
	GUIDANCE NOTES

	These notes are intended to help you complete the enclosed application form. 
The Trust seeks to ensure that we appoint the right candidate to each post and that applications for employment are treated in a fair and consistent manner.  This Application for Employment comprises of two parts.  Part one is submitted to the selection panel for use in the selection process.  Part two is removed prior to the selection process and is used for administrative and monitoring purposes only. 
You are responsible for ensuring that you complete all sections of the application in sufficient detail.  The form is used to assess you against the criteria shown in the person specification.  If little or no information is provided on the application, it will not be possible to assess your suitability and therefore progression to the short-list for interview will be unlikely



	General Points

	· If you are applying for more than one post, a separate application form must be completed for each of the posts you wish to be considered for
· If you do not have sufficient space on the application at any point, you may use additional pages as required

· Take care to complete all sections as clearly and as fully as possible
· Make sure your application is returned by the closing date.  Applications received after the closing date will not be submitted for short-listing
· Keep a copy of your application; it will be useful to refer to for preparation if you are shortlisted for interview

· All job offers are conditional and subject to satisfactory pre-employment checks including references, DBS check (if applicable), proof of ID, qualifications (if applicable) and medical clearance




	COMPLETING PART ONE – This section is submitted to the selection panel for short-listing

	Complete the post applied for, name and contact details section fully.


	Current / Most Recent Employment

	Please provide details of your present post including the period of notice to be given. If you are unemployed at the time of applying please indicate this. 


	Previous Employment

	Please provide details of your employment history since you left school, college or university. List the posts you have held, with the most recent first, stating the month and year in the ‘Dates Employed’ boxes.   Include voluntary work, particularly if you have not been in paid work.  Ensure you account for any gaps in employment (e.g. career break).




	Qualifications

	Please provide full details of your education, paying particular attention to the grade achieved in each subject.  You should list any formal, informal or on the job training you have received that you consider relevant to the vacancy.
Please note: we will ask for sight of original certificates and take copies at offer stage if your application is successful.  We will also ask for evidence of membership of any professional/technical bodies e.g. HCPC.  Please do not attach original certificates to your application.




	Personal Statement

	This is your opportunity to tell us why you are suitable for the post. The person specification lists the essential and desirable criteria against which each applicant will be assessed at each stage of the selection process.  Please note: where the stage identified on the person specification includes “Application Form” (AF) you must show evidence on your application that you meet this criteria. 
The simplest way to ensure you demonstrate your suitability for the role is to list the essential criteria from the person specification and provide your evidence against each of them.   Consider what you have done in the past: at home; at school; at college; in paid work; unpaid work; or in a hobby.  Examples from these different environments may be useful to show how you meet the criteria on the person specification.  If you also meet the desirable criteria, you should use the same method.  There is no limit to how much information you can include here but the information should be well structured and easy to follow.
Your completed Application for Employment will be used to decide whether or not you progress to the next stage of the selection process.  No assumptions will be made about your experience. It is vital that you have told us how you meet the selection criteria.



	References

	You will need to provide the names of two referees who are not related to you. One referee must be your current or most recent employer. The second referee should be a previous employer or someone who can give information about you that is relevant to the post and should ideally have known you for at least two years. If you are a school or college leaver, please give the name of your head teacher or tutor. Alternatively, if you have had a Saturday or other part-time job the person you worked for may be prepared to act as referee.

It is advisable to contact your referees at an early stage to let them know that you wish to give their name and ensure that they are willing to act as a referee.  If you are shortlisted, contact will be made with the referees. If, you do not wish us to contact a referee prior to interview, please indicate this on the application form.




	Disclosure Information (only required if a DBS check is required for the post applied for)

	The Trust is committed to the principle of making appointments on merit and will focus on a person’s abilities, skills, experience and qualifications. When considering an applicant with a criminal record the Trust will consider the relevance of the conviction to the job for which the person is applying and a record will not necessarily prevent you from obtaining a position. The School has adopted a policy on the recruitment of ex-offenders, which is available on request. The code of Practice for Registered Persons and Recipients of Disclosure Information is also available on request from Lingfield Education Trust.



