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	APPLICATION FOR A NON-TEACHING APPOINTMENT

	Post Title:
	

	At:
	Whitby School
	Closing Date: 

	

	PERSONAL DETAILS

	Surname:
	
	Title & Forename(s):
	

	Former surname(s):
	

	Address:
	Resident at this address since (mm/yyyy):

	Postcode:
	

	Home Tel:
	

	Daytime/Work Tel:
	

	Email:
	

	

	National Insurance Number:
	

	PRESENT OR MOST RECENT POST

	Title of Post held:
	

	Date from:
	
	Date to:
	

	Name of Employer:
	

	Address of Employer:
	

	Date of Appointment
	

	Salary Grade
	

	Notice period required:
	

	PREVIOUS EMPLOYMENT

	Please give your complete employment history and continue on a separate sheet if necessary.

	Start Date
	End Date 
	Position held and nature of work/activity
	Name & Address of Previous Employers
	Reason for leaving

	
	
	
	
	


	PERSONAL DETAILS

	Are there any restrictions to your residence in the UK which might affect your right to take up employment in the UK?   YES             NO            
If yes, please provide details:

	If you are successful in your application, would you require a work permit prior to taking up employment?

YES             NO                 If yes, please specify date:  From                        To

	Have you ever lived and/or worked outside of the UK?   YES             NO

If yes, please provide details:

	Do you hold a Certificate of Good Conduct for your time spent abroad?  YES           NO

If yes, please provide the date of issue: 


	DECLARATIONS (1)

	Has any previous employer expressed concerns and / or take any action, whether informal / formal (including suspension from duty) on the following (include any investigations or actions taken by your professional body)

	Capability or work performance   YES              NO

If yes, please provide details

	Disciplinary              YES                NO 

You are only required to declare live disciplinary sanctions unless they relate to safeguarding (see below)

	Safeguarding            YES               NO            

Please include details of any allegations which have been made against you and how these have been categorised.  Any disciplinary sanctions relating to safeguarding must also be declared, including those which have expired for disciplinary purposes.


	MEMBERSHIP OF PROFESSIONAL BODIES

	Please list below any Institution or Society of which you are a member, the class of membership, the date obtained and state if by examination. 


	VOLUNTARY / UNPAID ACTIVITIES

	Time Input
	Position held 
	Organisation
	Brief details of duties (can be expanded in the next section)

	
	
	
	


	QUALIFICATIONS

	EDUCATION

	Secondary School/ 

College of Further Education
	Date From
	Date To
	Qualifications: GCE/GCSE/A Level/ BTEC
Examinations taken or to be taken
	Date & Result

	
	
	
	
	

	Other qualifications (full details and date)
	Date From
	Date To
	Organisation 
	Date & Result

	
	
	
	
	


	RELEVANT EXPERIENCE

	Please read the Job Description and Person Specification carefully, then describe how your knowledge, skills and experience relate to this post. These may have been gained through paid employment, domestic responsibilities, voluntary/community work, spare time activities and training. (Do not use more than two sides of A4 as continuation sheets.) 

	


	REFERENCES

	I am willing for Whitby School to share my application details with other schools if I am not successful in being appointed to this post. (Please tick if you are willing or put a cross in the box if you do not wish us to share your application details with other schools)  

Please give the name and address of two referees (not relatives or close friends) one of whom should be your present employer (or last employer if not currently employed).  If you are in, or have just completed full time education, one referee should be from your College/University.

	Name: 
	Name: 

	Address: 
	Address: 

	
	

	Position held: 
	Position held: 

	Telephone: 
	Telephone: 

	Email: 
	Email: 

	May your referee be approached prior to interview?  
                               Yes/No
	May your referee be approached prior to interview?  
                           Yes/No


	DECLARATIONS

	Please state whether or not you are related to any member of, or to the holder of any senior office under, the Council, or to any governor of the school. Please give details

	This document is subject to medical clearance and to national procedures for the disclosure of criminal background of those with access to children, which will be checked by the Disclosure and Barring Service. Because of the nature of the work for which you are applying, this post is exempt from the provisions of the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) Order 1986, Section 4 (2) of the Rehabilitation of Offenders Act 1974 does not apply to this question. You are not entitled to withhold information about a previous conviction on the grounds that it is for other purposes spent under the act. In the event of employment, any failure to disclose such convictions will normally result in dismissal by the Authority. Any information given will be completely confidential and will be considered only in relation to an application for positions to which the order applies. A criminal conviction does not preclude consideration for employment. Please refer to the College website for the Privacy notes: Recruitment and Employment

	Date on which applicant could take up duty if appointed: 

	I confirm that the information I have provided is correct and understand that the school will request to see proof pf qualifications at the time of interview:       YES / NO

	I consent to the school recording and processing the information detailed in this application:

YES  /  NO

	I confirm that all information provided is correct

Signed:


	Date:




This application form should be completed in full and returned, together with a letter of application addressing any issues identified in the information provided, to the address indicated by the specified date. Applicants requiring an acknowledgment of receipt should please enclose a stamped self-addressed envelope or postcard. 

WHERE DID YOU SEE THE VACANCY ADVERTISED?
	School website
	NYC websites
	Local press 
	Other

	
	
	
	


	EQUAL OPPORTUNITIES

	North Yorkshire Council is committed to equality in employment. The Council’s aim is to ensure equality for all existing and prospective employees. In line with this North Yorkshire Council are required to publish work force data.

In order to assist the Council with this aim please provide the information below in monitoring recruitment procedures for which your co-operation would be appreciated.  

