[image: image1.jpg]IIIIIIIIIIIIIII




JIGSAW TRUST

APPLICATION FORM

Jigsaw is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share the same commitment

Position Applied for:


Where did you see the job advertised?:


1. PERSONAL DETAILS

Surname/Family name:



Title:
Mr / Mrs / Ms / Miss / Dr.

First names:






Previous or Other Names:

Home Tel. No:
Mobile:






Email address:


Home Address:




Address for correspondence








(if different from home address):
National Insurance No:
Car Owner: Yes / No 
Do you hold a clean driving licence: Yes / No      
Right to work in the UK: In line with the Immigration, Nationality and Asylum Act 2006 we are required to ensure that you are entitled to work in the UK.  Applicants will be required to provide proof at interview.
Are you eligible to work in the UK?     Yes / No

Are you related / known to any other employee or Trustee of Jigsaw?

Yes / No
If Yes, please state name and indicate relationship:
2. PRESENT OR LAST EMPLOYER

Name:






Address:

Job Title:







Brief Description of Main Duties:

Dates employed:

From:


To:

Present Grade/Salary:



Notice required:

Reason for leaving:
May we contact this person prior to interview?
YES/NO

3.
PREVIOUS EMPLOYMENT


(most recent first)

	Dates


	Employer
	Job Title
	Main Duties and Responsibilities


	Reason for leaving


4. EDUCATION, TRAINING AND QUALIFICATIONS

Proof of qualifications will be required at interview stage
	School/College/University

attended since age 11

	Qualifications gained (please clearly indicate subjects separately with individual grade)
	Grade


For Teachers only: 
Please give Professional Registration Number:






Main subject:



Subsidiary subjects:



Date Qualified Teacher Status (QTS) awarded in the UK:
4.1 OTHER RELEVANT TRAINING, QUALIFICATIONS AND SHORT COURSES

	Dates

From      To


	Course or subject and where taken
	Qualification gained

(please give grade achieved if appropriate)


4.2 DETAILS OF PROFESSIONAL MEMBERSHIP

	Date


	Body
	Membership Status


5. OUTSIDE INTERESTS, HOBBIES which may be relevant

6. EXPERIENCE AND PERSONAL SKILLS

Please give details of relevant experience, skills and any other information that you feel demonstrates how you meet the requirements of the person specification
If you have had a break in your employment history, please include details of the reason for the break and of any voluntary or unpaid work you have done during this time

Continue on a separate sheet if necessary

Please say why you are applying for this particular post

7.
EQUALITY ACT 2010
Do you require any special arrangements to be made for your interview/assessment on account of a disability?
Yes / No

If yes, please give brief details of the effects of your disability on your day-to-day activities and any other information that you feel would help us to accommodate your needs during your interview/assessment and thus meet our obligations under the Equality Act 2012.

8. REFERENCES: will be requested on all short listed candidates and we may approach previous employers to verify particular experience or qualifications before interview and about any disciplinary offences 

Please nominate two referees, one of which must be your most recent employer. References will not be accepted from relatives or from people writing solely in the capacity of friends. References will be sought on shortlisted candidates prior to interview.
Do you have any objection to either reference being taken prior to interview if shortlisted for

this stage? 

Ref 1 (current employer/tutor): YES / NO
Ref 2: YES / NO

Name:






Name:
Organisation:





Organisation:

Email:






Email:

Relationship:





Relationship:

Address





Address

Telephone No:




Telephone No:
No appointment will be made without satisfactory references being received. 

9. DECLARATION: Providing false information is an offence and could result in the application being rejected, or summary dismissal if the applicant is employed, and possible referral to the police.

The information supplied on this form will be processed in accordance with the Data Protection Act 1998 and by signing this form you are consenting to this information being processed.  If you are subsequently employed by the Jigsaw School, this information will form the basis of your employment records; otherwise it will be destroyed approximately six months after the vacancy is filled.

I declare that, to the best of my knowledge and belief, the information contained on this form is accurate and gives a fair representation of my qualifications, skill and employment history.  I understand that should my application be successful and it is discovered subsequently that information is false this may lead to the termination of my contract.

