ENGAGE IN THEIR FUTURE
Please complete in your own handwriting, in black ink

	APPLICATION FOR THE POST OF:


	Administration and Strategic Support Officer


	PERSONAL DETAILS



	Last Name:


	Title (e.g. Mr/Mrs/Miss/Ms):



	Forename(s):


	Preferred Name:

	Home Address:

Postcode:

	Telephone No.:                                                   (Daytime)
	                                                                             (Evening)

	Mobile:


	E-mail:

	National Insurance No:
	If appointed is a work permit required?
	Yes
	
	No
	

	DfE Reference No:

(Teachers only)
	Do you hold QTS?
	Yes
	
	No
	

	Are you related to any person employed by, or connected with Engage In Their Future?


	Yes
	
	No
	

	Name


	Job Title

	Relationship



	Direct/indirect canvassing in relation to this application will render you liable to disqualification



	Exactly where did you first see this advert?



	Do you have any disability/health problems that may require special arrangements for the interview process?  If “Yes” please give details.




DATA PROTECTION ACT
The information provided within this application may be used for statistical analysis and to obtain references from past and current employers.  For applicants joining SES Ltd, the information provided will be used to administer company operations in connection with their employment.  Unsuccessful applications will be destroyed after six months.
	PRESENT (or LAST) EMPLOYER



	       Dates
	Name & Address of Employer, Nature of the Business
	Position Held
	Current/Last Salary 

	From
	To
	
	
	

	
	
	
	
	

	Reason for leaving or wishing to leave current/last employment:

	

	Notice Required:
	
	Current pay scale and spinal column pt (e.g. NJC/Teachers CPS):
	

	Please give a brief description of current duties and responsibilities



	


	PREVIOUS EMPLOYMENT (We require your lifetime employment history.  Most recent first.  Please also account for any gaps in employment)


	Dates
	Name and address of previous employer(s), nature of the business, and your reason for leaving
	Job Title and Pay Level

	From
	To
	
	

	
	
	
	

	Please provide details of any time not spent in employment or education, including periods of unemployment

	From
	To
	
	

	
	
	
	


	EDUCATION AND QUALIFICATIONS



	START WITH THE MOST RECENT AND WORK BACKWARDS

Successful candidates will be asked to provide original certificates

	From
	To
	School/College
	Certificates/Qualifications Awarded & Dates

	
	
	
	

	OTHER QUALIFICATIONS/PROFESSIONAL MEMBERSHIP/RELEVANT TRAINING COURSES and DATES

Please provide details of any language(s) and degree of fluency you may have, including sign language

	Qualification/Professional Membership/Relevant Course


	Date Achieved/

Date Attended

	
	


	FURTHER INFORMATION IN SUPPORT OF YOUR APPLICATION



	ABILITIES, SKILLS, KNOWLEDGE AND EXPERIENCE

This is the most important part of your application as it tells us why you think you are suitable for this post.  You will be judged against the Job Description and Person Specification as well as your interview.

Always be specific.  General phrases such as “I have the required skills” or “I am confident I can do the job well” are of no value without a clear explanation.  Draw on all aspects of your work and life experience.  (Continue on a separate sheet if required)

	

	LEISURE INTERESTS (Please give brief details of active interest, membership of clubs etc.)

	

	DRIVING (Circle the correct answer)


	Do you hold a full, clean, current driving licence for a car with a manual gearbox?

(If “No” please give details with dates)


	YES
	NO

	Have you ever been disqualified from holding a driving licence?


	YES
	NO

	Have you ever been refused insurance for a motor vehicle?


	YES
	NO

	Do you have a car available for work?


	YES
	NO

	PROFESSIONAL CONDUCT (Circle the correct answer)


	Have you any outstanding disciplinary action against you with your present employer?

	YES
	NO

	Have you ever been the subject of a disciplinary action of any kind?

(If “Yes” please give details with dates)

	YES
	NO


	CRIMINAL CONVICTIONS (Circle the correct answer)


	Do you have any criminal convictions, cautions or bindovers spent or otherwise?    

(If you have answered “YES” to the above question, please complete the enclosed Rehabilitation of Offenders Act 1974 form, place it in an envelope and return it with your completed application form.*)


	YES


	NO


* The post for which you have applied is defined as exempted employment within the terms of the Rehabilitation of Offenders Act 1974 (Exemption) Order 1975, as amended.  You are therefore required to declare any convictions that have been imposed on you, whether or not they would, in terms of the Act, be classed as spent.  Declaration of any convictions will not necessarily bar you from employment. This will depend on the circumstances and background to your offence(s).  All applicants who are offered employment will be subject to a DBS Enhanced Disclosure before the appointment is confirmed.  This will include details of cautions, reprimands or final warnings as well as convictions.

continued…….

	CAPABILITY TO FULFIL THE INTRINSIC REQUIREMENTS OF THE JOB


Please ensure that you have read the Job Description and Person Specification fully.

Specialist Education Services is not allowed to employ persons who are deemed “not fit” to work with children.  This includes being physically and mentally unfit for the purposes of the job set out in the job description and personnel specification.  Withholding or providing incorrect information in your application form will result in not being considered for employment or summary dismissal.

	1    Is there any reason why you may not be able to fulfil the intrinsic requirements    

      of the job you have applied for as described in the Job Description and  

      Person Specification?
	YES
	NO

	If the answer to question 1 is ‘Yes’, then please give details below.



	2    Do you smoke?
	YES
	NO

	       If “yes” can you refrain from doing this during working hours?
	YES
	NO

	If the answer to question 3 is ‘Yes’, then please give details below.




