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North Halifax Grammar School
Support Staff Application form
	Position applied for:
	

	About you

	Title
	
	Surname
	

	First name(s)
	
	Previous Surname

(if applicable)
	

	Address
	
	Contact number
	

	
	
	Email
	

	
	
	NI Number
	

	
	
	Date of Birth
	

	

	Driving licence details – this section should only be completed if required for the post you are applying

	Do you hold a full, current licence valid in the UK?
	Yes / No

	If yes, state class e.g. Full UK Car, HGV, PSV, LGV, etc
	

	
	

	References

	Please provide 2 references : We will ask for references before your interview
Do not use friends or relatives.  If any of your previous roles involved working with children, young people or vulnerable adults, we will ask for information about past disciplinary issues relating to these groups (including any ‘time expired’ penalties) and whether you have been subject to any child/vulnerable adult protection concerns and the outcome of any enquiry or disciplinary procedure.  
If you have any concerns about any of the above, please contact us by telephone.


	Reference 1: This must be your current or most recent employer, if you do not have any previous employment, your most recent place of education or voluntary work
	Reference 2: If you have worked with children, young people or vulnerable adults in the past, this must be the most recent employer with whom you were employed to work with these vulnerable groups. Otherwise, a referee of your choice.


	Full name
	
	Full name
	

	Job Title
	
	Job Title
	

	Name of establishment
	
	Name of establishment (if applicable)
	

	Address
	
	Address
	

	Email
	
	Email
	

	Professional relationship to you
	
	Relationship to you
	

	Did this role involve working with children, young people and/or vulnerable adults?
	Yes / No
	Did this role involve working with children, young people and/or vulnerable adults?
	Yes / No


	Disclosure of interest

	Are there any restrictions to you living and working in the UK which may affect your right to work for us (e.g. needing a work permit/visa)?

	Yes / No

	If yes, please provide details:


	The Working Time Regulations 1998 require us to check the hours worked by employees.  Would this role be your only employment?

	Yes / No

	If no, please provide details of your other role(s) and the days and hours you work:



	Canvassing of our Governors and employees (asking them to help you get this role), directly or indirectly, for any appointment will disqualify your application.  Also, if you fail to declare any relationship with a Governor or employee of the North Halifax Grammar School, your application may be disqualified and, if appointed, you may be dismissed without notice.


	Are you related to, or have you formed any relationship (personal, financial or professional) with any current Governor or employee of the North Halifax Grammar School?

	Yes / No

	If yes, please provide details:



	Do you, your partner or family have any interests (personal, financial or professional) that may conflict with you performing this role?

	Yes / No

	If yes, please provide details:



	Have you ever been the subject of a formal disciplinary procedure?
	Yes / No

	If yes, please provide details:



	Have you ever been dismissed from any previous employment?
	Yes / No

	If yes, please provide details:



	Declaration of criminal convictions


	All posts involving direct contact with vulnerable people are exempt from the Rehabilitation of Offenders Act 1974. However, amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are 'protected'. These 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 on the Disclosure and Barring Service website or at Unlock - http://hub.unlock.org.uk/contact/ 
Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview. You may be asked for further information about your criminal history during the recruitment process. If your application is successful, this self-disclosure information will be checked against information from the Disclosure and Barring Service before your appointment is confirmed.


	How we protect your personal information

	We keep on file information from the job application form, equal opportunities form and any documents you attach.  This is required for recruitment and equal opportunities monitoring purposes, the payment of staff and the prevention and detection of fraud.  All information will be dealt with in accordance with GDPR legislation and will not be sold to any third party.  Unsuccessful application forms will be destroyed after 6 months; anonymised data will be kept for monitoring purposes.



	Interview requirements

	We will make reasonable adjustments to help a person with disabilities through the application and selection process.  If you have any specific requirements for attending an interview, please provide details below of your disability and the additional requirements you will need:



	Your declaration

	I understand that my employment, if offered, will be subject to the information on this form being correct and I confirm that no valid information has been wilfully withheld.  I understand that if I am appointed, I am liable to dismissal without notice if the information on this form is later proved to be inaccurate.

I am/am not related to any senior member of staff or governor.

I am prepared to undergo a medical examination.

I can produce the original documents of my qualifications.
I authorise the North Halifax Grammar School to contact any current or former employers to confirm the details provided.

In accordance with Immigration, Asylum and Nationality Act 2006 I am entitled to work in the United Kingdom. I shall produce such original documentation as may be requested to evidence my right to work.

I understand that in addition, the Academy Trust, on Home Office advice, will require the successful candidate to produce an enhanced Disclosure and Barring Service Certificate for convictions that may or may not be relevant to the appointment. 

I agree to the information contained in this application being processed under the Data Protection Act 2018, for the purposes of recruitment monitoring and in relation to forming any contract of employment.  


	Signature (applicant)
	
	Date:
	

	Please sign and date if you are returning the form by post.  If returning by email, you will be asked to sign a copy before any offer of employment is made.

	If you have completed this form on behalf of the applicant, please add your details:

	Name (printed)
	
	Contact number:
	


                                                                                                         For office use only

North Halifax Grammar School

Equal Opportunities Monitoring

The North Halifax Grammar School takes its duty to promote equality and to celebrate diversity in our community very seriously.  We are keen to gather and use information about job applicants and the workforce in order to continually improve our employment policies and to remove barriers to and within employment.  If you require help to complete this form then please do not hesitate to contact us.

