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WOODHOUSE GROVE SCHOOL

Support Staff 

Application Pack

Equal Opportunities Employer 
Woodhouse Grove School is committed to eliminating discrimination and encouraging diversity amongst our workforce. We aim to provide quality and fairness for all job applicants and employees and not to discriminate, or to receive less favourable treatment, on grounds of age, disability, race, gender reassignment, marriage and civil partnership, pregnancy and maternity, religion or belief, sex or sexual orientation, or is disadvantaged by conditions or requirements which cannot be shown to be justifiable. 

Employment decisions will be made on the basis of each applicant’s job qualifications, skills, experience, and abilities. Applicants or employees with questions or concerns relating to discrimination for any of the reasons listed above should contact Human Resources on recruitment@woodhousegrove.co.uk.
Child Protection and Safeguarding Policy 
Woodhouse Grove School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment by complying with the School’s Safeguarding Policy and Staff Code of Conduct at all times.  Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and The Disclosure and Barring Service. 
[image: image2.png]A
i





APPLICATION FORM FOR A SUPPORT STAFF APPOINTMENT

Before completing this form, please read the notes on the back page. 

When completed, please return to the recruitment@woodhousegrove.co.uk
	Personal Details

	Name:
	
	Post applied for:
	

	
	
	
	

	Previous Surname(s): 
	
	Title: (e.g.Miss, Mrs, Mr etc)
	

	
	
	
	

	Date of Birth:
	
	Status:
	Married/Single    

	
	
	
	

	Age last birthday:
	
	
	

	
	
	
	

	Address:
	Telephone:
	(H)

	
	Mobile:
	(M)

	
	Email:
	

	

	

	
	
	
	

	National Insurance Number:

	CRIMINAL CONVICTIONS

As the job for which you are applying involves substantial opportunity for access to children, it is important that you provide us with legally accurate answers.  Upfront disclosure of a criminal record may not debar you from appointment as we shall consider the nature of the offence, how long ago and at what age it was committed and any other relevant factors.  Please submit information in confidence enclosing details in a separate sealed envelope which will be seen and then destroyed by the HR Manager/Operations Director.  If you would like to discuss this beforehand, please telephone in confidence the HR Manager /Operations Director for advice.
Please disclose any unspent convictions, cautions, reprimands or warnings.  Please note that the amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain spent convictions and cautions are “protected” and are not subject to disclosure to employers and cannot be taken into account.  Guidance and criteria on the filtering of these cautions and convictions can be found at the Disclosure and Barring Service website www.gov.uk/dbs.


	Do you have any family/close connections or relationships to existing employees, Governors, parents or pupils at Woodhouse Grove?  If so, please give details:

Are you entitled to work in the United Kingdom?   Yes/No  (Please delete as necessary)
Do you require a Work Permit?                                   Yes/No  (please delete as necessary)
Do you require any reasonable adjustments to attend an interview?         Yes/No  (please delete as necessary)

	EMPLOYMENT EXPERIENCE

	Current or last occupation/position/scheme

Salary:
	Date started:

Date left (if applicable):

Reason for Leaving:

Permanent/Temporary (please delete as appropriate)

	Employer:

Address:



	Briefly describe your duties:



	Previous Jobs or Work Experience (Most recent first)

You may attach a continuation sheet if required.  

All employment since leaving School, along with relevant dates, must be detailed.


	Post
	Company
	Part/Full Time
	Start date
	End date
	Reason for Leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Education


	Please give a full history (in reverse chronological order) of any educational institutions attended, secondary & beyond. (Continue on separate sheet if necessary)

	University/College/School
	Part/Full Time?
	Start date
	End date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Academic Qualifications

	Please list all professional & 16+ qualifications (& GCSE/O level English & Maths) – most recent first

	Level
	Subject
	Grade/Level
	Awarding Body
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Are there any health or personal considerations which might affect your performance in the advertised post that the School should be aware of? 



	If so, please give details:



	Do you consider yourself to be disabled?                       YES / NO


	How many days were you absent from work during the last 12 months?



