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Application for Employment
School Staff Support 








Thank you for requesting an application form for a vacancy with the Riviera Education Trust. We will use this form to help us decide your suitability for the job, so please ensure that it is accurate and complete.

The information you provide on this form will be used in accordance with the General Data Protection Act (2018) and your form will be retained for six months from the closing date. The application form of the successful candidate will form part of their employee file and may be used for a number of employment related purposes.

Please note: 
CVs will not be accepted
All sections of the form must be completed
Late applications will not normally be considered
References will be requested prior to interview
References for the last five years will be requested for successful candidates


	Post Applied for: 


	Where did you see this advertised:

	Job Reference №:


	Closing Date:

	




	About you  

	Title: 
	National Insurance №:

	First Name:

	Last Name:

	Address:
	Daytime № (incl. STD code):


	
	Evening № (incl. STD code):


	
	Mobile №:


	Post Code:
	E-mail Address:


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







	Your current or most recent employment (this may be paid or unpaid) 

	Job Title:


	Employer’s Name & Address:

	Date started: DD/MM/YYYY

	

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

	Brief Description of Duties:

	Pay and other Benefits:





	Previous employment or experience (this may be paid or Unpaid)

	Start with the most recent first and work backwards. 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: You must explain any gaps in your work history since you left education (e.g. unemployment; career breaks; voluntary work; travel etc).


	From
	To
	Reason for Gap

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Qualifications achieved from secondary, higher and further education

	Type of qualification (GCSE, NVQ, Degree etc)
	Name of Institution 
	Subject title of qualification
	Grade
	Date achieved
(dd/mm/yy)

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	
	
	
	

	
	
	
	



	Other training, courses and self-development

	Title of course/training, e.g. First Aid at Work
	Name of Training Provider
	Qualification (if relevant)
	Date achieved
(dd/mm/yy)

	[bookmark: _Hlk73010753]


	
	
	

	

	
	
	

	


	
	
	

	


	
	
	



	Membership of professional bodies

	Institute or association
	Membership level
	How obtained, e.g. through qualification or election
	Date achieved (mm/yy)

	


	
	
	

	


	
	
	

	

	
	
	


	Your supporting statement


	This important part of your application will be used to decide whether you meet the criteria and should be shortlisted for interview.  Refer to the role information supplied and tell us how your skills and experience match.  Use examples where possible and provide the situation or task, your action(s) and the result.
If you are applying for your first job, provide examples of other relevant experience that will help us decide your suitability, e.g. gained through education, the community etc.

	
































	Safeguarding children, young people and vulnerable adults

	We are all responsible for the safety of children, young people and adults who may be at risk.  We must ensure that we are doing all we can to protect the most vulnerable members in our society.  This responsibility applies to all Riviera Education Trust Employees; it also applies to contractors, partners and volunteers who carry out work with or for children at risk on behalf of the Riviera Education Trust.
From your training and/or experience, please give examples which demonstrate your knowledge and commitment to safeguarding and how you would help protect children at risk from harm, abuse or neglect.

	





























	References

	Please give the name and address of two referees from which the Trust may seek information regarding your suitability for employment covering 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 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. 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 referee must be able to comment on your skills and abilities in relation to the post.  

Please note: The Riviera Education Trust reserves the right to approach any previous employer or manager.

In accordance with DFE regulations, we must request references for ALL shortlisted individuals prior to interview. 

	REFERENCE 1
	REFERENCE 2

	
Name
	
	
Name
	

	


Address
	


	


Address
	



	
Telephone №
	
	
Telephone №
	

	
Email (please provide)
	
	
Email (please provide)
	

	
Relationship
	
	
Relationship
	

	How long known?
	
	How long known?
	

	Worked From
	
	To
	
	Worked From 
	
	To
	

	Did this role involve working with children, young people and/or vulnerable adults? 
	
	Did this role involve working with children, young people and/or vulnerable adults?
	



