	Application Form
[image: image1.png]Central
Schools
Trust

(] Qe





	Central Schools Trust
(Comprising: Balsall Common Primary School & Damson Wood Nursery & Infant School) 

Mr G T Burgess MA
Chief Executive Officer

Balsall Common Primary School

Balsall Street East

Balsall Common

CV7 7FS

Tel: 01676 532254

E-mail: office@balsall-common.solihull.sch.uk
Web Site: www.centralschoolstrust.co.uk


	This trust has a responsibility for, and is committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults, and requires all staff and volunteers to share this commitment.


Application for Employment 
By submitting your application, the data within this application form may be shared with organisations/individuals who have a specific role to play in the recruitment process and may include organisations/individuals who are external to the Trust.

Please email your completed form to: Mrs J Carlington, PA to the Chief Executive Officer, Central Schools Trust at s2pa-cst@solgrid.org.uk or post to the above address.

	Vacancy Details

	Job Title:
	
	
	

	Job Ref No:
	
	Closing Date:
	


	Personal Details

	Full Name:
	

	Address:
	

	
	Postcode:
	

	Contact details: Telephone Numbers:
	Daytime:
	Evening:
	Mobile Number:

	
	
	
	

	Email address:
	
	
	


	Present or Most Recent Employment

	Name and Full Postal Address of Employer:
	

	Job Title:
	
	Salary:
	

	Date from: 
	
	Date To:
	
	Notice Period:
	


	IR35:  Please tick the box which relates to your current employment status 
	Employee


	Worker


	Self employed


	Reason for leaving:
	

	Please provide brief details of duties and responsibilities:
	


	Employment History

	It is essential to include details of ALL employment, starting with your current/most recent employer and including any breaks in employment history and the reason for the break.  References may be sought from your previous employers.  Where this information is requested, consent will be gained to provide and share this information with Solihull Council.
	

	Name/Address/Tel. No. of Employer:
	Dates (From/To)
	Job Title and Salary
	Reason for Leaving

	
	
	
	


Please continue on a separate sheet if necessary.

	Relevant Qualifications and Education

	Please provide details of your education history starting with your current or most recent education

	Relevant Qualification
	Result/Grade
	Date Obtained

	
	
	


If you are invited to interview, you will be asked to bring your original Certificates with you.

	Relevant Training

	Please provide details of any relevant training, learning and development starting with or current or most recent.

	Date
	Course Title
	Organising Body

	
	
	


	Membership of Relevant Professional Bodies

	Please provide details of any memberships you have with any organisation which may be relevant to the job you are applying for.

	Name of Professional Body
	Type of Membership
	Date of Membership
	Membership Number

	
	
	
	


	Relevant Skills and Experience


Please demonstrate here how you meet the criteria on the person specification. You can include experience or knowledge you have gained through paid or unpaid work. This statement will be used to assess whether you will be invited to interview/assessment.

	

	


	Relevant Skills and Experience (cont…)

	


	References

	Please provide details of referees which cover the last three years of your employment and/or training.  This should be a minimum of two referees.  This must include your current or most recent employer.  Where you do not have employment history, then please provide a character reference.  This should not be a friend or family member. 

Please note – by providing this information you are agreeing you have gained the consent of your referees to share their personal data with the Trust, Solihull Council and Somerset Council.

As part of our commitment to safeguarding and the Department for Education’s, Keeping Children Safe in Education statutory guidance (September 2021), references may be taken up for shortlisted candidates prior to interview.   

Any offer of employment within this Trust is subject to satisfactory references.



	REFERENCE 1
	

	Referee Name
	

	Organisation
	

	Job title
	

	Type of reference (employer/character/other)
	

	Period of time the reference will cover (how long has the referee known you?)
	

	E-mail
	

	Daytime phone number
	

	Mobile phone number
	

	Address
	

	Postcode
	

	Are we able to approach this referee?
	YES  /  NO


	REFERENCE 2
	

	Referee Name
	

	Organisation
	

	Job title
	

	Type of reference (employer/character/other)
	

	Period of time the reference will cover (how long has the referee known you?)
	

	E-mail
	

	Daytime phone number
	

	Mobile phone number
	

	Address
	

	Postcode
	

	Are we able to approach this referee?
	YES  /  NO


	REFERENCE 3
	

	Referee Name
	

	Organisation
	

	Job title
	

	Type of reference (employer/character/other)
	

	Period of time the reference will cover (how long has the referee known you?)
	

	E-mail
	

	Daytime phone number
	

	Mobile phone number
	

	Address
	

	Postcode
	

	Are we able to approach this referee?
	YES  /  NO


	Self Declaration of Suitability to Work in Posts Requiring 
a Disclosure and Barring Service Check

	It is an offence to apply for this role if you are barred from engaging in regulated activity relevant to children.  
As the work of this post involves working with children, adults at risk or in a position of trust, it is exempt from the provisions of the Rehabilitation of Offenders Act 1974. The organisation will request a Disclosure and Barring Service (DBS) certificate revealing criminal convictions. 

Where this post meets the definition of Regulated Activity (as defined in the Safeguarding Vulnerable Groups Act 2006 as amended by the Protection of Freedoms Act 2012) the relevant barred list(s) for children and adults will also be checked. You must disclose details of all unfiltered reprimands, formal warnings, cautions and convictions as these will be disclosed by the DBS. 