	If more than 5 days, please state reasons:



	Knowledge

Please show that you have the knowledge asked for in the Job Description gained either through work, education, home or voluntary activities.



	Experience
Please show that you have the experience asked for in the Job Description gained either through work, home or voluntary activities.


	Skills
Please show that you have the skills asked for in the Job Description gained either through work, home or voluntary activities.



	Additional Information

Please use this section if there is any other information you wish to add in support of your application.



Please Read this Section Carefully
	All posts involving direct contact with children are exempt from the Rehabilitation of Offenders act 1974.  However, amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain spent convictions and cautions are ‘protected’.  These are not subject to disclosure to employers and cannot be taken into account.  Guidance and criteria on the filtering of these cautions and convictions can be found on the Ministry of Justice website or see here.

Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview.  You may be asked for further information about your criminal history during the recruitment process.  If your application is successful, this self-disclosure information will be checked against information from the Disclosure & Barring Service before your appointment is confirmed.



	Declaration

	

	I confirm that the above information is complete and accurate, and I understand that any offer of employment is subject to a) references which are satisfactory to the school b) a satisfactory enhanced DBS certificate and check of the Barred list where relevant c) the entries on this form proving to be complete and accurate and d) a satisfactory medical report, if appropriate.  I confirm that I have not been disqualified from working with children, cautioned or sanctioned in this regard.
Tick as appropriate;
I have nothing to declare 
OR

I enclose a confidential statement


	Signed:
	

	Date:
	


Woodhouse Grove School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
	Referees

	Please provide the names, addresses and telephone number of at least two employment referees.  One referee must be your current or most recent employer.  Where you are not currently working with children but have done so previously, one referee must be from the employer by whom you were most recently employed in work with children.  References will be sought on all short-listed candidates before interview. We reserve the right to contact any previous employer for a reference, unless we are informed otherwise.


	Please note, references will not be accepted from relatives or from referees writing solely in the capacity of friends.

	Referee 1
	Referee 2

	Name:
	Name:

	Position:
	Position:

	Organisation:
	Organisation:

	Address:
	Address:

	
	

	
	

	
	

	
	

	Telephone:
	Telephone:

	Email:
	Email:


Notes:

1. Woodhouse Grove School is an Equal Opportunities employer.

2. Woodhouse Grove School is committed to safeguarding & promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
3. The successful applicant will be required to complete a Disclosure Application Form in order that the school can obtain an Enhanced Disclosure from the Disclosure and Barring Service.

4. Applications not submitted on this standard application form will not be accepted.  Applications can be accompanied by a Letter of Application and a Curriculum Vitae.

5. Any gaps in both your Employment Record and your Education Record should be carefully explained in your Letter of Application.

6. Please note that references may be sought on any short listed candidates before interview.  Only in exceptional circumstances will the School accede to an applicant’s request to approach their current employer if they are the successful candidate.

7. Providing false information in an application is an offence and could result in the application being rejected, or in the summary dismissal if the applicant has been selected, and possible referral to the police.

8. All candidates accept that by signing their application form all or part of the information provided on this form may be used and processed by Woodhouse Grove School for recruitment and personnel administration and for equality monitoring.  Such use will be subject to the provisions of the Data Protection Act 1998.
When completed please return with your Letter of Application to:

Human Resources, Woodhouse Grove School, Apperley Bridge, West Yorkshire BD10 0NR.  Telephone: 0113 250 2477 or recruitment@woodhousegrove.co.uk 
Details on how Woodhouse Grove School will use the information you provide can be found at www.woodhousegrove.co.uk/yourprivacy
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Woodhouse Grove School

REFERENCE CONSENT FORM

I give my consent to Woodhouse Grove to approach my references or any Employers stated on my application form, for the purpose of obtaining current or previous employment reference information or any other information relevant to my application, including safeguarding information. 

NB: Please be aware that we will be supplying your date of birth for reference purposes. 

Name (Print): 




Date of Birth:


Signature: 




Date:
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