The information will not form part of our short listing, and will be separated from your application form upon receipt. The information provided will be used for statistical and monitoring purposes and to help us to develop our policies and practice and will be treated confidentially and be subject to the provisions under the current Equality Legislation and Data Protection Act.

	Applicant Name:
	

	Post applied for
	

	Closing Date
	

	Gender (please tick which applies)
	MALE                              FEMALE                        PREFER NOT TO SAY               

	Please note: the categories below are taken from the 2001 Census. The Council is required to use this format for its monitoring exercises

	What is your ethnic group?
	White British     

White Irish 
White Other      

 Mixed: White and Black 
Mixed: White and Black African  
Mixed: White and Asian  

Asian or Asian British 
Asian or Asian British: Indian   


Asian or Asian British: Pakistani  

Asian or Asian British: Bangladeshi 
Asian or Asian British: Other Asian 
Black or Black British: Caribbean 
Black or Black British: African 
Black or Black British: Other Black 
Chinese or another Ethnic Group 
Other 

	Please specify
	

	Do you consider yourself to have a disability as described by the Equality Act 2010? (please tick)

You are disabled under the Equality Act if you have a physical or mental impairment that has a ‘substantial’ and ‘long-term’ negative effect on your ability to do normal daily activities.  Further information is available here: Definition of disability under the Equality Act 2010 - GOV.UK (www.gov.uk)
YES                                                                          NO

	Date of Birth:


	


* For successful candidates only, this information will be used as part of pre-employment vetting checks to assist in the confirmation of identify.

APPLYING FOR A JOB WITH NORTH YORKSHIRE COUNCIL

IMPORTANT ADVICE ON COMPLETING THIS APPLICATION

Your application form plays an important part in your selection. Please ensure you address all the essential requirements listed in the specifications. The following advice should help you to complete the application form as effectively as possible.

Data Protection

The information that you state on this application form will be used by the school and the Council to consider you for a job vacancy. To find out about how we use your personal data for the purposes of recruitment please see our Privacy Notice at www.northyorks.gov.uk/working-us.

Rehabilitation of Offenders

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and will require that you have an enhanced Disclosure and Barring Service criminal records check for work with children, with a barred list check if you work in regulated activity. The Exceptions Order 1975 as amended, means that some convictions and cautions are ‘protected’ so do not need to be disclosed. 

Should you be shortlisted, you will be asked to disclose details of your criminal history, in line with DBS filtering rules, prior to your interview. This information may be discussed with you at your interview in order to assess job related risks, but we emphasise that your application will be considered on merit and ability and you will not be discriminated against unfairly. Failure to disclose this information will result in any offer of employment being withdrawn.

Please also see the policy statement on the Recruitment of Ex-offenders below.

Information in Support of your Application

Every post advertised is supported by a full person specification. The specification lists all the essential skills, experience and qualifications which are necessary for the job and the criteria against which you will be assessed, both through your application form and at interview.  

As part of the application process, you may have been asked to demonstrate within this application form how you meet some or all of the criteria or key competencies outlined in the person specification. Rather than simply repeating your career history, look at the skills and experience required by the job and provide evidence that you possess them by giving specific and detailed examples which include a focus on outcomes and on your own contribution to the scenario. Try to use different and varied examples wherever possible. 

When completing these sections, do not forget the skills and experience you have gained outside full-time work. Outlining your previous work experience or other responsibilities may help you to uncover skills which you have taken for granted and which are clear signs of your ability to do the job.

Canvassing

You must not try to influence an elected Council Member, any council employee or a member of the school governing body, to act in your favour, as this will disqualify you. If you are related to a Councillor, a Council employee or a governor you must indicate this in the relevant section of the application form.

Policy Statement on the Recruitment of Ex-offenders

1. As an organisation assessing applicants’ suitability for positions which are included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order using criminal record checks processed through the Disclosure and Barring Service (DBS), this school complies fully with the DBS code of practice and undertakes to treat all applicants for positions fairly. 

2. This school undertakes not to discriminate unfairly against any subject of a criminal record check on the basis of a conviction or other information revealed.

3. This school can only ask an individual to provide details of convictions and cautions that it is legally entitled to know about. Where a DBS certificate can legally be requested (where the position is one that is included in the Rehabilitation of Offenders Act 1974 (Exceptions) order 1975 as amended, and where appropriate Police Act Regulations as amended) this school can only ask an individual about convictions and cautions that are not protected.

4. This school is committed to the fair treatment of its staff and potential staff, regardless of race, gender, religion, sexual orientation, responsibilities for dependents, age, physical/mental disability or offending background.
5. This school has this written policy on the recruitment of ex-offenders, which is made available to all DBS applicants at the start of the recruitment process.
6. This school actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records. Candidates are selected for interview based on their skills, qualifications and experience and criminal record information is only requested from short-listed candidates.

7. A disclosure is only requested from the DBS after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a criminal record check is identified as necessary, all application forms, job adverts and recruitment briefs will contain a statement that a DBS certificate will be requested in the event of the individual being offered the position.

8. This school ensures that all those who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.
9. This school also ensures that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.
10. At interview, or in a separate discussion, this school ensures that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.
11. This school makes every subject of a criminal record check submitted to DBS aware of the existence of the code of practice and makes a copy available on request.
12. This school undertakes to discuss any matter revealed on a DBS certificate with the individual seeking the position before withdrawing a conditional offer of employment. 
(Source www.gov.uk )









































































 




















