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APPLICATION FORM – CONFIDENTIAL

The information supplied on this application form will be used to evaluate your suitability for employment at Whiterock Children’s Centre. Please read the guidance notes before completing the form. Complete all sections in black ink.

Please remember to quote position applied for.

 Position applied for:                                                                                                                                                      Reference: 

Out of Schools Supervisor

Personal information

	Last Name :

First Name :

Maiden Name :

(If applicable)

Address for

Correspondence :


	Title – please specify

(e.g. Ms/Mr)

National Insurance

Number :

Do you require a work permit to enable you to work in the UK ?  ( Yes   ( No

Day time tel :

Evening tel :

Mobile number :

Email :


Medical history, please give dates and details of any serious illness, operation or disabilities or any current illness of a minor nature

	
	

	Reg. Disabled person ?     ( Yes   ( No
	Reg. No.


	Qualifications and training
Documentary evidence of qualifications will be required from the successful candidate.

	Secondary school/

college/university/training organisation
	From
	To
	Qualifications obtained (year, subjects and grades where applicable)

	
	
	
	


	Employment history
Please give details of your present or most recent employment/voluntary work first and work backwards. If you have additional previous employment, please give details on a separate sheet using the same format.

	Name & address of employer
	Post held (detail if more than one in same employment)
	Annual Salary
	From 
	To

	
	
	
	
	


	Relevant experience

Please tell us how your experience, skills and qualifications meet the requirements of the job description and personal specification. Please focus your response on the abilities and/or competencies required for the role giving evidence of your experience to date. The information you provide will be the basis for the shortlisting and you may find it useful to refer to the Guidance notes attached before completing this section.

	


	Notice period

If appointed how soon could you join us?


	

	Criminal records, Disqualification & declaration

Are you subject to any current outstanding disciplinary action or legal proceedings ( Yes   ( No

If yes, please give details

______________________________________________________________________________________________________

Have you ever been convicted of a criminal offence (‘unspent’ only)? ( Yes   ( No

If yes, please give details of any convictions or criminal activities, include nature of offence and sentence

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Note : This post is (or may be) exempt from the provisions of the Rehabilitation of Offenders (Exceptions) order 1979. You are therefore not entitled to withhold information about convictions which for other purposes are regarded as ‘spent’ convictions under the provision of the order. Any failure to disclose such convictions could lead to disqualification or dismissal. Any information given will be used only in connection with posts to which the order applies.




References :

Please ensure that you give two references. The first of your references must be your present employer or line manager. If you are unemployed, this should be your last employer, or if this is your first job, your head teacher, college tutor.

	Reference 1
	Reference 2

	Name :
	
	Name :
	

	Job Title :
	
	Job Title:
	

	Organisation /Address (in full)
	Organisation/Address (in full)

	Tel :
	
	Tel :
	

	Email:
	
	Email :
	

	Fax :
	
	Fax:
	

	In what capacity do you know them?
	In what capacity do you know them ?


Declaration

In confirm that the information I have given is correct and that any false statements or omissions may render me liable to dismissal without notice.

I understand that data contained in the application form will be used and processed for recruitment purposes. I understand and agree that should I become an employee, the information will also be used for employment related purposes. I agree to Whiterock Children’s Centre holding and processing this information.

Signature : ________________________

Date : _____________________

GUIDANCE NOTES - Completing the application form

Please read this notes carefully before completing the application form. This is important as it provides the only information we use to assess your suitability for the job and our decision whether or not to progress your application will be based on this information.

General point

Be sure to fill in the post title, as we process a large number of vacancies and this ensures that you are to be considered for the right post.

Qualifications and training

As some jobs require no formal qualifications, do not be put off if you have nothing to write in this section.

As well as telling us the exams you have passed, you should also include information about any relevant courses that you have completed.

Include all qualifications and training which may be part time as well as full time.

Employment experience

The form asks you to give details, to the nearest month and year, of previous jobs held.

Alternatively, some people will have developed relevant skills through part time or voluntary work. If you include any voluntary work, list the name if the group(s) involved.

Relevant experience

This section gives you the opportunity to demonstrate why you are suitable for the post. Before completing it, refer to the job description and personal specification.

The job description outlines the main duties of the post and the personal specification contains a description of the skills, experience, qualifications and competencies necessary to carry out these tasks.

Here it is essential to relate your experience to the information given in both these documents by giving specific examples. For example, telling us what you did in your job rather that what the team did and how you demonstrated a particular skill, rather than simply saying that you have it. Please ensure you address all of the point identified on the person specification which will allow you to demonstrate your suitability for the position you have applied for.

You may wish to draw on skills developed outside of work, whether home-based or social/community activities. These might include running a club or voluntary group, bringing up children etc, as well as previous/present employment, study and training.
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