	REFERENCES

Please provide three referees who are able to comment on your suitability for the post for which you are applying. References will not be accepted from relatives or people writing solely in the capacity of friends.  We reserve the right to approach previous employers to verify information, experience or qualifications.  Referees will be asked about any disciplinary offences relating to children.  References will be requested prior to interview if you are shortlisted.



	Present/Last Employer (Company Name):

Referee’s Name:

Position Held:                                                       Length of time known:

Address:

Postcode                                                                                    Tel No:

Email Address


	Next Previous Employer (Company Name):

Referee’s Name:

Position Held:                                                       Length of time known:

Address:

Postcode                                                                                    Tel No:

Email Address



	Character Reference
(references will not be accepted from people writing solely in the capacity of friend or family)
Referee’s Name:

Capacity known:                                                       Length of time known:

Address:

Postcode                                                                                    Tel No:

Email Address




	DECLARATION



	· In signing this declaration I verify that I am not named on DCSF List 99, disqualified from work with children or subject to sanctions imposed by any regulatory body (e.g. the General Teaching Council), or on the Protection of Vulnerable Adults List.

· I understand that appointment to this post is conditional on the information supplied with my application being correct and that if I have withheld any information or any information is found to be false, I may be summarily dismissed.

· The statements made by me in this application form and on any additional sheets are true and accurate to the best of my knowledge and belief, and that I have not omitted any facts that may have a bearing on my employment.

· I hereby consent to the processing of the above data in accordance with the current Data Protection legislation.
Signature of applicant:                                                                        Date:




Please return completed forms to Jon Lees, Spring Cottage, The Street, Earsham, Bungay, Norfolk, NR35 2TY
Please note if we do not contact you within 4/6 weeks of the published closing date  (or in the absence of a closing date, within 4/6 weeks of the date on which you submitted your application), then you have not been short listed for an interview.  

	EQUAL OPPORTUNITIES

Specialist Education Services is an equal opportunities employer.  All suitably qualified applicants will considered regardless of race, gender, disability etc. As part of this process, we need to monitor our recruitment process.  It would be very helpful if you could complete the following information which relates only to monitoring, NOT selection. This information is treated as confidential.

On receipt it will be separated from the application form before shortlisting takes place.



	Application for the post of:



	Where did you see this post advertised?




Please give the following information about yourself:

	Gender                                                                          
	Male                            
	
	Female
	

	Date of Birth:   






	Age:

	Nationality: (Please specify)


	Do you consider yourself to have a disability as defined by the Disability Discrimination Act?

	Yes
	
	No
	
	

	If yes, please give details:



	Please quote registered disabled number where applicable:



	How would you describe your ethnic origin?

	White
	
	Black
	Asian



	Other please specify

	African
	
	Bangladeshi 


	

	
	Afro-Caribbean
	
	Pakistani


	

	
	Other please specify
	Indian
	

	
	
	Chinese


	

	
	
	Other please specify



	Have you any comments on the content of this Application Form?





DISQUALIFICATION FOR CARING FOR CHILDREN REGULATIONS 2004 DISCLAIMER FORM

The Regulations set out grounds for disqualification from caring for children.

I confirm that:

1
No child of whom I am a parent has been made the subject of a care order.

2
No child has been prevented from living with me by a court order other than a custody or residence order in favour of the child’s other parent


3
No child has been removed from my care by a
court order other than a custody or residence order in favour of the child’s other parent

4
I have not carried on, been concerned in the management of, or had any financial interest in a private or voluntary children’s home that has been refused registration.

5
I have not carried on, been concerned in the management of, or had any financial interest in a private or voluntary children’s home that has its registration cancelled.

6
I have not been prohibited from being a private foster parent.

7
I have not been refused registration in respect of nurseries, day care, child minding or any other registered services.

I have read and understood the above and declare that I am not disqualified from caring for children under The Disqualification for Caring for Children’s Regulations 2004.

Name: (please print).………………………………………………………………………………

Signed:………………………………………….………………….   

Date:…………………………

(If you are unable to sign the above please indicate which and give circumstances with dates as appropriate)

Strictly Private and Confidential Addendum to Application to be Completed by any 

Candidate who has answered “YES” to the Criminal Convictions question on page 6


THE REHABILITATION OF OFFENDERS ACT 1974

Your attention is drawn to the fact that the post you are applying for is excluded from the provisions of Section 4 (2) of the Rehabilitation of Offenders Act 1974 (Exceptions Order 1975).  Therefore you must disclose information about any convictions which for other purposes are ‘spent’ under the provisions of the Act.  All successful applicants are subject to an Enhanced level of Disclosure check by the Criminal Records Bureau before the appointment is confirmed.  This will include details of cautions, reprimands or final warnings, as well as convictions.

You are informed that failure to bring any conviction to the notice of Engage In Their Future either on this form or at a subsequent interview, may lead to withdrawal of the job offer or disciplinary action, including summary dismissal where appropriate.

All information will be treated in the strictest confidence.  If your application is unsuccessful, the form will be kept for six months, along with your application form and then both documents will be destroyed.  Any disclosure will not, of itself, preclude you from consideration for employment with Engage In Their Future.

Please complete the information below.

Job Applied For…………………………………………………………………………

Forename……………………………………………………………..………………...

Surname…………………………………………………………………………………

Have you ever had any convictions, cautions or bindovers at any time?           YES/NO

If YES, please give details below of each item and the date(s).  (Continue overleaf if required).

Signed…………………………………….


        Date……………………

NOW SEAL THIS FORM IN AN ENVELOPE MARKED “CONFIDENTIAL – REHABILITATION OF OFFENDERS ACT” AND STAPLE THE ENVELOPE TO YOUR COMPLETED APPLICATION LETTER.

Thank you. 

Engage In Their Future Application for Employment: 1019
1

