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Elburton Primary School
Haye Road South, Elburton, Plymouth. PL9 8HJ
01752 404489 

admin.elburton@elburton.plymouth.sch.uk

Headteacher: Mrs M Anderson
Application for Non-Teaching Support Staff 
	Name
	

	Position Applying for


	


(Please complete in black ink)
**Important**
You should read the notes below before completing this form

How to apply:

Please complete this form, i.e. pages 1 to 6 inclusive.
Returning this form:

This form must reach us by the closing date, late applications cannot be considered. Please send it to the Headteacher at the School address specified in the advertisement.

Our promise to you:

Our pledge of fairness is detailed on page 6 of this form.

Working for Elburton Primary School:

Elburton Primary School is an Academy. As such you will be employed by the Governors of Elburton Primary School. Some information about terms, conditions and benefits for employees is sent to candidates invited for an interview. If you would like further information at this stage, please contact the School.

Documentary evidence:

Candidates called for interview will be required to bring the following original documents* to the interview for verification purposes: i) Birth Certificate and ii) Certificates of academic and professional qualifications (where relevant).

Warning,
If you provide false information, this could lead to dismissal. If you do any sort of canvassing, it will lead to you being automatically disqualified. The successful applicant will also be required to produce the following documents to comply with a CRB check: Passport or Driving licence : photocard type; birth/marriage certificates plus a recent utility bill, credit card statement or bank statement.

*Photostat copy documents will not be accepted.

PRESENT EMPLOYMENT (if applicable)
	Name and Address of employer:


	

	Telephone number
	
	Job Title
	

	Date of Appointment
	
	Present Salary
	

	Notice Period
	

	Reason for wishing to leave
	

	Brief outline of duties
	


PREVIOUS EMPLOYMENT (most recent first)

	Employer/Voluntary Organisation
	Post Held
	Dates
	Salary/Grade
	Reason for Leaving

	
	
	
	
	


EDUCATION CHECKS (checks on qualifications will be made)

	Courses and relevant training:

Include results and examinations where applicable
	Dates
	Checked

(office use only)

	
	
	


MEMBERSHIP OF PROFESSIONAL/TECHNICAL BODIES

	Institute or Association
	How obtained

(e.g. examination or election)
	Date
	Grade of Membership

	
	
	
	


REFERENCES

Two referees are required.  One should be from your present or last employer if possible.  School leavers should give Head teacher.  If you have not been in employment in recent years, you are welcome to give a suitable alternative referee of your choice.

	Name
	
	Name
	

	Occupation
	
	Occupation
	

	Company Name
	
	Company Name
	

	Email address
	
	Email address
	

	Address

Post Code
	
	Address

Post Code
	

	Telephone Number
	
	Telephone Number
	


Referees will be contacted only for the successful candidate, when a provisional offer made or at earlier stages such as longlisting and shortlisting.  This will be in accordance to the policy of the Governing body.
LETTER OF APPLICATION

	Please write in support of your application, showing how your experience and qualifications are relevant, and how you would contribute to the post.

If you are a disabled person, and because of your impairment, cannot fulfill certain aspects of the Personal Specification, but you feel you can meet the job requirements, in an alternative/adjusted way, you can provide details here.

Please continue on a separate sheet if necessary.

Please ensure your name and other personal details do not appear in this section. 

	



	Personal details: Private and confidential


	Application no:  .………………

	Data Protection Act

Information from this application may be processed by computer for purposes registered by the Elburton School under the data protection legislation. Individuals have the right of access to computerized data, concerning them.

	1.
	Surname: 


	2.
	Forenames: 


	3.
	Address (including post code): 


Tel: 

Email: 


	4.
	Title: 


	5.
	Date of birth: 
National Insurance No.: 


	6.
	Do you need permission to work in the UK?
Yes (
No (

	7.
	Are you able to produce documents if asked for at an interview which demonstrate that you are entitled to work in the UK?
Yes (
No (

	8.
	If this post is open to job share, do you want to be considered for this option?
Yes (
No (

	9.
	Rehabilitation of offenders

Because of the nature of the work for which you are applying, this post is exempt from the Rehabilitation of Offenders Act 1974. You will be required to disclose, on a separate form, (DBS) all information about any convictions in a Court of Law, no matter when they occurred, or cautions, so that a Police check can be carried out if you are offered an appointment. If you are subsequently employed by the School, and it is found out that you failed to disclose any previous convictions or cautions, this could result in dismissal, or disciplinary action by the School. All information will be treated in confidence, and will only be considered in relation to an application for posts to which the exemption order applies.

Have you been convicted of any criminal offence?
Yes (
No (
If yes, please give details:

 


	
	Have you ever received a caution?

Yes (

No (


	
	If yes, please give details:  


	10.

10.

 for any appointment with Elburton Primary School who knows he/she is related to any member of the school, a Governor of the school or a senior officer is required to disclose that relationship when submitting an application. In educational establishment the designation ‘senior officer’ includes Headteacher, Deputy Head and Heads of Department. For other employees the designation includes anyone paid on Management Grade 1 or above. A candidate who fails to disclose such a relationship shall be disqualified for the appointment and if appointed shall be liable to dismissal without notice.
	A candidate for any appointment with Elburton Primary School who knows he/she is related to any member of the school, a Governor of the school or a senior officer is required to disclose that relationship when submitting an application. In educational establishment the designation ‘senior officer’ includes Headteacher, Deputy Head and Heads of Department. For other employees the designation includes anyone paid on Management Grade 1 or above. A candidate who fails to disclose such a relationship shall be disqualified for the appointment and if appointed shall be liable to dismissal without notice.
If yes, please give details:  



	11.
	Signature

I declare that all statements, made by me in my application for this post, are true to the best of

my knowledge.

Signed: 
Date: 


NB This form must be returned to the Headteacher, at the Elburton Primary, Haye Road South, Elburton, Plymouth PL9 8HJ


Our Governors' promise to you

Fairness

We will treat your application fairly and honestly, and consider it only in relation to the requirements of the job. We will do this regardless of whether or not you currently work for the School, another employer, or are unemployed. Your application will be processed in strict confidence.

Equal Opportunities

Our aim is to appoint the best person for the job.

The Whole Community

We welcome applicants from all sections of the community.

Disabled Applicants

We will interview all suitable disabled applicants. Wherever possible and reasonable, we will help a disabled person with the application process. If you consider yourself to be a disabled person and need such help, please contact the school. Please also see advice on page 4.

Application Number:





7








2

