



APPLICATION FOR ADMINISTRATIVE APPOINTMENT
	POSITION APPLIED FOR

	

	Please sate where you heard about this vacancy
	


PERSONAL DETAILS

	TITLE:          SURNAME:                                                      FORENAMES:

(Previous Surname(s) if  applicable):


	PERMANENT ADDRESS


	OTHER ADDRESS

	DATE OF BIRTH

	NATIONALITY

	DO YOU HAVE THE RIGHT TO WORK IN THE UK?
	YES / NO

	HOME TELEPHONE NUMBER

	MOBILE TELEPHONE NUMBER



	WORK TELEPHONE NUMBER

	NATIONAL INSURANCE NUMBER

	E-MAIL ADDRESS


	Do you hold a current driving licence?


	YES / NO

	Do you have any relationships to existing employees / Governors of Orley Farm School, or are you a parent of a pupil at the school? 


	YES / NO             Relationship:


	Have you ever been dismissed from any previous employment?

If YES please give details

	YES / NO

	Have you ever been involved in a disciplinary procedure relating to children? (if YES give details including the outcome of the procedure)

	YES / NO


EXPERIENCE AND INTERESTS (Please use additional sheet if necessary)

	Please state your reasons for applying for this post.  Please outline particular experience gained in previous employments or in activities outside of work which you believe show your aptitudes and skills for the position applied for.  What are your interests?




EDUCATION, QUALIFICATIONS AND TRAINING

	Name of School / College / University
	From
	To
	Qualifications Gained

	
	
	
	


EMPLOYMENT / WORK EXPERIENCE (INCLUDING VOLUNTARY WORK) – PLEASE ENTER IN CHRONOLOGICAL ORDER, STARTING WITH YOUR CURRENT EMPLOYMENT.  Please include any period when you were not in employment with reasons.  Voluntary or work experience should be recorded as such:

	Dates To / From


	Job Title
	Name and Address of Employer
	Telephone No
	Current Salary (per annum) or Hourly Rate
	Reason for Leaving
	Permanent / Temporary/

Voluntary

	1.


	
	
	
	
	
	

	Description of work including your role and responsibilities


	

	2.


	
	
	
	
	
	

	Description of work including your role and responsibilities


	

	3.


	
	
	
	
	
	

	Description of work including your role and responsibilities


	

	Dates To / From


	Job Title
	Name and Address of Employer
	Telephone No
	Current Salary (per annum) or Hourly Rate
	Reason for Leaving
	Permanent / 

Temporary/

Voluntary

	4.


	
	
	
	
	
	

	Description of work including your role and responsibilities


	


REFEREES
Please give names, addresses and occupations of two persons from whom confidential references may be obtained. If you are not currently working with children but have done so in the past, a third referee should be given being the employer with whom you were most recently employed working with children. Please be advised that we may also contact any of your former employers. Referees will be specifically asked about disciplinary offences relating to children and any child protection concerns.   Please note we are required to obtain at least one references prior to interview for short-listed candidates.  Should you prefer that your current employer is NOT contacted until later in the recruitment process, please advise us accordingly by indicating below.  
	Name
	Authority to obtain reference prior to interview

 (√ or χ)
	Address (including post code, email address and telephone number)
	Position

	
	
	
	

	
	
	
	

	
	
	
	


Rehabilitation of Offenders Act 1974

All posts involving direct contact with vulnerable children are exempt from the Rehabilitation of Offenders Act 1974

The amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are ‘protected’.  These 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.

Have you ever been convicted of a criminal offence which is not protected?    YES /NO

If you have answered yes, supply details of all convictions in a sealed envelope marked “confidential” and attach to this form.  If your application is successful this information will be checked against information from the Disclosure & Barring Service before your appointment is confirmed.

	Declaration

I confirm that the above information is complete and accurate and I understand that any offer of employment is subject to a) references which are satisfactory to the school b) a satisfactory DBS certificate and check of the Barred list c) the entries on this form proving to be complete and accurate and d) a satisfactory medical report, if appropriate.  I confirm that I have not been disqualified from working with children, cautioned or sanctioned in this regard.

	 

Signature:                                                                                Date:                                      


Please return your completed application form via e-mail  to Cheryl Jarman, HR Manager, jarmanc@orleyfarm.harrow.sch.uk together with a letter of application addressed to Mr Colin Hayfield, Chairman of Governors, or via post to:

Mrs Cheryl Jarman
HR Manager

Orley Farm School

South Hill Avenue

Harrow

Middlesex

HA1 3NU 
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