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APPLICATION FORM FOR SUPPORT POSTS
THE BEMROSE SCHOOL
Please complete in black pen or fill in the yellow boxes
	Post applying for:
	

	1  Personal details

	Surname
	
	Forenames
	

	Previous name/Maiden name (if applicable) 
	

	Title
	
	National Insurance No.
	

	Address


	

	Post Code
	

	Home or mobile phone
	
	Email:
	

	Work phone
	
	Email:
	

	2  Present or most recent job

	Present post (title)
	
	Date appointed
	

	
	
	Grade/Salary
	

	Employers name 
	

	Address

	

	Post Code
	

	Notice required
	
	Name and job title of person you are responsible to
	

	Reason for seeking employment
	

	If responsible for people, state how many and their job titles
	

	Briefly describe your present or most recent job…

	

	3  References (One of these should be your present employer)

	Name
	
	Name
	

	Address

	
	Address


	

	Post code
	
	Post code
	

	Telephone number
	
	Telephone number
	

	Email
	
	Email
	

	Position held by referee
	
	Position held by referee
	

	Organisation name
	
	Organisation name
	

	May we contact your present employer before interview?     

For any offer of employment, we will always contact your second referee    [image: image1.wmf]Yes

          [image: image2.wmf]No

                         


	4  Education

	
	Dates

From     To
	Qualifications

	Secondary school, college, further education
	
	
	

	Higher education
	
	
	

	Further post graduate study
	
	
	

	5  Full work history

	Employer’s name and address
	Job details and salary
	Main responsibilities
	Reason for leaving
	From

	To


	
	
	
	
	
	


	6 Describe the relevant experience, skills and knowledge you can bring to this job, and any other information to support your application, which may include voluntary work, your hobbies and interests.


	Attach extra sheets if necessary

You must refer to the criteria in the Person Specification when filling in this section.  Please read our guide to filling in the application.

	Experience


	

	Qualifications


	

	Skills and knowledge


	

	Personal qualities


	

	7  Relevant professional development in preparation for the post


	Title
	Organising body
	Duration
	Dates

From      To

	
	
	
	
	

	8  Professional achievements

	


	9  Interests

	

	10  Your aims in the post

	

	Rehabilitation of Offenders Act, 1974 (Exceptions Order, 1975)

Please note that applicants for teaching posts are not entitled to withhold information about past convictions, ‘spent’ or otherwise, under the terms of the above Act. The Act made a specific exception in respect of teachers in schools or establishments for further education that involves access to persons under the age of 18 as part of the employee’s normal duties.

You must disclose any past convictions at the time of your application. In the event of employment being offered and taken up, any failure to disclose such convictions is likely to result in disciplinary action by the Authority that may lead to dismissal. Any information may be given on a separate sheet from your application form and will be kept completely confidential. It will be considered only in relation to an application for positions to which the Exception Order applies. 
Declaration: I have read and understood the above statement. If I have any convictions or cautions to declare I will supply written details of them, in a separate envelope marked ‘private and confidential’ with this application.

Signed ………………………………………… Date ………………………………………

	Please note, for jobs involving working with Children or Vulnerable Adults, the statutory regulations require us to ascertain whether the physical and mental fitness of persons appointed to such roles is at an appropriate level prior to any confirmation of appointment.

Applicant’s statement

Please delete where applicable.

I am/am not related to any member of staff or governor at The Bemrose School.

I am prepared to undergo a medical examination.

I can produce the original documents of my qualifications.

I confirm that the statements in this application are true.

I understand that canvassing, directly or indirectly, will be a disqualification.

Signature ………………………………………… Date …………………………………………


EQUAL OPPORTUNITIES IN EMPLOYMENT - IMPORTANT 

This section of the form is for equal opportunities monitoring purposes and will be removed before short listing.  It will not be used in any way as part of the selection process.

a. Policy

The Bemrose School is an Equal Opportunities Employer. It is our policy that no job applicant or employee shall receive less favourable treatment because of his or her sex; marital status; ethnic; cultural or national origins; disability; age or any other condition which cannot be shown to be justifiable. 