	Disqualification from Caring for Children Regulations (DCCR) 2002

	The regulations stipulate that an individual who has been disqualified from caring for children for reasons detailed in the regulations cannot work with children either in an employed or voluntary basis.  


	COMPLETING PART TWO – This section is removed prior to the selection process

	Equal Opportunities

	As an equal opportunities employer, Lingfield Education Trust values the diversity of the community it serves. We therefore strive to ensure that our services reflect the needs of all people within the community. All individuals can expect to receive equal access to employment, promotion and training as well as equal treatment in respect of all the services delivered by Lingfield Education Trust.
This policy is based on the recognition that we live and work in a diverse society in which everyone has individual abilities and needs.

We are working towards an environment where all employees, residents and service users receive equal treatment regardless of gender or gender reassignment, marital or civil partnership status, sexual orientation, age, disability, race, religion or belief, social origin, pregnancy and maternity.

The information we gather will be used purely to monitor the diversity of applicants, in line with the Trust’s Equal Opportunities Policy.




	Eligibility to Work in the United Kingdom

	

	To ensure the Trust complies with legislation, you will be required to provide documentary evidence (e.g. Passport or Full Birth Certificate and National Insurance number) showing that you are entitled to work in the United Kingdom.  If your Right to Work is subject to any restrictions (e.g. you have a Work Permit), you should provide full details, including any expiry dates.




	Relationships

	We need to know if you are related to a Director of the Trust, a member of the Local Governing Body or an employee of the Trust.  This is to ensure that you are neither disadvantaged nor favoured in your application. You must not canvass either a Director of the Trust, a member of the Local Governing Body or Trust employee to gain employment. This will disqualify your application.
Failure to declare such a relationship may result in disciplinary action or dismissal.




Lingfield Education Trust 
THE RECRUITMENT OF EX-OFFENDERS

Policy Statement

1. Introduction

1.1 Lingfield Education Trust recognises the importance of ensuring equality of opportunity in its employment practices and is committed to eliminating unfair discrimination when employing people with criminal records. The Trust’s Equality Policy supports this commitment.
2. The Rehabilitation of Offenders Act 1974


2.1 This Act provides that anyone who has been convicted of a criminal offence and who is not convicted of a further offence during the specified period becomes a ‘rehabilitation person’ and his/her conviction becomes spent.



2.2 This means that the conviction does not have to be declared when applying for a job.  The rehabilitation period depends on the sentence and runs from the date of conviction.  A conviction resulting in a prison sentence of more than 30 months can never become spent.



2.3 Under the Act, a spent conviction, or failure to disclose a spent conviction or any circumstances connected with it, is not a proper ground for dismissing or excluding a person from employment.  


3. The Rehabilitation of Offenders (Exceptions) Order 1975


3.1 There are some exceptions to the Act detailed in the Exceptions Order of 1975, which, broadly relate to work with children, sick, elderly or disabled people and the administration of the law.  Where an exception applies an individual must, if asked, disclose all convictions, including spent ones.


4. Disclosure

4.1 Part V of the Police Act 1997 enables employers to access relevant conviction information for applicants successful at interview.  This process is called Disclosure.  For posts covered by the Exceptions Order, Lingfield Education Trust will be able to access information regarding both spent and not spent information in addition to information regarding the applicant’s suitability for work with children, vulnerable people and in excepted professions.


5. Appointment Process


5.1 Lingfield Education Trust is committed to the principle of making appointments on merit and will focus on a person’s abilities, skills, experience and qualifications.  When considering an applicant with a criminal record the School will consider the relevance of the convictions to the job for which the person is applying.  In considering this relevance the School will explore:



· the circumstances leading up to an offence

· whether the individual has committed repeat offences

· the nature and seriousness of the offence

· the length of time since the offence took place

· the nature of the work in which the individual will be involved, including their exposure to money, property and vulnerable people

· the extent to which the person will be supervised

· the individual’s attempts not to re-offend

· the potential risks associated with employing the person in the post



5.2 The Trust does not necessarily see a criminal record as a bar to employment.  This will depend on the nature of the position and the circumstances and background of the offence.


