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MARCHANT-HOLLIDAY SCHOOL

North Cheriton Templecombe Somerset BA8 0AH

Telephone: 01963 33234

	Instructions

· Please fill in all sections as well as the Recruitment Monitoring Form.

· Please write in black ink so the form can be photocopied.

· Put your name at the top of any additional sheets you use.

· Sign and date the declaration at the back of this form and the Recruitment Monitoring Form. 

The information that you provide on this form will be handled and stored in accordance with current Data Protection legislation. All records from the recruitment process will be held for 6 months after which they will be destroyed, except for those of the successful candidate.



	1 Post applied for
	

	


2 Personal Details

	Title
	Surname
	First Names


	Have you ever used any other names? Yes/No

(if yes, please state) 
	Home Telephone



	
	Work Telephone



	Date of Birth

	Mobile telephone

	National Insurance Number:


	E-mail (personal or work – please specify)

	Teacher Registration No (if applicable):


	

	Current Address (in full)


	Previous Addresses (please provide your most recent addresses where you have lived in the last five years, use continuation sheet if necessary)



	Do you hold a valid driving licence for use in the UK?  Full / Provisional / Other (please specify)

	Yes/No
	Do you have any existing connections to Marchant Holliday School?  If so, please give details



	3 Current or most recent employment

	

	Name and address of employer
	
	Job Title

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	4 Employment History

	

	Please list all full or part time employment and voluntary work undertaken during the past 10 years, starting with the most recent..


	Employer’s name and address
	
	Dates from/to (month/year)
	
	Job Title
	
	Weekly Hours
	
	Reason for leaving

	
	
	
	
	
	
	
	
	

	

	5 Breaks in employment history

	

	If you have had any breaks in employment, education or training since leaving school, please give dates and details of your activities during these times, e.g. unemployment, raising a family, study, voluntary work etc. Make sure all breaks are specified.


	Dates from/to
	
	Reason for break

	
	
	

	

	6 Education and qualifications

	

	

	

	Dates from/to
	
	Educational establishment
	
	Name of course/qualifications gained, grades and details of awarding bodies

	
	
	
	
	

	

	7 Membership of, or registration with, professional bodies

	

	Name of professional body
	
	Level/Type of membership
	
	Reg. Number
	
	Renewal date

	
	
	
	
	
	
	

	

	8 Other relevant training e.g. short courses, personal development, special projects

	

	Date
	
	Organising body
	
	Brief description of course content

	
	
	
	
	


	9 Supporting information

	

	Please provide a brief summary of the reasons you are interested in becoming a governor.  An outline of your relevant past experience and what skills/qualities you feel you could bring to the role would also be useful.


	


	10 References

	Please supply the names and contact details of two people who we may contact for references.  One of these must be your current or most recent employer.  If your current / most recent employment does / did not involve work with children, then your second referee should be from your employer with whom you most recently worked with children (if appropriate).  Neither referee should be a relative or someone known to you solely as a friend.  The School reserves the right to take up references for all shortlisted candidates before interview and to take up references from any previous employer.  Please indicate if this could be problematic.


	Reference 1

	Title
	
	Name
	
	
	

	
	
	Telephone

	Organisation
	
	
	

	
	
	

	Occupation
	
	
	Fax No

	
	
	

	Address  (in full)
	
	Email Address

	
	
	

	
	
	

	
	
	How do they know you?

	Postcode
	
	
	

	

	Reference 2

	Title
	
	Name
	
	
	Telephone

	
	
	

	Organisation
	
	
	

	
	
	

	Occupation
	
	
	Fax No

	
	
	

	Address  (in full)
	
	Email Address

	
	
	

	
	
	How do they know you?

	Postcode
	
	
	

	

	11 Criminal Record

	Appointment to the governing body is conditional upon the School receiving an Enhanced Disclosure from the Disclosure and Barring Service (DBS) which the School considers to be satisfactory.  The School applies for an Enhanced Check for Regulated Activity from the DBS (which includes a check of the Children's Barred List) in respect of all positions at the School which amount to regulated activity.  It is unlawful for the School to employ or utilise the services of anyone who is barred from working with children.  It is a criminal offence for any person who is barred from working with children to attempt to apply for a position at the School.  If you are successful in your application you will be required to complete a DBS Disclosure Application Form.  Any information disclosed will be handled in accordance with any guidance and / or code of practice published by the DBS. The School is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions, reprimands and final warnings (including those which would normally be considered “spent” under the Act) must be declared.  You are not required to disclose a caution or conviction for an offence committed in the United Kingdom if it has been filtered in accordance with the DBS filtering rules (see Appendix 1 to this form).  If you have a criminal record this will not automatically debar you from employment.  Instead, each case will be assessed fairly by reference to the School’s objective assessment procedure set out in the School’s recruitment, selection and disclosure policy and procedure. It is a condition of your application that you answer the questions below.  Before doing so please read Appendix 1.