References should be made where necessary to the Sex Discrimination Act 1975, The Race Relations Act, 1976, the Disability Discrimination Act, Employment Equality (Sexual Orientation) Regulations 2003 and Employment Equality (Religion or Belief) Regulations 2003. 

b. Monitoring

For the policy of equal opportunities to be effective it must be certain that unfair or illegal discrimination is not taking place. The Bemrose School is supported by its Trades Unions, considers that in order to achieve this and to ensure the continued development of its policies, it must keep up-to-date information about job applicants. All applicants for employment are, therefore, asked to complete this form. The information which you give WILL NOT be used by those involved in the selection procedure; it is for STATISTICAL PURPOSES ONLY and will be separated for the main application upon receipt and before consideration of candidates takes place. This information will remain confidential. 
ADDITIONAL INFORMATION – STRICTLY CONFIDENTIAL

POSITION APPLIED FOR: 

Family name_________________________________________ Title __________________
Other names in full ___________________________  Preferred name _________________

Former name(s) _________________________________________________________________________

Date of birth _________________________________________________________________________

MEDICAL HISTORY

Please state, with dates, any serious illnesses or operations you have had 
________________________________________________________________________________________________________________________________________
 Do you suffer from recurring ailments?  If Yes, please specify:    Yes   /  No
 _________________________________________________________________________
Have you been absent from your employment through illness for more than 5 days in the last twelve months?      Yes  /  No
If Yes, please give details __________________________________________
 DISABILITY

Do you consider that you have a disability, as defined by the Disability Discrimination Act 1995, which has a substantial and long-term adverse effect on your ability to carry out normal day to day activities?  Yes  /  No

If Yes, please give brief details of the disability and any adjustments which you consider would need to be 

made to enable you to carry out the duties of a registered teacher _________________________________

 EQUAL OPPORTUNITIES MONITORING SHEET

This section of the form is for equal opportunities monitoring purposes and will be removed before short listing.  It will not be used in any way as part of the selection process.

GENDER (PLEASE SPECIFY) ______________________________________________________________

PLEASE INDICATE YOUR CULTURAL/ETHNIC ORIGINS

This information is included as part of the duty of the school to promote race equality and to ensure equal opportunities for all staff and is recommended by the Commission for Racial Equality (www.cre.gov.uk)

White

[image: image3.wmf]
British
[image: image4.wmf]
English
[image: image5.wmf]   Scottish

[image: image6.wmf]
Welsh

[image: image7.wmf]
Other: please write in ________________________________​________________
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Irish
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Any other White background: please write in ______________________________


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

[image: image10.wmf]
Caribbean

[image: image11.wmf]
African

[image: image12.wmf]
Any other Black background: please write in ______________________________


Asian, Asian British, Asian English, Asian Scottish, Asian

[image: image13.wmf]
Indian
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Pakistani
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Bangladeshi
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Any other Asian background: please write in ______________________________


Mixed
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White & Black Caribbean
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White & Black African
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White & Asian

[image: image20.wmf]   Any other Mixed background: please write in _____________________________


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

[image: image21.wmf]
Chinese

[image: image22.wmf]
Any other background: please write in __________________________________

[image: image23.wmf]
Prefer not to state


Religion ________________________________________________________

[image: image24.wmf]
Prefer not to state

Candidates: -

Personal data such as full name, date of birth, address and National Insurance number is collected to allow us to feed your information into our HR/Payroll system should your application be successful. Other information such as employment history, duties and qualifications is collected to assess your suitability for the role, and to undertake pre-employment checks should your application be successful. Equalities data is also collected to allow for the completion of anonymised statutory returns and to inform any future recruitment campaigns. 

Who has access to your information?

We may share your information with:

· Derby City Council Departments including payroll, occupational health and audit services.
· External organisation’s such as; H M Revenue & Customs, Disclosure and Barring Service, H M Court Service, Police Authority, Department for Education, Department of Work and Pensions, Pensions Administrators (Derbyshire Pension Fund for Local Government Pension Scheme, Teachers Pension, Prudential, Standard Life, NHS Pension and NEST), voluntary payroll deductions, Employee Benefits Provider, external auditors, Payroll/HR software providers, external organisation linked to TUPE legislation.   This is for the purposes allowed by law as well as provision of information to pension administrators and other third parties payroll deduction where you are a member. These third parties include Government Departments, other Local Authorities and private sector companies, as allowed by law. This would include sharing relevant information with external training providers supporting your personal development or apprenticeship.

For further information about how your personal information will be used, please visit www.bemrose.derby.sch.uk where you can see a full copy of our Privacy Notice.  Alternatively you can request a hard copy from The Data Protection Officer, The Bemrose School, Uttoxeter New Road, Derby, DE22 3HU or admin@bemrose.derby.sch.uk
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