6. Ensuring the Appropriate Use of Disclosure


6.1 The Trust will make it clear on the Application for Employment where a post is subject to the provisions of the Exceptions Order and where there is a requirement to declare spent convictions and a standard or enhanced disclosure will be sought.  In no other circumstances will questions relating to spent convictions be asked.



6.2 The Trust will only request a Disclosure where it is considered both proportionate and relevant to the position concerned.


7. Failure to disclose a criminal record


7.1 Failure to disclose unspent and/or spent convictions when required on the Application for Employment will be considered a serious matter and may lead to an offer of employment being withdrawn, disciplinary action or even dismissal.  However, the matter will be discussed with the applicant/employee prior to any decisions being made.



8. Confidentiality

8.1 Any information requested and provided regarding criminal records will be treated confidentially and with discretion.  Access to criminal record information will be on a need-to-know basis and information will be stored confidentially and in accordance with the Data Protection Act.


9. Communication of this Policy


9.1 The Trust will undertake to ensure that key employees receive appropriate training about their personal roles and responsibilities in this area.  In addition specific training will be provided on assessing the risks associated with employing those with criminal records, identifying safeguards and making balanced objective judgements.



9.2 All job applicants, where Disclosure is required, will receive a copy of this policy with the information pack sent out with the Application for Employment.
	
	 Office Use

	
	Applicant No:
	


Lingfield Education Trust
APPLICATION FOR EMPLOYMENT

Please read the guidance notes before completing this application form


	Post applied for:  
	Post No: 

	Are you applying for this post as a job sharer?
	 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

	Title: 
	Forename(s):       
	Surname:      

	

	Address: 


	Telephone No. Home:      
Telephone No. Work:      
Mobile No:      
E- mail address:      
Note:  We may use this email address to communicate with you both during and after the recruitment process.  
Please confirm you are happy for us to communicate using this email address.   FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No




	Current/most recent Employment  change section heading

	Post Title:      

	Name and address of employer:



     
     
     

	Start Date:      

	
	Leave Date (if applicable):      

	
	Current Earnings:      

	
	Scale or Grade:      

	Tel. No:      
	Period of Notice Required:      


	Previous Employment (from leaving school including unpaid/voluntary work)

	Please list all employment (most recent first) and give reasons for all gaps in employment

	

	     Dates Employed From      -        To
	Employer name, address and telephone no.
	Post Title
	Salary
	Reason for Leaving

	MM
	YYYY
	MM
	YYYY
	
	
	
	

	     
	     
	     
	     
	     
	     
	     
	             

	     
	     
	     
	     
	     
	     
	     
	             

	     
	     
	     
	     
	     
	     
	     
	             


	Previous Employment – Continued (from leaving school including unpaid/voluntary work)

	Please list all employment (most recent first) and give reasons for all gaps in employment

	     Dates Employed From      -        To
	Employer name, address and telephone no.
	Post Title
	Salary
	Reason for Leaving

	MM
	YYYY
	MM
	YYYY
	
	
	
	

	     
	     
	     
	     
	     
	     
	     
	             

	     
	     
	     
	     
	     
	     
	     
	             

	     
	     
	     
	     
	     
	     
	     
	             

	     
	     
	     
	     
	     
	     
	     
	             


	Qualifications (including secondary education qualifications)

	Subject

e.g. English, Business Studies, ICT etc
	Level

e.g. GCSE, CSE, Degree, NVQ Level 1, NVQ Level 2 etc
	Grade
	Date of Award
	Awarding Body (if known)

e.g. RSA, OCR, City & Guilds, BTEC etc

	
	
	
	MM
	YYYY
	

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	Non-qualification courses and further training

	Details:
	Date:

	     
	     

	     
	     

	     
	     


	Are you a member of any Professional/Technical Bodies?