	12 Arrangements for people with disabilities

	

	If you have a disability and have demonstrated in your supporting information that you meet the minimum (essential) criteria for the vacancy you will be invited for interview.

We will make reasonable adjustments to the recruitment and selection process (and to the job for successful candidates) if you let us know what your requirements are.

	

	Do you have a disability?
	
	Yes
	
	No

	(For definition of disability please see the Recruitment Monitoring Form)

	

	Are there any special facilities you would like us to provide to help you attend or participate in an 

	interview, or to perform this job?
	
	Yes
	
	No

	

	If ‘yes’, please give details:



	

	

	13 Asylum and Immigration Act 1996

	Do you need a Work Permit or Worker Registration Certificate to work in the UK?

	
	
	Yes
	
	No

	

	


	

	14 Declaration

	

	· I confirm that the information I have given on this application form is true and correct to the best of my knowledge.

· I confirm that I am not on the Children’s Barred List, disqualified from working with children or subject to sanctions imposed by a regulatory body.

· I confirm that I am not subject to a direction under section 142 of the Education Act 2002 or section 128 of the Education and Skills Act 2008 which prohibits, disqualifies or restricts me from teaching or being involved in the management of an independent school.

· I understand that providing false information is an offence which could result in my application being rejected or (if the false information comes to light after my appointment) summary dismissal and may amount to a criminal offence.

· I consent to the School processing the information given on this form, including any ‘sensitive’ information, as may be necessary during the recruitment and selection process.

· I consent to the School making direct contact with the people specified as my referees to verify the reference.

· I confirm that, to the best of my knowledge, I am not disqualified from working in early years provision or later years provision with children under the age of eight.



	Signature
	
	
	Date
	


Where this form is submitted electronically and without signature, electronic receipt of this form by the School will be deemed equivalent to submission of a signed version and will constitute confirmation of the declaration at Section 12.

	For office use only

	
	

	
	Shortlisted
	
	Appointed


Spent convictions and the DBS filtering rules

Spent convictions

	Sentence
	Rehabilitation period
(in all cases the period commences from the date of the conviction)

	
	Aged over 18 at the time of the conviction
	Aged under 18 at the time of the conviction

	Prison sentence of more than 4 years
	Never
	Never

	Prison sentence of more than 30 months but less than or equal to 4 years
	Length of sentence + 7 years
	Length of sentence + 3.5 years

	Prison sentence, or sentence of detention, of more than 6 months but less than or equal to 30 months
	Length of sentence + 4 years
	Length of sentence + 2 years

	Prison sentence, or sentence of detention, of less than or equal to 6 months
	Length of sentence + 2 years
	Length of sentence + 18 months

	Removal from HM Service
	1 year
	6 months

	Service detention
	1 year
	6 months

	Community order
	1 year
	6 months

	Fine
	1 year
	6 months

	Youth rehabilitation order
	N/A
	6 months

	Compensation order
	Once paid in full
	Once paid in full

	Hospital order
	At the end of the order
	At the end of the order

	Conditional discharge, binding over, care order, supervision order, reception order
	At the end of the order
	At the end of the order

	Absolute discharge
	Spent immediately
	Spent immediately

	Disqualification
	End of the disqualification
	End of the disqualification

	Relevant order
	End of the order
	End of the order

	Conditional cautions
	Once conditions end
	Once conditions end

	Caution, warning, reprimand
	No period
	No period


Filtering rules

You are not required to disclose information about spent criminal convictions for offences committed in the United Kingdom if you were over 18 years of age at the time of the offence and:

· 11 years have elapsed since the date of conviction;

· it is your only offence;

· it did not result in a custodial sentence; and

· it does not appear on the list of “specified offences”.


