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JOB APPLICATION FORM

	POST APPLIED FOR:
	


St Catherine’s is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment.

PERSONAL DETAILS

	Surname:
	
	Forenames:
	

	Maiden name:
	
	
	
	


	Have you changed your name since the age of 18:
	Yes
	
	No
	

	If yes, for what reason:
	
	

	Date changed:
	
	Month:
	
	Year:
	


	Address:
	
	Date from:    
	
	Date to:
	
	

	
	
	

	Post code:
	
	Home telephone:
	
	

	If less than five years, please give previous address:
	

	Email:
	
	Mobile telephone:
	

	
	
	
	

	National Insurance number:
	
	
	
	
	
	
	
	
	
	
	


	Are you a citizen of the UK, European Union or European Economic Area?
	Yes
	
	No
	


	If no, do you have a right to work in the UK?
	Yes
	
	No
	


	Have you lived/worked abroad in the last two years?
	Yes
	
	No
	


	Are you related to anyone employed by St Catherine’s?
	Yes
	
	No
	

	If yes, please state name of employee and relationship:
	
	


	Are you related to a past or present student at St Catherine’s?
	Yes
	
	No
	

	If yes, please state name and date of birth:
	
	
	
	
	


	Current Driving Licence:
	
	Yes
	
	No
	


EDUCATION, TRAINING AND QUALIFICATIONS

	School
	Address
	Dates
	Courses, Qualifications

	
	
	
	

	
	
	
	

	College/University
	Address
	Dates
	Courses, Qualifications

	
	
	
	

	
	
	
	

	Other
	Address
	Dates
	Courses, Qualifications

	
	
	
	


FULL EMPLOYMENT HISTORY

	Current Employer: 
	

	Employer’s FULL Address:
	

	Post Code:
	

	Telephone Number:
	

	Date Commenced:
	

	Position Held:
	

	Brief summary of duties & achievements:

	

	Salary:
	Notice period required:

	Reason for wanting to change employment:


PAST EMPLOYMENT HISTORY
It is important that we have a complete chronological record of candidates’ employment and periods of other activity (e.g. childcare/caring responsibilities, unemployment, extended periods of travel).  Please list ALL past employment and other activities detailed above, starting from your position prior to your present one - giving details of duration of employment/activity, employer’s name and address (where appropriate), position held, duties, salary and reason for leaving, until the date you left school. 

If required please continue on another sheet of paper. 

	Date to/from

(month & year)
	Name and FULL Address
	Role/main tasks
	Salary
	Reason for leaving

	
	Post Code:
	
	
	

	
	Post Code:
	
	
	

	
	Post Code:
	
	
	

	
	



Post Code:
	
	
	

	
	
Post Code:
	
	
	


OTHER RELEVANT EXPERIENCE including recent, relevant continuing professional development
	


We invite you to explain how your experience, skills and knowledge meet the requirements of the post applied for.  Please restrict your supporting statement to no more than two sides of A4 (font no smaller than size 11).

REFERENCES
	Referee for current employer:
	Second referee (who should preferably be a past employer):

	Name: 
	Name:

	Address:


	Address:

	Postcode:


	Postcode:

	Phone:
	Phone:

	Email address:
	Email address:

	It is St Catherine’s policy to request references prior to interview if you are shortlisted. Please indicate below your consent to do this.

	Consent to contact:
Yes/No (Please delete as appropriate)
	Consent to contact:
Yes/No (Please delete as appropriate)


Appointments are subject to the satisfactory verification of educational/professional qualifications and completion of DBS checks at enhanced level for criminal convictions.

St Catherine’s will be checking all applicants’ online presence. 

This post is exempt from the provision of the Rehabilitation of Offenders Act.

If you have ever been convicted (or received a caution, warning or final reprimand) for an offence that would not be filtered from the Police National Computer when it is processed by the Disclosure and Barring Service, this must be stated.  These will be treated in the strictest of confidence and may not necessarily exclude applicants from being short-listed.  

Please complete the Confidential Information form included with these application papers, even if there is nothing to declare.
I certify that the information given on this form is correct to the best of my knowledge. I consent to St Catherine’s checking any information provided in this application and agree to the information being used for registration purposes under the Data Protection Act 2018.

The provision of false information in an application form may be grounds for disqualification or, if appointed, dismissal.
	Signed:
	
	Date:


Please return to:

The Principal

St Catherine’s

Grove Road

VENTNOR

Isle of Wight

PO38 1TT  or email recruitment@stcatherines.org.uk
	EQUALITY monitoring form

	St Catherine’s wishes to be representative of the community it serves. To do this, we monitor applicants for employment, so that we can check whether we are attracting and recruiting a diverse group of people. 