	Professional/Technical Body
	Class of Membership
	Date obtained
	Registration no./reference

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Personal Statement

	This is your opportunity to tell us why you are suitable for the post. Please read the job description and person specification carefully to see what skills and experience you have that relate to those required by the job. Please continue on a separate sheet if necessary.



	     



	References:

	Please give full contact details of two independent referees, one of which must be your current or most recent employer:

	Title:      
Name:      
Occupation/Status:      
Address:      
     
     
     
     
Post Code:      
Tel No:      
Fax No:      
E-mail address:      
Can we contact prior to interview?   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No  


	Title:      
Name:      
Occupation/Status:      
Address:      
     
     
     
     
Post Code:      
Tel No:      
Fax No:      
E-mail address:      
Can we contact prior to interview?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 


	Disclosure Information (only required if a DBS check is required for the post applied for)

	The amendments  to the Exceptions Order 1975 (2013) 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 at the Disclosure and Barring Service website.
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) by SI 2013 1198?       FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No  

If yes, please specify giving dates:       
Do you hold a DBS Certificate?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No  

Have you subscribed to the update service?    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No  

If yes:

Please indicate level of check:  Standard   FORMCHECKBOX 
  Enhanced   FORMCHECKBOX 
  

Please indicate workforce:  Child   FORMCHECKBOX 
  Adult   FORMCHECKBOX 
  Child and Adult   FORMCHECKBOX 
  Other   FORMCHECKBOX 




	Disqualification from Caring for Children Regulations (DCCR) 2002

	Have you ever been disqualified under Disqualification from Caring for Children Regulations 2002?         FORMCHECKBOX 
Yes       FORMCHECKBOX 
No  


	Driving Ability

	Do you hold a current driving licence in accordance with the requirements of the post?         FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No  
Have you had any endorsements in the last five years?                                                          FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No




	Data Protection Information

	The personal information supplied by you on this application form will be used only to consider your application for employment with this Trust.  Certain anonymised data could be passed to other candidates should a request for information be made.
If you are shortlisted, contact will be made with the referees you supply on the application form and a confidential reference will be sought from them.

The information you supply on the Recruitment Equality Monitoring Form will be used for those purposes stated only and will be retained in an anonymous form so that it cannot be linked to individual applicants. The information you supply will be retained only as long as necessary for the purposes of recruitment and monitoring.



Recruitment Equality Monitoring Form
Please complete this form and return it with your completed application form
	Ethnic Origin: (Please indicate your ethnic origin)
	
	Gender:     FORMCHECKBOX 
  Male     FORMCHECKBOX 
  Female


	 FORMCHECKBOX 
 If you prefer not to say please tick        
	
	

	
	
	Marital Status: (Please indicate your marital status)


	White:

 FORMCHECKBOX 
 English/Welsh/Scottish/Northern Irish/British                                                        

 FORMCHECKBOX 
 Irish                                                 
 FORMCHECKBOX 
 Gypsy or Irish Traveller         

 FORMCHECKBOX 
 Any other White background, please specify:        

                 
	
	 FORMCHECKBOX 
 Single
 FORMCHECKBOX 
 Married/Civil Partnership

 FORMCHECKBOX 
 Separated       
	 FORMCHECKBOX 
 Widow/Civil widow     

 FORMCHECKBOX 
 Widower/Civil widower

 FORMCHECKBOX 
 Divorced



	
	
	

	Black/African/Caribbean/Black British:

 FORMCHECKBOX 
 Caribbean                                                      
 FORMCHECKBOX 
 African                                                 
 FORMCHECKBOX 
 Any other Black/African/Caribbean background, please specify:
     

	
	Date of Birth:
	     

	
	
	Age:
	     

	
	
	

	
	
	

	Asian/Asian British:

 FORMCHECKBOX 
 Indian 
 FORMCHECKBOX 
 Pakistani   
 FORMCHECKBOX 
 Bangladeshi                                                 
 FORMCHECKBOX 
 Chinese                                            
 FORMCHECKBOX 
 Any other Asian background, please specify:
     

	
	

	
	
	

	
	
	

	
	
	The following questions are optional:

	
	
	

	
	
	Are you currently pregnant or on maternity leave?
 FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No       

	Other ethnic groups:

 FORMCHECKBOX 
 Arab                                                               
 FORMCHECKBOX 
 Any other ethnic background, please specify:

     
	
	
	

	
	
	Has your gender identity changed from the gender you were assigned at birth?

