



APPLICATION FOR ADMINISTRATIVE APPOINTMENT
	POSITION APPLIED FOR


	


PERSONAL DETAILS

	TITLE:          SURNAME:                                                      FORENAMES:

                      (Previous Surname(s) if  applicable):



	PERMANENT ADDRESS


	OTHER ADDRESS

	DATE OF BIRTH


	NATIONALITY

	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:

	Did you see this vacancy advertised?

If YES please state where; If NO please state how you heard about this vacancy
	YES / NO




	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

	Have you ever been convicted of any criminal offence? YES / NO

 This post is exempt from the Rehabilitation of Offenders Act 1974 and all convictions, cautions and bind-overs, including those regarded as ‘spent’ must be declared. If you have ever been convicted of any criminal offence please give details, in confidence, in a separate sealed envelope which will be opened by the Personnel Manager and subsequently destroyed. This post is subject to an Enhanced Criminal Records Bureau Disclosure in the event of a successful application. 



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


	

	5.


	
	
	
	
	
	

	Description of work including your role and responsibilities


	

	6.


	
	
	
	
	
	

	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 that it is preferable that references are obtained prior to short-listing. 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

	
	
	
	

	
	
	
	

	
	
	
	


I am aware that 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. I have not been disqualified from working with children, am not named on List 99 or the Protection of Children Act List, am not subject to any sanctions imposed by a regulatory body (eg the General Teaching Council), and :

Either (please delete as appropriate)

I have no convictions, cautions or bind-overs

or 

I have attached details of any convictions, cautions or bind-overs in a sealed envelope marked confidential. 

I confirm that the information given in this application for employment including any supporting documents is correct and complete. I understand that false or misleading information will nullify any subsequent contract of employment. I also understand that the information may be entered onto a computer and under the terms and conditions of the Data Protection Act will be treated in a secure and confidential manner. 

I agree that if my application is successful a CRB check for criminal convictions/actions will be made. 

Signed: __________________________________________ Date: ________________________________ 

Name (print) __________________________________

Page | 1

