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	STAFF APPLICATION FORM
FOR EMPLOYMENT WITH CHILDREN

Please complete this accurately, giving as many details as possible of your skills and experience relating to this job application. Shortlisting will be based on the information gathered from the form and read in conjunction with the person specification.

Please ensure the finished form is signed, dated and returned by the closing date. We are unable to accept forms returned as email attachments without a signature.

Please either type directly in this form or print out and complete the form in black ink and BLOCK CAPITALS.

GGUIDELINES

Guidelines

Applicants will be treated in the same way whether they are external or internal candidates. Internal candidates should advise their manager that they have applied for another position.


	



	Job applied for:
	

	
	

	
	

	Closing date:
	


Personal Details

	Last name
	

	

	First name(s) 
	

	

	Address
	

	
	


	Postcode 
	

	

	

	Email address 
	

	

	Tel: Home
	
	Tel: Mobile 
	

	

	Tel: Daytime
	
	Preferred contact 
	


	Do you require a work permit to take up employment in the UK
	Yes
	
	No
	
	

	Please supply details of any work permit currently held including number, validity and expiry date: 

	

	

	National Insurance Number
	

	

	Are you applying for this post as a job share?
	Yes
	
	No
	
	

	

	


Present or Most Recent Employment

	Name and address of 
	

	
	

	employer
	

	

	
	

	

	Post code
	

	

	Tel
	
	Fax
	

	

	Email
	

	

	Post held
	
	Grade/spine 
	

	
	
	point
	

	

	Basic salary per annum £
	
	Allowances
	

	

	Date started
	
	Until
	

	

	Notice required
	
	
	

	

	Reason for leaving
	

	

	Brief description of duties


	

	


Previous Employment Record 
Start with the most recent and list details of employment (including voluntary roles) since leaving full time education. Do not leave any gaps. If necessary you should include full time or part time education, training, periods of unemployment and periods for raising a family. Failure to provide full account may lead to your application being rejected.
	Employer name & address
	
	From
	
	To
	
	Job title
	
	Reason for leaving

	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


	
	
	
	
	
	
	
	
	


References

Please provide full contact details of two people who can verify your employment record and can provide an assessment of your suitability for this post, one of whom should be your present manager. References may be taken up immediately after shortlisting. Please note the following:

· One reference must be from your present or most recent employer.

· You must provide the professional email address for references coming from an employer.

· If your last post did not include working with children, a reference will be sought from the employer by whom you were most recently employed to work with children.

· If you are successful, a further post-offer reference will be requested, seeking information on attendance and sickness records.

· We reserve the right to approach any of your previous employers for a reference.

· It is the responsibility of the applicant to ensure that all named referees have consented to providing a reference.
	Reference 1
your current or most recent employer
	Reference 2


	Name
	
	
	Name
	

	
	
	
	
	

	Job Title
	
	
	Job Title
	

	
	
	
	
	

	In what capacity do you know this referee
	
	
	In what capacity do you know this referee
	

	
	
	
	
	

	Company/ School name
	
	
	Company/ School name
	

	
	
	
	
	

	Address
	
	
	Address
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Postcode
	
	
	Postcode
	

	
	
	
	
	

	Email
	
	
	Email 
	

	
	
	
	
	

	Tel
	
	
	Tel
	

	
	
	
	
	

	Fax 
	
	
	Fax
	

	
	
	
	
	

	Employment dates
	from 
	
	
	Employment dates
	from
	

	
	
	
	
	

	
	to
	
	
	
	to
	

	
	
	
	
	

	Can we approach
this referee?*
	Yes/ No
	
	Can we approach
this referee?*
	Yes/ No


*If you select ‘No’, please provide us with an alternative referee.

	Please state why we cannot
approach your referee 1 or 2. 
	


Reference 3 (alternative)

	Name
	
	
	Company/

School Name
	

	
	
	
	
	

	Address/

Postcode


	
	
	In what capacity do you know this referee? 
	


