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APPLICATION FORM
Support Staff

Position applied for:
Section 1: Personal details
	Title (Mr/Mrs/Ms/Miss/Dr):			Surname:		           First name:



	Current Address:






Postcode:                                 Email address:

Tel no (day):                                     (evening):                               Mobile no:             

If you have resided at this address for less than 5 years please provide details of any previous addresses below.


	Previous address:





Postcode:

Use a continuation sheet if necessary:

	National Insurance number: 



	Do you have the Right to Work in the UK?
							Yes   /  No

You will be required to bring evidence of your right to work in the UK if invited to interview




Section 2: Educational Qualifications
Please provide details of full and part time education from secondary school onwards:
	Dates
	Institution’s name and address
	Examinations passed/Qualifications received

	


















	
	



Section 3: Other Qualifications and Training
	Dates
	Institution’s name and address
	Qualifications/training received


	




















	
	


Please continue on a separate sheet if necessary.

Section 4: Employment History
Please provide details of all previous employment you have had including part time work whilst studying. Please start with your current or most recent employment.  Please provide brief details of any gaps in employment history.
	Name of current employer:
Address:




	Job title:


	Dates employed: from 		   	          to 
	

	Salary and benefits package:


	Notice period:					Reason for leaving:


	Please summarise your key responsibilities and achievements:


     









	Name of previous employer:
Address:




	Job title:


	Dates employed: from 		   	          to 
	

	Salary and benefits package:


	Reason for leaving:


	Please summarise your key responsibilities and achievements:


     









Employment History cont.
	Name of current employer:
Address:




	Job title:


	Dates employed: from 		   	          to 
	

	Salary and benefits package:


	Notice period:					Reason for leaving:


	Please summarise your key responsibilities and achievements:


     









	Name of previous employer:
Address:




	Job title:


	Dates employed: from 		   	          to 
	

	Salary and benefits package:


	Reason for leaving:


	Please summarise your key responsibilities and achievements:


     









Section 5 – Personal statement
	Please tell us why you have applied for this position:








	Please provide examples of previous responsibilities and achievements which make you particularly suited to this role:










































Please continue on a separate sheet if necessary.

Section 6: Other Information
	
Driving licence: Do you hold a full clean, current UK driving licence?                       *Yes / No

*Please delete as appropriate



	Languages: Please list any languages you speak below, stating level of ability e.g. basic, intermediate, advanced or fluent.

Please be assured that this information will not be used as part of the selection process.


	Language
	Speaking level
	Reading level
	Writing level


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Any Other Relevant Information: 
















Section 7: References 
Please provide details of two organisations that are prepared to provide you with a reference. At least one should be your current or most recent employer. If you have only had one previous employer please provide details of a personal referee which should be a person of professional status e.g. a Tutor.  
References will not be taken up from your CURRENT employer without your prior permission but we may take up references from all other referees PRIOR to interview unless you specifically request that we do not do so.
	Name of first referee (your current or most recent employer):



	Position:


	Address:






	Telephone number:


	Email address:


	Your relationship to the referee:




	Name of second referee:



	Position:


	Address:






	Telephone number:


	Email address:


	Your relationship to the referee:








Section 8: Declaration

I am aware the post for which I am applying is exempt from the Rehabilitation of Offenders Act 1974 and therefore that all convictions, cautions and bind-overs, including those regarded as ‘spent’ must be declared.  
Have you been convicted by the courts of any offence? 				*Yes / No
Is there any court action pending against you? 					*Yes / No
Have you ever received a caution, reprimand or final warning from the police? 	*Yes / No
*Please delete above as appropriate
If the answer to any of the preceding questions is "yes", please include full details with your application form, in a separate sealed envelope marked "Private and Confidential"

I also certify that the information I have supplied in this form and any attachments are correct to the best of my knowledge. 
I know of no reason why I should not be employed to work with children. 
I have not been disqualified from working with children, am not named on any list subject to the Protection of Children Act,  and am not subject to any sanctions imposed by a regulatory body (e.g. the General Teaching Council).
I understand that any incorrect statements or omissions relevant to my suitability for employment may result in any offers of employment and any contracts arising thereafter being terminated at any time by Headington School Oxford Limited.
I consent to the School processing the information given on this form, including any "sensitive" information, as may be necessary during the recruitment and selection process.
I consent to the School making direct contact with all previous employers where I have worked with children or vulnerable adults to verify my reason for leaving that position.
I consent to the School making direct contact with the people specified as my referees to obtain and verify the reference, except where I have indicated that my further authority is needed. 
I consent to Headington School Oxford Limited using and keeping information about you provided by you and third parties, such as referees, relating to your application or future employment.  Such information may include details relating to your criminal record.

	Signature: 



	Date:





Section 9: Equal Opportunities Monitoring Form
In accordance with its policy on equal opportunities in employment, Headington School will provide equal opportunities to any employee or job applicant and will not discriminate either directly or indirectly because of race, sex, sexual orientation, gender reassignment, religion or belief, marital or civil partnership status, age, disability, or pregnancy and maternity.
In order to assess how successful this policy is we have set up a system of monitoring all job applications. We would therefore be grateful if you would complete the questions on this form. We have asked for your name to enable us to monitor applications at short-listing and appointment as well as application stage.
All information will be treated in confidence and will not be seen by staff directly involved in the appointment. The questionnaire will be detached from your application form, stored separately and used only to provide statistics for monitoring purposes. Thank you for your assistance.
	Post title:
	 

	Location:
	 

	Full name:
	 

	1. Gender: 
MALE / FEMALE  Please delete as appropriate

	2. Age
	 

	3. Marital status: 
MARRIED / SINGLE / OTHER  Please delete as appropriate

	4. Do you have responsibility for dependants? (Dependants relates to children, or elderly or other persons for whom you are the main carer.)
YES / NO  Please delete as appropriate

	6. Ethnic origin (Relates to a sense of identity/belonging on the basis of race/culture).
I would describe myself as (choose ONE section from A to E, and then tick the appropriate box to indicate your cultural background):

	A. White:


	British
	 

	English
	 

	Scottish
	 

	Welsh
	 

	Irish
	 

	Other, please specify:
	 

	B. Mixed:


	White and Black Caribbean
	 

	White and Black African
	 

	White and Asian
	 

	Other, please specify:
	 

	C. Asian, Asian British, Asian English, Asian Scottish or Asian Welsh:


	Indian
	 

	Pakistani
	 

	Bangladeshi
	 

	Other, please specify:

	D. Black, Black British, Black English, Black Scottish, or Black Welsh:


	Caribbean
	 

	African
	 

	Other, please specify:
	 

	E. Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh, or other ethnic group:


	Chinese
	 

	Other, please specify:
	 

	7. Where did you see this post advertised?


	 


	Data protection: Information from this application may be processed for purposes registered by the Employer under the Data Protection Act 1998. 
I hereby give my consent to Headington School for processing the data supplied in this form for the purpose of recruitment and selection.


	

Applicant's signature:


	 
	

Date:


	



Headington School is an equal opportunities employer and is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment
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