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Application form for Support Staff Posts

	POSITION APPLIED FOR
	


INSTRUCTIONS
Please complete all sections of this form either electronically or using black ink.

The sections of this application form that include your personal details and equalities monitoring information will be detached prior to shortlisting. This is to ensure that your application is dealt with objectively. 

Applications will only be accepted if this form is completed in full.

Please return your application either by post or email to recruitment@southwirral.wirral.sch.uk, addressed to the Headteacher
1. PERSONAL DETAILS
	personal details

	Preferred title
	
	First name(s)
	
	Surname
	


	Previous surnames
	

	If you prefer to be called by a name other than the one listed above, please specify
	

	National Insurance No
	


	contact details

	Address and postcode

	

	Home phone
	

	Mobile phone
	

	Email address
	


2. EMPLOYMENT HISTORY
	current employment details

	Job title (include a description of responsibilities)
	

	Line Manager/Supervisor name
	

	Name of organisation
	

	Nature of business
	

	Address and postcode
	

	Employer email address
	

	Tel no.
	

	Dates employed

From              To
	Permanent or Temporary
	Part-time or 

full-time
	Basic salary
	Notice period required
	Reason for leaving

	
	
	
	
	
	
	


	Previous employment

	Please provide details of all previous employment since leaving school, including education and voluntary work. Include any gaps in employment and the reasons for them in the table below. List the most recent employment first.

	Job title
	Name and address of employer


	Dates employed

From / To
	Description of responsibilities
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	employment gaps

	Please provide details of any employment gaps since leaving school and give the reasons for the gap.

	Start date
	End date
	Reason for employment gap

	
	
	

	
	
	


	other employment and/or voluntAry work

	Job title
	Name and address of employer

Type of business
	Dates employed

From / To
	Description of responsibilities
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. EDUCATION AND TRAINING
	education and PROFESSIONAL qualifications

	Please provide details of your education from secondary school onwards.

You’ll be required to produce evidence of qualifications.

	Dates attended 
(month and year)
	Name and location of school/college/university
	Qualifications gained (including grades, awarding body and date of award)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	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

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Additional information

	Please provide any additional information relevant to this application. You may wish to discuss additional skills or relevant special interests, including membership of professional bodies

	


	DRIVING LICENCE DETAILS

	Do you hold a full clean valid driving licence?
	


4. PERSONAL STATEMENT TO SUPPORT YOUR APPLICATION
To support your application please explain why you’re applying for this post and how your experience, training and personal qualities match the requirements of the role as set out in the job description and person specification. 

You may write your personal statement in this section or attach in a separate document or in the body of your letter of application.
5. REFERENCES
Please give the names of 2 people who are able to comment on your suitability for this post. One must be your current or last employer. If your last employer was a school/academy, please include the Headteacher as your first referee. If you’ve not previously been employed, please provide details of another suitable referee. 
NB.  If you are not currently working with children but have done so in the past, the second referee should be the employer by whom you were most recently employed in work with children.
Personal references provided by relatives or persons you know only as friends cannot be accepted.

South Wirral High School reserves the right to seek any additional references we deem appropriate. 

Please let your referees know that you’ve listed them as a referee, and to expect a request for a reference should you be shortlisted. 
	
	referee No. 1

Current employer
	refereE no. 2

	Name
	
	

	Position
	
	

	Relationship to you
	
	

	Name of Organisation
	
	

	Address and Postcode

	
	

	Contact number
	
	

	Email address
	
	

	Is this your current employer?
	
	


If either of your referees knows you by a different name, please state:

If you don’t wish us to contact referees without your prior agreement, please tick this box: Ref 1 ☐   Ref 2 ☐
6. EQUALITIES MONITORING
South Wirral High School aims to promote equality for everyone. To assess whether we’re meeting this duty, whether our policies are effective and whether we’re complying with relevant legislation, we need to know the information requested below. 

This information will not be used during the selection process. It will be used for monitoring purposes only. 

	equalities monitoring information

	What is your date of birth?
	D
	D
	M
	M
	Y
	Y
	Y
	Y

	
	
	
	
	
	
	
	
	

	What is your sex?
	☐ Male                             

☐ Female                 

	What gender are you?
	☐ Male

☐ Female

☐ Other

☐ Prefer not to say

	Do you identify as the gender you were assigned at birth?
	☐ Yes

☐ No

☐ Prefer not to say

	How would you describe your ethnic origin?