	Tel
	
	
	Email
	


Education, Qualifications and Training 
Secondary/Further

	From
	
	To
	
	Qualification results with grades
	
	School/College/University

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


 Academic/Professional

	From
	
	To
	
	Qualification results with grades
	
	School/College/University

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Other training course attended - including short, in-service training

	From
	
	To
	
	Qualification results with grades
	
	School/College/University

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Other qualifications, membership of professional bodies

	

	

	

	


Please add additional boxes or continue on a separate sheet if necessary

4. Experience / Skills

This section is for you to give specific information in support of your application. Please set the information out on a maximum of two sides of A4 paper.

After reading the Job Description and Person Specification carefully, consider to what extent you have gained the skills and experience necessary for the post. Your experience need not have been gained in paid employment and may include special interests relevant to the post. It is important that you provide evidence of your achievements by giving examples to support your application. We strongly encourage you to use the headings in the person specification in order to set the information out clearly.
	


Disclosure of criminal records/sanctions
Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013 provides 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 (DBS) website, DBS filtering guide.

All school-based jobs are exempt from the provisions of the Rehabilitation of Offenders Act as the work brings employees into contact with children who are regarded by the Act as a vulnerable group. Therefore you will be required to declare any convictions, cautions, reprimands and final warnings that are not "protected" (i.e. filtered out) as defined by the Rehabilitation of Offenders Act.
Do you have any convictions, cautions, reprimands or final warnings which would not be filtered in line with current guidance? (including any unspent convictions, cautions, reprimands or warnings)
	Yes
	
	
	No
	
	


Are you on the Children's Barred List (previously List 99 and PoCA list) or have you ever been "banned" from working with children? 
	Yes
	
	
	No
	
	


Have you ever been subject to any sanctions imposed by a regulatory body (e.g. Department for Education)?

	Yes
	
	
	No
	
	


Are you aware of any police enquiries undertaken, either past or present in the United Kingdom or in any other country following allegations made against you, which may have a bearing on your suitability for this post?

	Yes
	
	
	No
	
	


If you have answered yes to any of the questions above, in the event of you being shortlisted for this post, you will be required to give full details of your criminal record.  Having a criminal record will not necessarily prevent you from taking up appointment; it will depend on the nature of the offences and their relevance to the post you are applying for. If applicable, you will be able to discuss any details with the selection panel as part of your interview. 
 

If you are appointed you will be required to undertake an enhanced DBS with Children's Barred List check. Please note that providing false information could result in your application being rejected or your dismissal from employment if you are appointed. The matter may also be referred to the police if we consider that you may have committed a criminal offence. It is a criminal offence for barred individuals to seek or undertake work with children.
If you require further information, please contact Islington Schools HR helpdesk on 0207 527 2875. Any offer of employment will not be confirmed where there is a failure to give relevant information. 

Are you registered with the DBS Update Service? (You will be required to provide your original DBS certificate if shortlisted for the post) 
	Yes
	
	
	No
	
	


	If yes, please provide your 12 digit DBS certificate number 
	


Childcare (Disqualification) 2009 Regulations 

If this post is likely to come under the requirements of the Childcare (Disqualification) 2009 Regulations, you will be required to complete a declaration form to establish whether you are disqualified under these regulations.

Safeguarding Statement

The centre is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. An enhanced DBS with barred list check is required for all successful applicants. Also, if this post is likely to come under the requirements of the Childcare (Disqualification) 2009 Regulations, the successful applicant will be required to complete a declaration form to establish whether they are disqualified under these regulations.

Relatives and Other Interests

	Are you related to, or do you have a personal relationship with an 
	Yes
	
	No
	
	

	employee of the centre or the Board of Trustees?
	


	Please inform relations name: 
	

	Please inform relations post 
	

	Please inform relationship 
	


Declaration

I confirm that the information I have given on this form is correct and understand that, if appointed on the basis of false information, I am liable to be summarily dismissed. I freely give my explicit consent that the information which I give on this application form may be processed in accordance with London Borough of Islington’s registration under the Data Protection Act 1998.

	Signed
	
	
	Date
	


	Name 
	


Equal Opportunities Monitoring Information

Please note that this information is processed anonymously in order that we can monitor the effectiveness of our policies and procedures and comply with legislation. We need accurate data on the composition of our workforce to do this. It is important that you complete this page, which is removed from your application form before the shortlisting stage.