You are not required to disclose information about a spent caution in relation to an offence committed in the United Kingdom if you were over 18 years of age at the time of the offence and six years has elapsed since the date it was issued, and provided it does not appear on the list of “specified offences”.

You are not required to disclose information about a spent criminal conviction if you were under 18 years of age at the time of the offence and:

· five and a half years have elapsed since the date of conviction; 

· it is your only offence; 

· it did not result in a custodial sentence; and

· it does not appear on the list of “specified offences”.


You are not required to disclose information about a spent caution if you were under 18 years of age at the time of the offence and two years has elapsed since the date it was issued, and provided it does not appear on the list of “specified offences”.

The list of “specified offences” that will always be disclosed can be found at: 

www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
	Recruitment Monitoring Form
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MARCHANT-HOLLIDAY SCHOOL

North Cheriton Templecombe Somerset BA8 0AH

Telephone: 01963 33234

	The information supplied on this form is strictly confidential and does not form part of your application. This page will be removed from your application form and the information will not be taken into account when making the appointment.

The information you provide will be handled and stored in accordance with the Data Protection Act 1998.

Marchant Holliday School is committed to ensuring that applicants and employees from all sections of the community are treated equally and not discriminated against on the grounds of gender, colour, race, nationality, marital or civil partnership status, religion or belief, sexual orientation, disability or age.

This form assists us in monitoring who is applying for employment with us, our adherence to equal opportunities best practice and our progress towards identifying any barriers to diversity among our workforce.  These objectives comply with the requirements of the Equality Act 2010.

We shall be grateful if you will complete this form and return it with your completed Application Form but in a separate envelope.  You are not obliged to answer all the questions but the more information you supply, the more effective our monitoring will be.  The information you provide will be used solely for monitoring purposes.  It will be kept securely and not opened until the recruitment process is complete.  Thank you for your assistance.

When completing this form please tick the boxes which most closely relate to you.


	Please fill in all sections in black ink

	

	Post Title
	

	

	Post Reference
	
	
	Male
	
	Female
	
	

	

	Surname
	
	
	Age    I am
	
	Under 21

	

	First Names
	
	
	
	21 – 30
	
	51 – 60

	

	Nationality
	
	
	
	31 - 40
	
	60 - 64

	

	
	
	41 - 50
	
	65 or over

	

	Vacancy
	Religion

	I heard about this vacancy through:

	If you feel the choices below do not provide a suitable option, please write how you would describe your religion.

	
	
	Internal Bulletin
	

	
	

	
	
	Job Centre
	
	Christian
	
	Hindu

	

	
	
	Local Newspaper*
	
	Sikh
	
	Buddhist

	

	
	
	National Newspaper*
	
	Judaism
	
	None

	

	
	
	Professional/trade journal*
	
	Muslim
	
	Other*

	

	
	
	Other (please specify):
	
	

	
	

	
	
	


	Ethnic origin

	The following categories are recommended by the Commission for Racial Equality.  If you feel the choices do not provide a suitable option, please write how you would describe your ethnic origin.

	(a) White
	(b) Mixed

	
	British
	
	White and Black Caribbean

	

	
	Irish
	
	White and Black African

	

	
	Any other white background
	
	White and Asian

	

	
	
	Any other mixed background

	

	(c) Asian or Asian British
	(d) Black or black British

	
	Indian
	
	Caribbean

	

	
	Pakistani 
	
	African

	

	
	Bangladeshi
	
	Any other black background

	

	
	Any other Asian background
	If you have ticked one of the ‘any other’ boxes, 

	
	
	please describe your ethnic origin below.

	(e) Chinese or other ethnic group
	

	
	Chinese
	

	
	

	
	Any Other
	

	
	
	
	

	Disability


	Do you have a disability?
	
	Yes
	
	No

	
	
	
	

	Definition of Disability

The Equality Act defines a disability as a "physical or mental impairment" which "has a substantial and long-term adverse effect on a person's ability to carry out normal day-to-day activities".  An effect is long-term if it has lasted, or is likely to last, over 12 months or for the rest of the life of the person affected.  


	Consent

For the purposes of compliance with the Data Protection Act 1998, I hereby confirm that by completing this form I give my consent to Marchant Holliday School processing the data supplied above in connection with monitoring compliance with its equal opportunities obligations and policy.  I also agree to the storage of this information on manual and computerised files.



	Signature
	
	Date
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