Please complete this form. It will be separated from your application form on receipt and will not be taken into account when we shortlist applicants or choose who we appoint to the job.   

	Post applied for: 


	I would describe myself as:



	WHITE    

□  British 

□  Irish

Other white background, please state:


	BLACK OR BLACK BRITISH

□  African-Caribbean

□  African

Other black background, please state:



	MIXED

□  White and Black Caribbean

□  White and Black African

□  White and Asian

Other mixed background, please state:


	CHINESE OR OTHER ETHNIC GROUP

□  Chinese 

Any other ethnic group, please state:



	ASIAN OR ASIAN BRITISH

□  Indian

□  Pakistani

□  Bangladeshi

Other Asian background, please state:

………………….
	

	YOUR AGE:

□ 18-29  □ 30-49  □ 50-65  □ 65 +

YOUR GENDER

□  Female □ Male __________________________________________________________________________________

If you wish, you may tell us about your religion or faith and sexual orientation below. 

	How would you describe your religion or other belief?

My faith is………….

□ I do not have a faith


	How would you describe your sexual orientation?

□ Towards persons of the same sex

□ Towards persons of the opposite sex

□ Towards persons of the same and the opposite sex

	□ I consider myself to have a disability

□ I do not consider myself to have a disability

	Where did you see this job advertised? ………………….

	For office use only. 


CONFIDENTIAL INFORMATION
THIS FORM MUST BE COMPLETED AND RETURNED BY ALL APPLICANTS

EVEN IF THERE IS NOTHING TO DECLARE 
Appointments are subject to the satisfactory completion of DBS checks at enhanced level for criminal convictions.

Please complete the information below and sign and date this paper.  This should be returned in a sealed envelope (or separate email attachment) marked CONFIDENTIAL to the Principal.

Name:

……………………………………..

Address:
……………………………………………………………………………………………….



……………………………………………………………………………………………….

Date of birth:
………………………………

Post applied for:


	This post is exempt from the provision of the Rehabilitation of Offenders Act.

If 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) these must be stated.  These will be treated in the strictest confidence and may not necessarily exclude applicants from being short-listed.

	

	

	

	

	

	


I certify that the information given on this form is correct to the best of my knowledge. I consent to St Catherine’s checking any information provided in this application and agree to the information being used for registration purposes under the Data Protection Act 2018.

The provision of false information in an application form may be grounds for disqualification or, if appointed, dismissal.
	Signed:
	
	Date: 


STATEMENT ON THE RECRUITMENT OF EX-OFFENDERS
Background
It is a legal requirement that all registered bodies and prospective employers must treat DBS applicants who have a criminal record fairly and do not discriminate because of a conviction or other information revealed.  It also obliges registered bodies and employers who are providers of regulated activity (including schools) to have a written policy on the recruitment of ex-offenders.

Statement
As an organisation using the DBS checking service to assess applicants’ suitability for positions of trust, St Catherine’s complies fully with the Code of Practice and undertakes to treat all applicants for positions fairly.  The organisation undertakes not to discriminate unfairly against any subject of a DBS check on the basis of a conviction or other information revealed.

St Catherine’s is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependents, age, physical/mental disability or offending background. A summary of this written policy on the recruitment of ex-offenders is made available to all DBS applicants at the outset of the recruitment process by inclusion in the application pack.

As a regulated activity provider, all paid employees at St Catherine’s are in regulated activity and therefore subject to DBS checks.

In relation to volunteers and contractors, the organisation only requests a DBS check after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.

For those positions where a DBS check is required, all application forms, job adverts and recruitment briefs will contain a statement that a DBS check will be requested in the event of the individual being offered the position.

St Catherine’s encourages all applicants called for interview to provide details of their criminal record at an early stage in the application process.  It is requested that this information is sent (under separate, confidential cover) to the Principal and it is guaranteed that this information will only be seen by those who need to see it as part of the recruitment process.

St Catherine’s 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.  The organisation also ensures that they have received appropriate guidance on the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974 and know how to access advice and support.

At interview, or in a separate discussion, St Catherine’s 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.

St Catherine’s makes every subject of a DBS aware of the existence of the Code of Practice and makes a copy available on request.
St Catherine’s undertakes to discuss any matter revealed in a DBS check with the person seeking the position before withdrawing a conditional offer of employment.  This discussion and any subsequent risk assessment may be undertaken by senior leaders in the organisation.
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