	Name
	

	

	Post title

How did you find out about this vacancy – if it was an advertisement, please name the publication:




A. Age 


	16 - 24
	

	25 - 34
	

	35 - 44
	

	45 - 54
	

	55 - 64
	

	65+
	


B. Sex


	Male
	

	Female
	

	Prefer not to say
	


C. Do you identify as transgender?
For the purpose of this question “transgender” is defined as an individual who lives, or wants to live, full time in the gender opposite to that they were assigned at birth.

	Yes
	

	No
	

	Prefer not to say
	


D. Marital Status

	Single 
	

	Married
	

	Civil Partnership
	

	Prefer not to say
	


E. Disability
*The definition of disability according to the Equality Act 2010 is: "A physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day to day activities". A long term effect is one that has lasted 12 months, is likely to last 12 months or, is likely to last the rest of the person’s life.

Do you consider yourself to have a disability according to the terms given in the Equality Act 2010? 

	Yes
	

	No
	


If you have answered yes, please indicate the type of impairment which applies to you (by ticking next to it below). People may experience more than one type of impairment, in which case tick all the types that apply. If your disability does not fit any of these types, please mark Other.
	Physical impairment, such as difficulty using your arms or mobility issues which means using a wheelchair or crutches
	

	Sensory impairment, such as being blind / having a serious visual impairment or being deaf / having a serious hearing impairment.
	

	Mental health condition, such as depression or schizophrenia.
	

	Learning disability, (such as Down’s syndrome or dyslexia) or cognitive impairment (such as autism or head-injury).

	

	Long-standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy.
	

	Other, such as disfigurement (specify if you wish).
	


Additional Information

We try to make reasonable provisions for people with a disability. If there is any special help that you may require at the interview, please detail below e.g. sign language interpreter, wheelchair access.

	


F. Ethnicity 

(These are based on Census categories, and are listed alphabetically)

Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh

	Bangladeshi
	

	Indian
	

	Pakistani
	

	Any other Asian background (specify if you wish)
	


Black, Black British, Black English, Black Scottish, or Black Welsh

	African
	

	Caribbean 



	

	Any other Black background (specify if you wish)
	


Chinese, Chinese British, Chinese English, Chinese Scottish, or Chinese Welsh, or other ethnic group

	Chinese 


	

	Any other ethnic background (specify if you wish)
	


Mixed 

	White and Asian
	

	White and Black African
	

	White and Black Caribbean
	

	White and Chinese
	

	Any other Mixed background (specify if you wish)
	


White 


	British
	

	English
	

	Irish 
	

	Scottish
	

	Welsh
	

	Any other White background (specify if you wish)
	


	Prefer not to say
	


G. Religion or belief 

Which group below do you most identify with?

	No religion
	

	Baha’i
	

	Buddhist
	

	Christian
	

	Hindu
	

	Jain
	

	Jewish
	

	Muslim
	

	Sikh
	

	Any other religion or belief (specify if you wish)
	

	Prefer not to say
	


H. Sexual orientation

	Gay 
	

	Lesbian
	

	Heterosexual / straight

	

	Bisexual
	

	Other
 (specify if you wish)
	

	Prefer not to say
	


Data Protection Act

We will process all data in compliance with the provisions of the Data Protection Act 1998. Please sign below to freely give your explicit consent to allow the information, given on this form, to be processed in accordance with London Borough of Islington’s registration under the Data Protection Act 1998 for HR and payroll purposes, equal opportunities monitoring and to fulfill statutory requirements, including but not limited to Equalities Act 2010.

	Signed
	
	
	Date
	


Guidance for candidates applying for a job with Hilldrop Community Centre 

Please read this carefully BEFORE you start to complete the application form. 

General 

The application form plays a crucial part in the selection process, both in deciding whether you will be invited to an interview and at the interview itself. It is vital that you complete this form as fully and accurately as possible. We will not make any assumptions about your experience, knowledge, skills and abilities to do the job. 

Read the advertisement, job description, person specification and other accompanying information carefully before you start. All parts of the application form must be completed. Failure to provide information requested may lead to your application being rejected.