	White

☐ British

☐ Irish

☐ Gypsy or Irish Traveller

☐ Any other White background

Asian or British Asian

☐ Bangladeshi

☐ Indian

☐ Pakistani

☐ Chinese
	Black or Black British

☐ African

☐ Caribbean

☐ Any other Black background

Mixed

☐ White and Asian

☐ White and Black African

☐ White and Black Caribbean

☐ Any other mixed background
	Other ethnic groups

☐ Arab

☐ Any other ethnic group

☐ Prefer not to say


	Data protection notice

	Throughout this form we ask for some personal data about you. We’ll only use this data in line with data protection legislation and process your data for 1 or more of the following reasons permitted in law:

· You have given us your consent

· We must process it to comply with our legal obligations

You’ll find more information on how we use your personal data in our data protection policy which can be found on our school website:  link to South Wirral High School Data Protection Policy  


	Disclosure and barring and recruitment checks

	South Wirral High School is legally obligated to process an enhanced Disclosure and Barring Service (DBS) check before making appointments to relevant posts. 
The DBS check will reveal both spent and unspent convictions, cautions, reprimands and final warnings, and any other information held by local police that’s considered relevant to the role. Any information that is “protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 will not appear on a DBS certificate.
For posts in regulated activity, the DBS check will include a barred list check.
It is an offence to seek employment in regulated activity if you are on a barred list.
Any data processed as part of the DBS check will be processed in accordance with data protection regulations and the school’s privacy notice. 

Do you have a DBS certificate?:  ☐ Yes
☐ No
    Date of check: 

If you’ve 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


Any job offer will be conditional on the satisfactory completion of the necessary pre-employment checks.

Only applicants who have been shortlisted will be asked for a self-declaration of their criminal record or information that would make them unsuitable for the position. We may conduct online searches of shortlisted candidates as part of our due diligence checks.

Any convictions that are self-disclosed or listed on a DBS check will be considered on a case-by-case basis.


	disability and accessibility

	South Wirral High School has committed to 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’re called for an interview, please state the arrangements you require:




	medical conditions

	South Wirral High School will not ask for any medical information or sickness absence history prior to the post being offered to the successful candidate

Once the post has been offered, a new employee health check will be organised and carried out by the school’s Occupational Health provider


	right to work in the uk

	South Wirral High 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.

Find out more about how schools may recruit teachers from overseas in guidance from the Department of Education.

	Do you have the right to work in the UK?  

☐ Yes 

☐ No

	If yes, please state on what basis: 

☐ UK citizen 

☐ EU settled status 

☐ Skilled worker visa 

☐ Graduate visa 

☐ Youth mobility visa 

☐ Other – please provide full details in the box below

	


	Time spent living and/or working overseas 

	If you’ve lived and/or worked outside of the UK, South Wirral High School must make any further checks it considers appropriate (in addition to the usual pre-employment checks).  

We’ll base the decision on whether this is necessary on individual circumstances, and factors such as: 

· The amount of information you disclose in the DBS check 

· The length of time you’ve spent in or out of the UK 

	Have you spent time living and/or working outside of the UK? 

☐ Yes 

☐ No

	If yes, please give details, including countries and relevant dates:  

 


	relationship to south wirral high school

	Please list any personal relationships that exist between you and any of the following members of the South Wirral High School community:

· Governors

· Staff

· Students

If you have a relationship with a governor or employee, this does not necessarily prevent them from acting as a referee for you. 

	Name
	Relationship
	Role at South Wirral High School

	
	
	


	vacancy information

	What date are you available to begin a new post?

Where did you first hear about this job? (please select)

☐ South Wirral High School website

☐ Government Teacher Jobs website
☐ Wirral Local Authority website

☐ Social Media

☐ Other       Please state ___________________________________


	sign and date

	I declare that the information I have given on this form is complete and accurate and that I am not banned or disqualified from working with children nor subject to any sanctions or conditions on my employment imposed by a regulatory body or the Secretary of State.  I understand that to knowingly give false information or to omit information could result in the withdrawal of any offer of appointment or my dismissal at any time in the future and possible criminal prosecution.  I also agree to obtain an Enhanced Level DBS Disclose when necessary.

Name (please print):
Sign:







Date:




[image: image1.png]


[image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]



	Get the knowledge you need to act at thekeysupport.com/leaders
© The Key Support Services Ltd | For terms of use, visit thekeysupport.com/terms
	[image: image6.png]


Page | 1
Page | 2 

[image: image10.png]Plymyard Avenue, Eastham, Wirral CH62 8EH + Headteacher: MrS. Goodwin
Tel: 0151327 3213  Fax: 0151327 7798 « Email: schooloffice@southwirralwirral.sch.uk
Online: @ www.southwirralwirralsch.uk [ @Southwirral 3 /SouthwirralHS

SOUTH WIRRAL HIGH SCHOOL (&

A Visual & Performing Arts, Maths & Computing College

N

Maths &
Computing

arts colleges

THE PRINCE'S
TEACHING
INSTITUTE

4 subjects

Registered Charity No. 1087506

RAISING ACHIEVEMENT IN PARTNERSHIP WITH FAMILIES AND THE COMMUNITY





