	

	Sefton Council
Application for Employment

Confidential
	Important note:
Applicants should read the enclosed guidance notes carefully before completing this application form in black ink or typeface
Cvs must not be submitted in place of this form  

	For School Support Staff Appointments




	1. Post Details



	Position Applied For:								
	Grade:

	School:	


	Vacancy Ref No:



	2. Personal Details



	Title:

	NI Number:

	Name:

	Former Names:

	Address: 




Post Code:
	Day Time Tel:

	
	Home Tel:

	
	Mobile Tel No:

	
	E-Mail Address:

	Are you legally entitled to work in UK?      Yes ☐ No ☐


	Are you applying for this position under a government employment scheme? If so, please specify:-






	Where did you hear about this vacancy?:





	3. Education and Training



	[bookmark: _Hlk174613687]Secondary Education


	Date From
	Date To
	Secondary school/college attended 
	Qualifications attained (subjects and grades)
	Awarding Body 
	Date of Award

	
	
	
	
	
	




	Further/Higher Education


	Date From
	Date To
	College/University attended 
	Qualifications attained (subjects and grades)
	Awarding Body 
	Date of Award

	
	
	
	
	
	




	Other Qualifications/ Relevant Training

	(Please include subjects and grades, awarding body and dates for any qualifications and organising body, course title, date and duration of any training)




	Membership of Professional or Technical Bodies

	Title
	Date
	Level/grade
	By examination

	
	
	
	Yes ☐         No ☐

	
	
	
	Yes ☐         No ☐

	
	
	
	Yes ☐         No ☐




	[bookmark: _Hlk173939288]4. Employment Details



	Present (Or most recent employer if not currently in employment)

	Job Title:

	Name of Employer and full Address (include details of Local Authority if relevant):



Post Code:
	Brief description of duties/responsibilities:


	Nature of Business:
	

	Tel No:
	Date Appointed:

	Salary Grade and/or Range:
	Current Salary:

	Other Benefits/Allowances
	Notice Required or leaving date if already left:

	Reason for leaving:





	Previous Employment – Most recent post first


	Date From
	Date To
	Employer’s Name and Adress
	Position held
	Grade/salary
	Reason for leaving

	
	
	
	
	
	







	5. Volunteering/Gaps in Employment




	  Volunteering /Periods when not working:

	If there are any periods of time that have not been accounted for in your application, for instance, periods volunteering or spent raising a family or of extended travel, please give details of them here with dates.  The information provided in this form must provide a complete chronology from leaving education.  

	Date From 
	Date To 
	Reason

	
	
	




	
6. Additional Information




	Please provide a statement detailing how you meet the requirements of the Person Specification, why you are applying and why you feel you are a suitable candidate for the post.  If you have been involved in voluntary/unpaid activities, you should also include this information if relevant to the post.




  
 










	7. Rehabilitation Of Offenders Act 1974 & Disclosure



	
The job you are applying for is regulated and exempt from the provisions of the Rehabilitation of Offenders Act 1974 (ROA) 

It is a criminal offence to apply for a role working with children in regulated activity if you are barred from such work.

If you have any convictions, cautions, reprimands or final warnings that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013, 2020 and 2023), then the details of these must be disclosed if you are invited for interview. 

If you are shortlisted you will be asked to complete a self-disclosure declaration in which you must declare any relevant convictions, adult cautions or other matters which may affect your suitability to work with children. If you are asked to attend an interview, please ensure that you provide the self-disclosure to the school at least one day prior to the interview. If you do not provide this information the school reserves the right to withdraw the offer of interview. 

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013, 2020 and 2023) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.  Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.

Any information given will be treated in the strictest of confidence and will only be considered in relation to applications for such posts. The Authority supports the rehabilitation of offenders and possession of a conviction will not necessarily mean unsuitability for employment in exempt posts. All cases will be examined on an individual basis and given full and fair consideration.  

Offers of employment to regulated and exempt posts will be subject to receipt of a satisfactory Disclosure via the Disclosure and Barring Service.





	8. Referees



	Please enter the name, address, telephone number and email address of 2 referees.  Referees should be your present/most recent and previous employers, wherever possible.  However, neither should be a member of the selection panel or cabinet member of the council

	A minimum of two references should be provided, one must be from your latest or current employer. As the post you are applying for requires DBS clearance then you must provide 2 referees which must cover the past 2 years employment. *Where such references do not cover all employment within the last 2 years, you are asked to provide further references which must cover this period. 

*If the work you have undertaken in the last 2 years does not include work with children but you have previously held a post working with children then an additional reference should be provided from the last time you worked with children.

	Name:
Position:
Address:





Tel no:
Email:
	Name:
Position:
Address:





Tel no:
Email:

	Additional references, if required * see above 
	

	




	

	




	

	In line with DfE guidance on Keeping Children Safe in Education we will contact referees if you are shortlisted and we will request references prior to interview. If you have any concerns about us contacting your current employer, please contact us to discuss.




	9. Other Information



	Are you related to any elected member, or officer of Sefton Council?  If so, please state to whom and the nature of the relationship.







	10. Declaration



	I declare that the information given on this form is to the best of my knowledge correct.  I understand that canvassing, either directly or indirectly, of any Councillor or employee of the council or the giving of false or misleading information may lead to disqualification and, if appointed, may lead to my dismissal.

Furthermore, I understand that the information will only be used for recruitment and selection purposes and that it will only be kept on file by the authority for 1 year thereafter. However, if I am appointed to the post then the information that it contains will be used to form part of my personal file for employment purposes (except for disclosure information, if applicable, which will only be kept for 6 months).