Personal Details 

Complete this section fully and clearly. If you do not know your national insurance number, you can obtain it from your Inland Revenue National Insurance Contributions office or DWP office and they'll tell you what to do. All successful applicants will be required to produce documentary evidence of their eligibility to work in the UK*. Verification of identity is required before confirmation of appointment. 

*A copy of the Asylum and Immigration Act 1996 (Section 8) is available from Schools Human Resources team including a list of the accepted documents. 

Present or most recent employment & previous employment record 
It is important to give full information, including the organisation or school you work in, or most recent employment if not currently working, full dates, address and other requested details. If there are any periods of time that have not been accounted for in your application, e.g. periods spent raising a family or extended travel, please give details. Please ensure that there are no gaps in the history of your education, employment and other experience. Failure to provide full account of your employment record may lead to your application being rejected.
References 

All appointments are subject to verification of employment and suitability of the candidate for the post applied for. References may be taken up immediately after shortlisting. Please note: 

· It is your responsibility to ensure that all named referees have consented to providing a reference. 

· You must provide the professional email address for references coming from an employer. 

· One reference must be from your present or most current employer.

· If your last post did not include working with children, a reference will be sought from the employer by whom you were most recently employed to work with children. 

· We reserve the right to approach any of your previous employers for a reference. 

· Candidates for Headship are advised to seek a reference from their Local Authority.

All offers of appointment depend on receiving references satisfactory to the centre. You must give two referees that have had managerial/supervisory responsibility for you, one of whom must be your current/most recent employer. If you have not worked before, give the name of someone who can comment on your ability to do the job, e.g. a teacher or tutor. Further advice on who is suitable as a referee is available upon request. The centre reserves the right to ask for substitute or additional referees, if the one you have provided is not deemed to be suitable.

You may ask to see these references, however, some of the information may relate to a third party, e.g. authorship. This type of information cannot be disclosed to you unless:

● the third party has consented for it to be released, or

● your right to know this information and its source outweighs the right of privacy of the third party.

Education, Qualifications and Training 

Ensure you give all the information requested, including dates, establishment where you studied and make clear the level of any examinations e.g. GCSE, GCE 'O' Level or 'A' Level or equivalents etc. and the grades you obtained. Also include here any skills training you have had. You will be required to produce original documentary evidence of any qualifications relevant to the job, and these will be detailed on the Person Specification. Proof of qualification is required before the appointment is confirmed. 

Disclosure & Barring Service / Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013 provides 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, DBS filtering guide.

All childcare-based jobs are exempt from the provisions of the Rehabilitation of Offenders Act as the work brings employees into contact with children who are regarded by the Act as a vulnerable group. Therefore you will be required to declare any convictions, cautions, reprimands and final warnings that are not "protected" (i.e. filtered out) as defined by the Rehabilitation of Offenders Act.

If you have been shortlisted and invited for an interview, you will be required to give full details of your criminal record, also be able to discuss any details with the selection panel as part of your interview. This information will remain strictly confidential and will only be seen by those responsible for the recruitment decision. The information will be shredded in line with our policy on the handling and storage of information relating to criminal record disclosures.  
Disclosure of a criminal record will not necessarily debar you from employment; this will depend upon the nature of the offence(s), frequency and when they occurred. Our policy for the recruitment of ex-offenders can be found within the Equality and Diversity Policy, available on the Hilldrop Community Centre website.
The application for an enhanced disclosure with barred list information will be verified before your first day of work.  

Relatives and other interests 

If this applies to you, please give the name of the employee, their position and the relationship (e.g. husband, daughter). 

Additional information for people considered to have a disability under the Equality Act 

If this applies to you, please let us know the help you require and we will ensure that reasonable adjustments are made where possible. 

Declaration 

Under the Data Protection Act 1
998, we must ask you to freely give your explicit consent to the processing of information on this application form for personnel and payroll purposes, equal opportunities monitoring and to fulfil statutory requirements. 

Equal opportunities monitoring information 

All job applicants are expected to complete the monitoring details of the form. All successful applicants are expected to support the policy actively. 

Before you complete this form, please read the guidance notes at the end of this form. 


	


Write clearly in black ink/type as


this form will be photocopied.