	
	
	 FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No        FORMCHECKBOX 
   Prefer not to say

	
	
	
	

	Mixed /multiple ethnic groups:
 FORMCHECKBOX 
 White and Black Caribbean                          
 FORMCHECKBOX 
 White and Black African                    
 FORMCHECKBOX 
 White and Asian                                            
 FORMCHECKBOX 
 Any other mixed/multiple ethnic background, please specify:
     

	
	Sexual Orientation (Please mark one box only)

	
	
	 FORMCHECKBOX 
 Bisexual     

 FORMCHECKBOX 
 Heterosexual/Straight
	 FORMCHECKBOX 
 Gay/Lesbian

 FORMCHECKBOX 
 Prefer not to say 



	
	
	

	
	
	Religion & Belief (Please mark one box only)

	Country of Birth: 

Nationality: 

Dual Nationality:
	     
     
If yes, please specify
	
	 FORMCHECKBOX 
 Buddhist
	 FORMCHECKBOX 
 Christian

	
	
	
	 FORMCHECKBOX 
 Hindu
	 FORMCHECKBOX 
 Jewish      

	
	
	
	 FORMCHECKBOX 
 Muslim
	 FORMCHECKBOX 
 Sikh

	
	
	
	 FORMCHECKBOX 
 None     
	 FORMCHECKBOX 
 Other  

	
	
	
	 FORMCHECKBOX 
 Prefer not to say   
	

	

	Disability

	We are positive about disability and welcome applications from disabled people. Please answer the section on disability which we include to establish whether we need to make adjustments to enable you to take part in the selection process; take positive action in supporting employment for disabled people; establish whether you will be able to carry out a function that is intrinsic to the work concerned and/or establish that you have a disability where this is an occupational requirement (Section 60 of the Equality Act 2010 refers.) As a Disability Symbol User, the Trust undertakes to interview any applicant who declares a disability as detailed on the Application for Employment and who meets the essential (minimum) criteria for the Job.
Do you consider yourself to be a person with a disability as described by the Equality Act 2010?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No  






	Are you currently employed by the Trust or Council?

	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	

	Where did you see this post advertised? 

	     



	Eligibility to Work in the United Kingdom


	To ensure the Trust complies with legislation, you will be required to provide documentary evidence showing that you are entitled to work in the United Kingdom.



	National Insurance Number:
	     

	Are there any restrictions regarding your right to work in the UK?                 FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No



	If yes, please give details:
     


	

	Relationships: (This question must be completed)

	Are you related to any member of the Directors of the Trust, a member of the Local Governing Body or Elected Members/Senior Officers of the Trust?      FORMCHECKBOX 
  Yes    FORMCHECKBOX 
  No

If Yes, please give details:

	Name: 

Position: 
	     
     


	

	Declaration

	I declare that the information given in this application is true, and that I have not canvassed directly or indirectly any member of the Directors of the Trust, a member of the Local Governing Body or any Elected Member or Officer of the Trust, nor will I do so. I understand that any falsification of information will be judged as serious misconduct and may result in dismissal.



	Signed:                                                                                      
	     
	Date:         


	Please return completed application form to:

Mrs Karen Edmenson (Head Teacher)
Hemlington Hall Academy

Briscoe Way

Hemlington

Middlesbrough

TS8 9SJ

or email to

kedmenson@hemlingtonhallacademy.co.uk




APPLICATION FOR EMPLOYMENT
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PART TWO





THIS PAGE WILL BE REMOVED BEFORE THE SELECTION PROCESS COMMENCES








THIS PAGE WILL BE REMOVED BEFORE THE SELECTION PROCESS COMMENCES