Signed








Date
Thank you for completing this application form.  
Please complete the next two forms for monitoring purposes only and return with your application form to:
HR Department
Jigsaw Trust
Building 20, Dunsfold Park

Stovolds Hill, Cranleigh

Surrey GU6 8TB

email: careers@jigsawtrust.co.uk
Registered Charity No. 1075464

REHABILITATION OF OFFENDERS ACT 1974

(EXEMPTIONS) ORDER 1975 (AS AMENDED IN 2013)
Full Name:

Recruitment of Ex-Offenders Policy Statement
As an organisation using the Disclosure & Barring Service (DBS) to assess applicants’ suitability for positions of Trust, Jigsaw complies fully with the DBS Code of Practice and undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

Position applied for:

The job for which you are applying involves access to children and is therefore exempt from the Rehabilitation of Offenders Act 1974.  You are 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 1974 (Exceptions) Order 1975 (as amended in 2013). The amendments to the Exceptions Order provide 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 on the Disclosure and Barring Service website. Further information can also be found on the Nacro website.   You are also required to provide details of any prosecutions that are pending.  Failure to disclose such convictions could result in dismissal or disciplinary action.  The information you give will be treated in confidence and will be considered only in relation to an application for positions to which the Order applies.

The Jigsaw Trust is also entitled, under arrangements introduced for the protection of children, to check with the DBS for the existence and content of any criminal record, disqualification from working with children or sanction(s) imposed by a regulatory body for the successful applicant.  A candidate will not be considered for a final appointment until a DBS disclosure, deemed as satisfactory by the Trust has been obtained.  The information contained within a DBS disclosure will be treated in confidence.

Failure to disclose convictions, cautions reprimands and final warnings that are not ‘protected’ may disqualify you from appointment or result in the termination of your contract if the discrepancy comes to light.
Do you have any convictions, cautions, reprimands or final warnings that are not "protected" as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)? 
YES/NO

Or are you currently involved in any criminal proceedings being taken against you?

YES/NO
Are you disqualified from working with children, subject to sanctions imposed by a regulatory body?

YES/NO

If ‘Yes’ to either, please give full details (date, offence, penalty):-
If you are successful in your application, the information you have given will be checked with the Disclosure and Barring Service and your signature below will signify your agreement to this check being carried out.

Signed







Date

PLEASE RETURN THIS FORM WITH YOUR COMPLETED APPLICATION FORM
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Equality and Diversity Monitoring Form

Full Name:

Position applied for:

The Jigsaw Trust is striving to be an equal opportunity employer.  The aim of our policy is to ensure no job applicant or employee receives less favourable treatment on the grounds of the following protected characteristics: age, disability, gender re-assignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.
Selection criteria and procedures seek to ensure that individuals are selected, promoted and treated purely on the basis of their relevant merits and abilities.
Please complete this form to allow The Jigsaw Trust to monitor its equality and diversity policies and to ensure that our recruitment procedures operate in such a way as to provide equality of opportunity, and for no other reason. We monitor all forms received and treat this information confidentially in accordance with the Data Protection Act.
Gender: 

(please circle)
Male
Female

Transgender

Marital Status: 

(please circle)
Married
Single

Other


Ethnic Origin: 

(please circle)       Asian or Asian British      Bangladeshi
Indian 
Pakistani
Any other Asian background, please specify
Black or Black British        African
Caribbean

Any other Black background, please specify
Chinese or other ethnic group    Chinese

Any other, please specify
Mixed heritage    White and Asian  White and Black African
White and Black Caribbean
Any other Mixed background, please specify
White 
British
English
Irish
 Scottish
      Welsh
Any other White background, please specify
Prefer not to say
Disability:
Disability is defined as having a physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day to day activities. An effect is long term if it has lasted or is likely to last over 12 months. 
Do you have a disability?     YES / NO 
If so please specify any special provision or adaptation/reasonable adjustments you would require in the workplace to perform your duties:

Age: (please tick one box) 16 - 22
23 -30
31-40
41-50

51-60
61-70
Over 70

Sexual Orientation: 
Heterosexual

Homosexual

Bisexual
 

Prefer not to say

(Please circle)

Religion or belief:

(Please circle) 
Buddhist

Christian
Hindu

Jew

Muslim
Sikh
Other Religion or Belief, please state

No Religion            Prefer not to say
PLEASE RETURN THIS FORM WITH YOUR COMPLETED APPLICATION

Please note that this form will be separated from your Application Form and will not be shown to the short listing or interview panel.

