	
	(G)
	
	Any other Black background (please specify)

	
	
	
	
	

	
	
	
	

	
	
	CHINESE

	
	(H)
	
	Any Chinese background (please specify)

	
	
	
	

	
	
	
	
	
	

	
	
	
	
	MIXED ETHNIC BACKGROUND

	
	
	
	(I)
	
	Asian and White 

	
	
	
	
	
	

	
	
	
	(J)
	
	Black African and White

	
	
	
	
	
	

	
	
	
	(K)
	
	Black Caribbean and White

	
	
	
	
	
	

	
	
	
	(L)
	
	Any other Mixed ethnic background 

	
	
	
	
	
	(please specify)



	
	
	
	
	
	

	
	
	
	
	WHITE

	
	
	
	(M)
	
	Any White background (please specify)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	ANY OTHER ETHNIC BACKGROUND

	
	
	
	(N)
	
	Any other ethnic background (please specify)

	
	
	
	
	
	

	


SEX

Please state your sex:

	Female 
                                                                     
	

	
	

	Male
	


SEXUAL ORIENTATION

The Department for International Development wants to ensure that all applicants are treated equally whatever their sexual orientation. To do this we need to know about the sexual orientation of people who apply to join us.  We should therefore be grateful if you would complete the following question.  Your answer will be treated in the strictest confidence and will not affect your job application in any way.

Which group do you most identify with? The options are listed alphabetical order.

Please mark ‘X’ in one box only:

	(A)
	
	Bi-Sexual

	
	
	

	(B)
	
	Gay woman/lesbian

	
	
	

	(C)
	
	Gay man

	
	
	

	(D)
	
	Heterosexual/straight

	
	
	

	(E)
	
	Other

	
	
	

	(F)
	
	Prefer not to say


RELIGION OR BELIEF
What is your religion or belief (including non-belief)? Please mark ‘X’ in the box below as appropriate.

	Agnostic
	
	
	Pagan
	

	Atheist
	
	
	Sikh
	

	Bah’ai 
	
	
	Rastafarian
	

	Buddhist
	
	
	Scientologist
	

	Christian – Catholic
	
	
	Shinto
	

	Christian – Protestant 
	
	
	Zoroastrian
	

	Christian – Other 
	
	
	No religion or belief
	

	Hindu
	
	
	Prefer not to say
	

	Humanism
	
	
	Any other religion or belief
	

	Jain
	
	
	
	

	Jewish
	
	
	Please specify below, if you wish.
	

	Muslim
	
	
	
	


Date:  ………………………………………………
End of Form
PLYMSTOCK SCHOOL


EQUALITY AND DIVERSITY MONITORING FORM
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