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    Application form non-teaching
Please refer to the guidance when completing this form. If not completing on line, use BLACK INK or type as it will be copied.

	Position applied for:
	                                                                                                          Date:

	When are you able to start?
	

	Where did you hear about the post?
	

	
	


PERSONAL INFORMATION
The equal opportunities information will be detached prior to shortlisting to ensure that your application is dealt with objectively. Applications will only be accepted if they are completed in full.

Please note, we will not accept CVs instead of or in addition to this application form. The school is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Please see our Safeguarding Policy and our Safer Recruitment Policy, including Appendix 1 - Employment of Ex-Offenders on our website.  All post holders are subject to a satisfactory enhanced CRIMINAL RECORDS BUREAU disclosure. 

Completed application forms should be returned to HR Admin, Mrs K Edwards by post or email directly to KEdwards@fairfield.hereford.sch.uk
	Name:
	
	Title: Miss/Mr/Mrs/Ms/Other (please state)
	

	Address:
	

	

	
	Post Code:
	


CONTACT DETAILS - please give details of how you would like us to contact you
	Telephone
	Home:
	

	
	Work:
	

	
	Mobile:
	

	Email
	Home:
	

	
	Work:
	


	Data protection 

	Your data will be processed in accordance with data protection legislation. Processing of your data will take place either because:

· You consent to your data being processed
· Processing is necessary to evaluate your application for the position for which you have applied
· Processing is necessary for complying with legal obligations

· Processing is necessary for our legitimate interests

For further information, please see our privacy notice for job applicants. This can be found on our website https://www.fairfield.hereford.sch.uk/wp-content/uploads/2022/05/Privacy-Notice-GDPR-110522-SRW.pdf
REFERENCES

Please give names of 2 people who are able to comment on your suitability for this post. One must be your present or last employer. We cannot accept personal references, only in exceptional circumstances. If you have not previously been employed, please provide details of another suitable referee. 
The school reserves the right to seek any additional references it deems appropriate.

We normally contact referees before shortlisting.  


	Name
	

	Relationship to you
	

	Address 

and Post Code
	

	Contact number
	

	Email address
	


	Name
	

	Relationship to you
	

	Address 

and Post Code
	

	Contact number
	

	Email address
	


Letter of application

In the letter please explain how your experience, training and personal qualities would make you a suitable candidate for this post and how you would develop this role in the future. This should be no more than 2 sides of an A4 sheet, size 12 Calibri font or similar

	Current employment details (for application for NON- teaching posts)

	Job title
	

	Employer name and address
	

	Employer contact details
	

	Dates employed
	

	Permanent or temporary
	

	Part-time or full-time
	

	Salary details (including allowances)
	


	Previous employment. Please provide details of all previous employment (since leaving school)

	Job title
	Name and address of employer
	Dates employed
	Description of responsibilities
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Gaps in employment,  please use the space to explain any gaps in your employment

	


	Education and qualifications Please provide details of your education from secondary school onwards. You will be required to produce evidence of qualifications

	Dates attended (month and year)
	Name and location of school/college/university
	Qualifications gained (including grades)

	
	
	

	
	
	

	
	
	

	
	
	

	Training and professional development Please give details of training or professional development courses undertaken in the last 3 years that are relevant to your application.

	Course dates
	Length of course
	Course title
	Qualification obtained
	Course provider

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Relationship to the school

	Please list any personal relationships that exist between you and any of the following members of the school community:

· Governors

· Trustees

· Staff

· Students

Relationships with a governor, trustee, or employee does not necessarily prevent them from acting as a reference.

	Name
	Relationship
	Role at the school

	
	
	


	Disclosure and Barring and Childcare Disqualification

	The school is legally obliged to process a Disclosure and Barring Service (DBS) check before making appointments to relevant posts. The DBS check will reveal both spent and unspent convictions, cautions, and bind-overs as well as pending prosecutions, which are not “protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. 

We will use the DBS check to ensure we comply with the Childcare Disqualification Regulations.

Any data processed as part of the DBS check will be processed in accordance with data protection regulations and the school’s privacy statement.

Do you have a DBS certificate?: 
☐Yes
☐No

Date of check: 
If you have lived or worked outside of the UK in the last 5 years, the school may require additional information in order to comply with ‘safer recruitment’ requirements. If you answer ‘yes’ to the question below, we may contact you for additional information in due course.

Have you lived or worked outside of the UK in the last 5 years?:    ☐Yes
☐No



	Right to work in the UK

	The school will require you to provide evidence of your right to work in the UK in accordance with the Immigration, Asylum and Nationality Act 2006. 

By signing this application, you agree to provide such evidence when requested.


	Disability and accessibility

	The school is committed ensuring that applicants with disabilities or impairments receive equal opportunities and treatment. 

If you have a disability or impairment, and would like us to make adjustments or arrangements to assist if you are called for an interview, please state the arrangements you require:


Declaration

I declare that the information I am giving in this application is accurate and true. I understand that providing misleading or false information may disqualify me from appointment or may result in my dismissal.

	Name:
	

	Signature:
	
	Date:
	


CRIMINAL RECORDS DECLARATION FORM

All applicants must complete this form in full and return it with their application form.  Please refer to the guidance notes before completing the following sections.

Please complete in BLACK INK.

	Full Name (Block Capitals)
	

	Post Applied for:
	


Please answer the following questions:

	Have you ever been convicted by the courts or cautioned, reprimanded or given a final warning by the police, or any other incidents that you wold like to declare and discuss at interview? Please give details of offences, penalties and dates in the table below* (Note that the post you have applied for is exempted under the Rehabilitation of Offenders Act (Exceptions Order) 1074, which means that ALL convictions, cautions, reprimands and final warnings on your criminal record need to be disclosed)            YES            (please provide details below)          NO           (Proceed to Q2)

	
	


*If any circumstances change which would affect your response to this question, you must inform the Human Resources department of the details without unnecessary delay.

	Have you ever been disqualified from work with children or vulnerable adults or subject to any other sanctions imposed by a regulatory body? 
YES            (please provide details below)          NO                (Proceed to Q3)

	
	


	Are you registered with the Disclosure and Barring Service (DBS) Update Services?

YES                                                NO   

	Please sign the following declaration and return this form to Fairfield High School, along with your application for employment.  Failure to complete tis declaration will result in your application being withdrawn.

I Confirm that the information I have given on this form is correct and complete and I understand that any false information could result in my application being rejected or, if appointed, in my dismissal from employment.  I understand that any other offer of employment made to me will be subject to a further check with the Disclosure and Barring Service (previously known as the Criminal Records Bureau) and hereby give my consent for Fairfield High School to carry out the relevant DBS status checks in line with the DBS Code of Practice.

I declare that I am not currently on the DBS Barred List and that I will notify the Human Resources department immediately if I do become barred in the future.


Signature______________________________                 Date __________________________

�








