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Please do not complete this form if you are applying for an employed position with the school/Trust

The information you provide on this form will be used in accordance with the Data Protection Act. The application form of the will form part of your volunteer file and may be used for a number of employment related purposes

Please note: 	
All sections of the form must be completed
References will be requested prior to placement commencing
Where required an Enhanced DBS check MUST be cleared before voluntary placement commences

	Availability (Please not this is just for guidance purposes at this stage and you will not be held to this form:


	Days: 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday


	Hours:
	Mornings Only
	Afternoons Only
	All Day

	How often would you like to volunteer? 
	Weekly
	More than 3 times per month
	Monthly
	Ad Hoc only / Occasional Trips

	I would be interested in driving the Minibus*
	Yes
	No


*Subject to additional checks 

Personal Details:
	Title: 

	First Name:
	Last Name:

	Address:


	Daytime № (incl. STD code):

	
	Evening № (incl. STD code):

	
	Mobile №:

	Post Code:
	E-mail Address:




All roles require a Disclosure & Barring Service check (DBS) volunteers MUST supply the following additional information, which will only be used for the purposes of identity verification.

	Previous name/s (if you have any)
or insert the word ‘none’:
	


	Date of Birth:
	

	National Insurance №:
	








Present/most recent employer: (this may be paid or unpaid)

	Job Title:

	Employer’s Name & Address:

	Date started: DD/MM/YYYY
	

	Or Date left: DD/MM/YYYY
Reason for leaving:
	

	Brief Description of Duties:







Full record of previous employment: (this may be paid or unpaid)

Please put most recent job first. Any dismissal or redundancy must be clearly stated
	Employer & Address
	Job Title
	From
	To
	Reason for Leaving

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



Please continue on an additional sheet or add additional rows if necessary.

Gaps in Employment or Training: Please indicate and explain any gaps in employment.
	Date From
	Date To
	Reason for Gap

	

	
	

	

	
	


Please continue on an additional sheet or additional rows if necessary. 

Supporting Evidence: 
	Please use this space to talk about how you would like to help at the school (e.g. hearing children read).











	Please use this space to talk about any volunteering you have done before and any relevant skills you have.








	Do you have any connection to the School?  If so, please let us know in what respect:

	



References
Please give the name and address of two referees from which the Trust may seek information regarding your suitability for volunteering, they must cover at least the last 5 years of your employment. If you are currently employed, one of the referees must be your current employer; otherwise it must be your most recent employer. If you are in, or have just completed full-time training, one referee should be from your college or university. These should not include a relative and personal referees must be able to comment on your skills and abilities in relation to the post.  

If you are not currently working with children but have done so in the past, the second referee you supply should be from the most recent employer where you were employed to work with children or vulnerable adults
	
It is the Trust’s policy to take up references prior to voluntary placements commencing, including any periods working overseas. 

	REFERENCE 1
	REFERENCE 2

	
	
	
	   

	
Name
	
	
Name
	

	
Address
	



	
Address
	





	
Telephone №
	
	
Telephone №
	

	
Email
	
	
Email
	

	
Relationship
	
	
Relationship
	

	How long known?
	
	How long known?
	

	From

	
	To
	
	From 
	
	To
	



Please provide details of additional references if necessary to cover the last 5 years of employment.






Declarations:
Equalities Act 2010

The Trust is an Equal Opportunities employer and we are committed to ensuring that people with a disability are encouraged to apply.  

	The Trust welcomes applications for volunteers from all sections of the community.  It is a fundamental principle of our policies that all people are equally valued regardless of their gender, age, disability, race, ethnic origin, language, religion or sexual orientation.  The aim of our policies is to ensure that our volunteering practices do not allow unfair discrimination and to promote equality of opportunity.

Wherever possible and reasonable we will make adjustments and offer alternatives to help a person with a disability.

Please provide details below of any information you would like us to take into account with regard to your disability in order to accommodate your needs during your period of volunteering.



Declarations continued
Eligibility to work in the UK
	Are you eligible to work/ volunteer in the United Kingdom and are you able to provide proof of this?

Yes       No 

If you are currently working in the UK with Visa restrictions please provide the following information:

	Visa Number
	

	Expiry date
	




The Immigration, Asylum and Nationality Act 2006 requires all employers in the UK to make basic document checks on every person, before they start work (this includes volunteering), you will be required to provide evidence (original documents only) that you are eligible to live and work in the UK and copies will be taken when your DBS check is applied for, the will be retained or destroyed in accordance with the General Data Protection Act 2018 (GDPR). If you are offered a volunteer opportunity these original documents will be retained on your personal file




Criminal Convictions
	Do 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) by SI 2013 1198

Yes       No  

If ‘Yes’ please give details below or on an additional sheet if necessary


	Disciplinary Action

Have you been the subject of formal disciplinary action in your past employment or currently in the process of ongoing disciplinary action in your current position?