Details of positions requiring a DBS certificate can be found here: 

https://www.gov.uk/government/publications/dbs-check-eligible-positions-guidance 

For information regarding filtering of convictions please see: www.gov.uk/government/publications/filtering-rules-for-criminal-record-check-certificates.

Any information given will be treated as confidential. You should note that disclosing a conviction does not necessarily bar you from appointment. Failure to disclose may result in withdrawal from any job offer in relation to this form. 



	Do you have any convictions, cautions, reprimands or final warnings which would not be filtered in line with current guidance? 
	YES / NO

	If ‘Yes’, please give full details below:

	


	Declaration

	I hereby consent to the recruiting organisation processing and retaining my personal data contained within this application form for recruitment, selection and employment related purposes in relation to this application only. 

I declare that all statements I make in this application are true and, to the best of my knowledge and belief, that I have not withheld any relevant information. 

I understand that if I have made any false statements or omitted any information, I am liable to have my application rejected, or if appointed, liable to be dismissed. (Please note application forms submitted electronically/online will require to be signed should you progress to the next stage of the process).

	I agree to the above declaration:
	YES
	NO

	Signed:
	Dated:


	DATA PROTECTION

FAIR PROCESSING NOTICE

All information supplied on this application form may be held and used for recruitment, selection and employment related purposes. Specifically, personal information collected will be used to:

•
Assess your suitability for the job applied for

•
To verify the accuracy of information you provide

•
Comply with relevant laws or regulations

•
Check and verify your identity

•
Produce and monitor equal opportunities statistics

Your application may be reviewed and held via paper form or electronically.  

The information you provide may be shared with third party individuals or organisations working in partnership with recruiting organisations to assist them in the recruitment process.  This could include screening and interviewing prospective employees, medical checks or background checks.

For unsuccessful candidates your data will be retained for 6 months from the time you are made unsuccessful. Once it reaches this retention end date it will be deleted/destroyed along with any other information gathered throughout the recruitment process.

For successful candidates, personal data captured throughout the recruitment process will be transferred to the HR and payroll system for the purpose of creating an employee record. 

Under the Data Protection Legislation, you have rights as an individual which you can exercise in relation to the information we hold about you.   You can read more about these rights here – https://ico.org.uk/for-the-public/is-my-information-being-handled-correctly/
Information about how we use your data is provided in the Central Schools Trust’s Data Protection Policy on www.centralschoolstrust.co.uk  or contact office@balsall-common.solihull.sch.uk.



Notes of Guidance for Applicants

Thank you for your interest in this vacancy at Balsall Common Primary School.  Please find enclosed an application form, job description and a person specification.  You may also find additional information relating to the particular vacancy. Please read these notes carefully before you complete your application.

Completing the Form

It is important that you fully complete the application form as it will be used by the recruitment panel to decide whether you will be invited to the interview/assessment process. The panel will compare your application form against the criteria listed on the person specification to see if you have all the essential skills, experience, qualifications and knowledge for the role. Where there are a lot of candidates who meet the essential criteria, the desirable criteria will be used to reduce further the number of candidates taken forward to the interview/assessment process.

This form may be typed or written by hand. If you wish to send your information in a different format (e.g. a word processed document) this must be laid out in an identical format to the original application form. We do not accept curriculum vitae unless specifically stated in the advertisement.

If you are completing the application form by hand, please write as clearly as possible using black ink to enable the form to be photocopied. 

Before you fill in the form:
· Read the job description and person specification carefully.
· Read any instructions carefully

Relevant qualifications and training

When identifying qualifications, training and membership it is only necessary to provide details of those which are relevant to the position for which you are applying.  The Person Specification will identify any qualifications required for the post so please use this as a guide to which qualifications you should include.

The job description should also be read in conjunction with this section as you may have had training which is relevant to the tasks identified for the role.

If invited for interview/assessment you will be asked to bring the original copies of your certificates with you.

Relevant Skills & Experience

This is the section where you must ‘sell’ yourself. All information provided within the application form is important to the selection panel but particularly the information you provide in this section. It will help to form the basis on whether or not you are selected to attend for interview/assessment.

Read the person specification and relate any experience to it.  Ensure you mention any experience you have that is relevant to the job – whether from school or college, at home, in voluntary work, on work experience, through paid employment, or through your interests. If you do not have much work experience in an area, think about how you can tell an employer that you have the skills to do the job.  For example, if you require report writing skills, you could explain how you researched a topic for your exam course work and had to write up a report of your findings. Also mention any skills you have which are required for this post. Again, use the person specification and job description to assist with this. If this person specification asks for ‘Experience of working with elderly people’, do not just type ‘I have experience of working with elderly people’. It is important to explain how you have gained this experience, e.g. ‘I have helped to care for my grandmother for three years. She lived in my home and I helped her to wash and dress each morning’.

References

All applications require two referees, one of whom must be current or most recent employer.  Personal references are only acceptable where applicants have never been employed.  

Please note pre-prepared references are not acceptable.

Ensure people are happy to provide a reference for you before including them as referees.

Submitting the Application Form

Read through your application carefully to ensure you have completed it correctly and have included all the information required. 

Be mindful of the closing date so that you ensure you submit your application before the vacancy closes.

If you have any queries regarding completing your application form, please contact 

Mrs Carlington on s2pa-cst@solgrid.org.uk or on 01676 532254.
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