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

	REFERENCE 3
	REFERENCE 4

	
Name
	
	
Name
	

	


Address
	


	


Address
	



	
Telephone №
	
	
Telephone №
	

	
Email (please provide)
	
	
Email (please provide)
	

	
Relationship
	
	
Relationship
	

	How long known?
	
	How long known?
	

	Worked From
	
	To
	
	Worked From 
	               
	To
	

	Did this role involve working with children, young people and/or vulnerable adults? 
	
	Did this role involve working with children, young people and/or vulnerable adults?
	




	Selection requirements

	Wherever possible and reasonable we will make adjustments and offer alternatives to help a person with a disability through the application and selection process

If applicable please provide details below of any information you would like us to consider with regard to your disability in order to offer you a fair selection interview

	



	Eligibility to work in the UK

	Are you eligible to work 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, therefore if you are asked to interview, 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 at interview and if unsuccessful these will be destroyed in accordance with the General Data Protection Act 2018 (GDPR). If you are offered the post these original documents will be retained on your personal file.




	Disclosure of interest

	The role information supplied will say if this post requires travel. If so do you have access to transport and/or a full current UK driving licence.
	
YES
	
NO

	The Working Time Regulations (1998) require us to check the hours worked by employees. Would this role be your only employment?

If no, please provide details of your other role(s) and the days and hours you work:


	
YES
	
NO

	Do you, your partner or family have any interests (personal, financial or professional) that may conflict with you doing this role?

If yes, please give details:


	
YES
	
NO

	Canvassing of our Trustees, Governors and employees (asking them to help you get this role), directly or indirectly, for any appointment will disqualify your application.  Also, if you fail to declare any relationship with a Trustee, Governor or employee of the Riviera Education Trust your application may be disqualified and, if appointed, you may be dismissed without notice.
Are you related to, or have you formed any relationship (personal, financial or professional) with any current Trustees, Governor or employee of the Riviera Education Trust?

If yes, please give details:


	
YES
	
NO
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	How we protect your personal information

	We keep on file information from this application form, equal opportunities form and any documents you attach.  This is required for recruitment and equal opportunities monitoring purposes, the payment of staff and the prevention and detection of fraud.  All information will be dealt with in accordance with General Data Protection Regulations and will not be sold to any third party.  Unsuccessful application forms will be destroyed after 6 months; anonymised data may be kept for monitoring purposes. For further information, please refer to our workforce privacy notice which can be found on the vacancy section of our website. 



	Your declaration

	
I understand that any employment, if offered, will be subject to the information on this form being correct and I confirm that no valid information has been wilfully withheld.  I understand that if I am appointed, I am liable to dismissal without notice if the information on this form is later proved to be inaccurate.

I declare that I have not canvassed any employee, Governor, Trustee or Member either directly or indirectly in connection with this application.

I give my authority for the Employer to verify my qualifications with the relevant body.

Any subsequent offer of employment will be subject to an enhanced Disclosure and Barring Service (DBS) Check. This check will include details of cautions, reprimands or final warnings as well as convictions.  Appointment will be subject to the information received from the DBS.

I understand that any subsequent offer of employment will be subject to the outcome of a DBS Check and that Riviera Education Trust will request my authorisation for such a check to be made. I understand that should I be shortlisted for interview, my suitability to work with children will be explored, which will include disclosing and discussing convictions. 

In line with the statutory guidance Keeping Children Safe in Education, as part of the shortlisting process the Trust may carry out an online search as part of their due diligence on the shortlisted candidates. This may help identify any incidents or issues that have happened, and are publicly available online, which the Trust might want to explore with the applicant at interview.

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

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



	Signature (applicant):
	
	Date:
	

	Please sign and date if you are returning the form by post.  If returning by email, you will be asked to sign a copy before any offer of employment is made.

	If you have completed this form on behalf of the applicant, please add your details below:


	Name (printed):

	

	Contact number:
	



Thank you for taking the time to complete this application form.  Please return it to applications@rivieraet.co.uk or by post to HR Department at Riviera Education Trust, Oldway Primary School, Higher Polsham Road, Paignton, TQ3 2SY.


Please ensure you complete our equal opportunities monitoring form.
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