	Role applied for
	

	Full Time or Part Time
	

	Permanent or Temporary Contract
	


	Age – What age are you? Please select by entering an ‘X’ below your age bracket

	16 or under
	17 – 24
	25 – 35
	36 – 45
	46 – 55
	56 – 65
	65 & over

	
	
	
	
	
	
	

	Ethnicity – What is your ethnic group?  Please select by entering an ‘X’ to the right of your group

	Please read through carefully before selecting the ethnic group that you feel most closely reflects your background.  

	White
	
	Asian/Asian British
	

	English
	
	Bangladeshi
	

	Irish
	
	Pakistani
	

	Northern Irish
	
	Indian
	

	Scottish
	
	Chinese
	

	Welsh
	
	Black/African/Caribbean/Black British
	

	Mixed or multiple ethnic groups
	
	Black African
	

	White and Black Caribbean
	
	Black Caribbean
	

	White and Asian
	
	Other ethnic group
	

	White and Black African
	
	Arab
	

	
	Any other, please state
	

	
	Rather not state
	

	Gender – What is your gender?  Please select by entering an ‘X’ to the right of your gender

	Female
	
	Male
	
	Non-binary
	

	Transgender
	
	Gender non-conforming
	
	Prefer not to say
	

	If you prefer to use your own term, please specify here
	

	For the purpose of this question, transgender is defined as an individual who lives, or wants to live, in the gender opposite to the one that they were assigned at birth.

	Is your gender identity the same as the gender you were assigned at birth?
	Yes / No

	Do you live and work full time in the gender you were assigned at birth?
	Yes / No

	Sexual orientation - Please select by entering an ‘X’ to the right of your orientation

	Heterosexual
	
	Bisexual
	
	Gay man
	
	Gay Woman or Lesbian
	

	Rather not state
	

	Religious belief/faith – Please select by entering an ‘X’ to the right of your faith

	Christian 
	
	Muslim
	
	Other
	

	Buddhist
	
	Sikh
	
	No Religion
	

	Hindu
	
	Jewish
	
	Rather not state
	

	Disability

	Do you consider you qualify for protection under the Equality Act 2010?
	Yes / No

	If the answer is yes, it would help us to know any barriers you have faced when dealing with us.  Please also make suggestions on how we can improve:
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North Halifax Grammar School                     

	Position applied for:
	


	Your current or most recent employment

	Note: If you are currently working through a supply agency, please provide the name of the agency under “Employer’s name and address”.  If you are applying for your first job, please provide any voluntary work/work experience in the “Previous employment or experience” section.

	Employer name
	
	Job Title
	

	Employer Address
	
	Salary
	

	
	
	Start date
	

	
	
	Leave date

(if applicable)
	

	Reason for leaving
	

	Main duties and responsibilities 
	

	Previous employment or experience 

	Start with your most recent employment first and work backwards.
You must explain any gaps in your employment history since you left education (e.g. unemployment, career breaks, voluntary work, travel).


	Dates


	Name and address of employer or reason for gap in employment
	Job title, duties and responsibilities
	Reason for leaving

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Previous employment or experience cont…..

	Dates


	Name and address of employer or reason for gap in employment
	Job title, duties and responsibilities
	Reason for leaving

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please continue your previous employment or experience on a separate sheet of paper if necessary.


	Qualifications achieved from secondary, further and higher education

	Secondary and further education

	Dates 
	Educational establishment attended 
	Level and subject of qualifications

(e.g. O Level, GCSE, A Level)
	Grade Awarded
	Year Achieved

	From
	To
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Higher level education 

	Dates 
	Educational establishment attended
	Subject title and type of qualification

(e.g. BA. BSc, Hons, MA, PhD, PGCE)
	Class or Grade 
	Year Achieved

	From
	To
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Non-qualification/award-bearing professional development undertaken in the last 2 years

	Name of provider
	Title of course/training (e.g. first aid at work, child protection, risk assessments etc)

	
	

	
	

	Professional membership

	Institute/Body
	Class or Membership

e.g. Associate, Member, Student, Fellow)
	Expiry Date
	State if Examination

	
	
	
	

	
	
	
	

	

	Safeguarding Children, Young People & Vulnerable Adults

	We are committed to safeguarding children, young people and vulnerable adults.  From your training and/or experience, please give examples which demonstrate your knowledge and commitment to safeguarding and how you would ensure these vulnerable groups remain in a safe environment.  

Word Limit: 200 words 

	


	Your supporting personal statement

	This part of your application is very important and will be used to decide if you meet the criteria to be shortlisted for interview.  Refer to the information supplied in the job description and person specification and tell us how your skills and experience match. Use examples where possible and provide the situation or task, your action(s) and the result.

If you are applying for your first job, provide examples of other relevant experience that will help us decide your suitability, e.g. gained through training, education, the community.



	


	Your supporting personal statement continued…

	


	Returning your application


	
By hand or post:

Mrs K Morris
Personnel Manager

North Halifax Grammar School

Moorbottom Road

Halifax

HX2 9SU 
	By e-mail:

recruitment@nhgs.co.uk

Enquiries:
01422 244625




Date received:





Applicant Number:





Date received:





Applicant Number:





Date received:





Applicant Number:
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