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      The Hertfordshire & Essex High School
      and Science College
APPLICATION FORM (Support Staff)

Please complete in BLACK INK as this form will be photocopied
	Post applied for:




1
PERSONAL DETAILS

	Forename(s)


	Surname

	  Please give any former forename(s) and/or surname(s):


	Title
	Date of Birth


	National Insurance No.
	
	
	
	
	
	
	
	
	

	Address











Post Code

	Home telephone no

	Mobile/daytime telephone no
	e-mail


2
CURRENT EMPLOYMENT

	Period of notice required in your present job


	Date appointed

	Employer’s name and address


	Full/Part-time (hours per week)

	

	Post held
	Salary 

	Main duties and responsibilities




3
REFERENCES 
(Please give names, addresses and occupations of two referees, who should not be related to you.  One referee must be your present/most recent employer.)

	Name


	Name



	Position


	Position

	Address




Postcode
	Address




Postcode

	Telephone
	Telephone

	Fax
	Fax

	e-mail address
	e-mail address

	If you are known to your referees by another name (eg. previous name) please inform the referees of your present name and advise that we may be in contact, when you have given us permission to so do.  Please advise us if you would prefer a referee to be approached only if you are shortlisted for interview.


4
EDUCATION

	Secondary School(s)
	From
	To
	Examinations passed
	Level
	Year taken

	
	
	
	
	
	

	College/University
	From
	To
	Subjects Studied
	Results/Grades/Class

	
	
	
	
	


5
ANY OTHER QUALIFICATIONS OR ATTAINMENTS (Please include details of qualifications gained, courses attended, college and dates, membership of professional bodies as appropriate.) 

	


6
PREVIOUS EMPLOYMENT (Please ensure this includes all employment since the age of 18, continuing on a separate sheet if necessary.)
	Dates

From    /    To
	Employer
	Post held
	Salary and Grade on leaving
	Reason(s) for leaving

	
	
	
	
	


7
LEISURE ACTIVITIES (Please include membership of clubs and societies and positions of responsibility held, voluntary work undertaken etc)

	


8
LETTER OF APPLICATION (Please give your reasons for applying for this post, an outline of the experience, skills and abilities which make you suitable for the post advertised, together with any other information you consider to be relevant.  You may continue on a separate sheet if necessary.)
	


9
DISCLOSURE & BARRING SERVICE CHECK

	The school is committed to safeguarding children and young people.  Full employment checks will be undertaken.

The law requires the holder of this post to be checked by the Disclosure & Barring Service, to protect children and vulnerable adults and to safeguard positions of trust.  The position is exempt from the Rehabilitation of Offenders Act of 1974 so, if you are shortlisted for interview, you will be asked to declare details of any criminal record, even convictions that are ‘spent’ according to the Act.  If your application is taken further, this information will then be checked against Disclosure & Barring Service files.  You will be provided with full information at each stage.




10
APPLICANT’S STATEMENT

	I confirm that the statements in this application are true, and that I am happy for referees to be contacted and employment checks to be carried out in pursuance of this application.



	Signature


	Date

	May we remind you that providing false information is an offence and could result in the application being rejected, or summary dismissal if the applicant has been selected, and possible referral to the police.



11
JOB INFORMATION SOURCE
	FROM WHICH SOURCE DID YOU LEARN OF THIS VACANCY?


	


In the interests of economy, receipt of this application form will not be acknowledged unless specifically requested

(in which case, please enclose sae).
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