Signed:                                                                    Date:

If you return this form by e-mail (without signature) you are deemed to have accepted the above declaration.)





	

	Equal Opportunities in Recruitment

Monitoring Form

	Equal Opportunities in Recruitment Monitoring



	Please read the Guidance Notes before completing this form and return it with your application form.

Why we are asking you to complete this form:

All applicants for jobs within Sefton Council will receive equal treatment, irrespective of their gender, age, race, religion or belief, sexual orientation, gender identity or disability. 

By completing this form, you will be helping us to monitor who is applying for jobs and measure how effectively we are reaching all sections of the community. 

There are a range of policies in place that are intended to provide a fair workplace for all. 

Please be assured that the information you provide will be treated in absolute confidence and will be used for statistical monitoring purposes only. 

If you have any questions about this form contact (School to add details) 

Please return this form to (School to add details) 




	

	Post applied for:                                                             vacancy ref no.


	How did you find out about this vacancy?                                          

	




	Sex and Gender Identity



Which of the following best describes how you think of yourself?

Woman (Including trans woman)	☐		Prefer not to say	☐
Man (Including a Trans Man)	☐
Non-binary				☐
In another way……………………  ☐

Is your gender identity the same as the gender you were given at birth?
Yes ☐	No ☐ 		Prefer not to say ☐


	Age



	16 – 24 ☐
	25 – 29 ☐
	30 – 34 ☐
	35 – 39 ☐
	40 – 44 ☐	
	45 – 49 ☐

	50 – 54 ☐
	55 – 59 ☐
	60 – 64 ☐
	65+ ☐	
	Prefer not to say ☐

	


				

	[bookmark: _Hlk174362940]Race


What best describes your Ethnicity?
Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belon. Please tick the appropriate box

Asian or Asian British
Indian ☐	Pakistani ☐	Bangladeshi ☐	Chinese ☐	Prefer not to say ☐
Any other Asian background, please write in:


Black, African, Caribbean or Black British
African ☐	Caribbean ☐		Prefer not to say ☐
Any other Black, African or Caribbean background, please write in: 

Mixed or Multiple ethnic groups
White and Black Caribbean ☐	White and Black Africa ☐	White and Asian ☐
Prefer not to say ☐	
Any other Mixed or Multiple ethnic background, please write in:

White
English ☐	Welsh ☐	Scottish ☐	Northern Irish ☐	Irish ☐
British ☐	Gypsy or Irish Traveller ☐	Prefer not to say ☐
Any other White background, please write in:



	Disability/Other Information



	The Equality Act 2010 defines a disability as a physical or mental impairment which has a substantial and long-term adverse affect on a person’s ability to carry out normal day to day activities.  People with HIV, cancer, chronic heart disease and multiple sclerosis are deemed to be covered by the Equality Act effectively from the point of diagnosis.
Do you consider yourself to have a disability? Yes ☐    No ☐     Prefer not to say ☐

	If yes, please provide details of the nature of your disability:
Physical Impairment	☐			Visual Impairment/Blind    ☐  
Learning Disability		☐		Mental Health/Mental Distress     ☐ 
Hearing Impairment/Deaf	☐		Long Term Limiting Illness           ☐  
Other (Please Specify) __________________________________________

	

	Are you applying for this post on a Job-share basis?		Yes  ☐   No ☐

	Are you currently unemployed?					Yes  ☐   No ☐



	Religion/Belief



	What is your religion/belief?
Buddhist		☐			 Christian  ☐
Hindu			☐			 Jewish     ☐ 
Muslim		☐		            Sikh         ☐
No Religion  		☐			 Any Other Religion Or Belief 
Prefer not to say	☐		 (please specify)_______________________



	[bookmark: _Hlk174369080]Sexual Orientation




	How would you describe your sexual orientation?
Heterosexual ☐            Gay ☐        Lesbian ☐   Bisexual ☐       Asexual ☐
Pansexual ☐         Undecided ☐          Prefer not to say ☐
If you prefer to use your own identity, please write in:




	Working Pattern 



	What is your working pattern?
	
	

	Full-time ☐
	Part-time ☐
	Prefer not to say ☐



	Flexible Working  



	What is your flexible working arrangement?
	
	

	None ☐
	Flexi-time ☐
	Staggered Hours ☐

	Term-time hours ☐
	Annualised hours ☐
	Job-share ☐

	Flexible shifts ☐
	Compressed hours ☐
	Homeworking ☐

	Prefer not to say ☐
	
	

	If other, please write in:
	
	




	[bookmark: _Hlk174369982]Caring Responsibilities 



	Do you have caring responsibilities? If yes, please tick all that apply

	None ☐

	Primary Carer of a child/children (under 18)  ☐

	Primary carer of disabled child/children ☐

	Primary carer of disabled adult (18 and over) ☐

	Primary carer of older person ☐

	Secondary carer (another person carries out the main caring role) ☐

	Prefer not to say ☐




OFFICE USE ONLY
Equal Opportunities information should be removed from the Application Form before supplying the Application Form to the shortlisting panel. 
Thank you for completing this form.  If you have any queries or comments regarding Equal Opportunities monitoring please contact the Personnel Department, Sefton Council, 2nd Floor, Magdalen House, 30 Trinity Road, Bootle, Merseyside L20 3NJ. Tel No. 0151 934 3379.        
oleObject2.bin
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