Yes       No     
 
If ‘yes’ please give brief details below or on an additional sheet if necessary



	For posts that require a criminal record check 
For positions that are included in the Exceptions Order to the Rehabilitation of Offenders Act 1974, and that are required to access the Public Services Network (PSN) or data, or regulated positions as defined by the Criminal Justice and Court Services Act 2000, all applicants who are offered a volunteer post will be subject to a criminal record check before the appointment is confirmed.  This will include details of ALL cautions, reprimands or final warnings as well as convictions, whether “spent” or “unspent” except those which have been filtered out in line with current guidance.  Criminal convictions will only be taken into account when they are relevant to the post


Please give details below, or if you prefer, on an additional sheet and attach it to this form in a sealed envelope marked “Confidential Disclosure”




	Safeguarding

The Trust is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo the checks appropriate to the post applied for. By signing this application form you are confirming your agreement/commitment.  For further information visit www.swcpp.org.uk



Data Protection - Fair Processing Notice

General Data Protection Regulations 2018 – Recruitment & Selection

Privacy Statement
Here at the Riviera Education Trust we take your privacy seriously and will only use your personal information to administer your volunteer application.  This privacy statement explains what personal data we collect from you and how we use it.  We encourage you to read the summaries below and if you would like more information on a particular topic please contact our Data Protection Officer by writing to the Riviera Education Trust, Oldway Primary School, Polsham Road, Paignton, TQ3 2SY

Personal Data We Collect
We collect the following personal data relating to your employment application:
Contact Details (Name, Address, Email Address, Telephone &/or Mobile Number)
Employment history
Qualifications

How We Use Personal Data
Your personal data will be used to process your Volunteer application. 

How Long We Will Hold Personal Data
Volunteer’s data will be held under the company’s General Data Protection Policy details of which will be made available in the Trust Volunteers privacy notice

Reasons We Share Personal Data
We may share your personal data with our Human Resources team.  
We will not normally share personal data with anyone else, but may do so where: 

· There is an issue that puts the safety of our staff at risk 
· We need to liaise with other agencies or third parties – we will seek consent as necessary before doing this 

We will also share personal data with law enforcement and government bodies where we are legally required to do so, including for: 
· The prevention or detection of crime and/or fraud 
· The apprehension or prosecution of offenders In connection with legal proceedings 
· Where the disclosure is required to satisfy our legal obligations 

How We Protect Your Personal Data
We use encrypted storage and transfer for all electronic data and have password access controls in place.  If paper copies are utilised we ensure that all information is held in secure locked cabinets with controlled access by named individuals.

How to Access & Control Your Personal Data
Individuals have a right to make a ‘subject access request’ to gain access to personal information that the company holds about them.  This includes: 
· Confirmation that their personal data is being processed 
· Access to a copy of the data 
· The purposes of the data processing 
· The categories of personal data concerned 
· Who the data has been, or will be, shared with
· How long the data will be stored for, or if this isn’t possible, the criteria used to determine this period
· The source of the data, if not the individual 
· Whether any automated decision-making is being applied to their data, and what the significance and
consequences of this might be for the individual 

Subject access requests must be submitted in writing, either by letter or email to the DPO. They should include:
· Name of individual
· Correspondence address 
· Contact number and email address 
· Details of the information requested 
 
When responding to requests, we:  
· May ask the individual to provide 2 forms of identification 
· May contact the individual via phone to confirm the request was made  
· Will respond without delay and within 1 month of receipt of the request 
· Will provide the information free of charge 
· May tell the individual we will comply within 3 months of receipt of the request, where a request is complex or 
numerous. We will inform the individual of this within 1 month, and explain why the extension is necessary 
· If the request is unfounded or excessive, we may refuse to act on it, or charge a reasonable fee which takes into
account administrative costs. A request will be deemed to be unfounded or excessive if it is repetitive or asks for further copies of the same information.   When we refuse a request, we will tell the individual why, and tell them they have the right to complain to the ICO. 

Other data protection rights of the individual: In addition to the right to make a subject access request (see above), and to receive information when we are collecting their data about how we use and process it, individuals also have the right to: 
· Withdraw their consent to processing at any time 
· Ask us to rectify, erase or restrict processing of their personal data, or object to the processing of it (in certain
circumstances)
· Prevent use of their personal data for direct marketing 
· Challenge processing which has been justified on the basis of public interest 
· Request a copy of agreements under which their personal data is transferred outside of the European Economic
Area 
· Object to decisions based solely on automated decision making or profiling (decisions taken with no human
involvement, that might negatively affect them) 
· Prevent processing that is likely to cause damage or distress 
· Be notified of a data breach in certain circumstances 
· Make a complaint to the ICO 
· Ask for their personal data to be transferred to a third party in a structured, commonly used and machine-readable	format (in certain circumstances) 

NOTE: Individuals should submit any request to exercise these rights to the DPO. If staff receive such a request, they must immediately forward it to the DPO. 

Declarations – continued

	
· I confirm that I have read and understood the enclosures provided with this volunteer application form.

· [bookmark: _heading=h.gjdgxs]I confirm that the details I have provided in this application form are correct and that I have not deliberately     withheld any relevant information that could affect the Trust’s decision to engage me as a volunteer.

· I understand that deliberate falsification of information or failure to disclose relevant information may lead to my application for voluntary work being rejected, any offer of voluntary work being withdrawn or actual appointment being terminated.

· I have read and consent to my personal data, as detailed above, being held and utilised by the Riviera Education Trust for the purposes stated above

Signature:                                                                                                   Date: 

Submitting this completed application form electronically signifies your acceptance of ALL of the above declarations.



I confirm the above information is correct.  I confirm that I understand how the information provided will be retained and what it will be used for.  I understand that the information on this form will be treated in the strictest confidence. 

Name ………………………………………………………………………………………………………

Signed………………………………………………………………………………………………….….  

Date……………………..………………………………………………………………………………….

Thank you for taking the time to complete this application form.  Please return it to or by post to the Administration office at your local school.
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