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School Support Application Form 
Please complete in block capitals

Section 1. Personal Information

	Mr/Mrs/Miss/Ms/Dr/Other


	Surname
	Forenames


	Former Names (if any)




	Address

                                                                                             Postcode


	Home Tel. No
	
	Mobile
	


	Email Address 




	National Insurance Number 
	
	Date of Birth
	


	Do you require a work permit?  Yes/No
	If you already hold a work permit when does it expire?  Date (DD/MM/YY)


Section 2. Support staff information

Qualifications

	Date
	Qualifications Relevant to a Support Role in a School

	
	

	
	

	Date
	Other Qualifications



	
	


Full Employment History
(most recent first): 

Please give full information from the date you left secondary education. Please leave no unexplained gaps – include periods of unemployment, study, voluntary work, bringing up a family, part-time work or multiple employments.  Attach a separate sheet if necessary. 

 If relevant please also give details of any placements.

	From

MM/YY
	To

MM/YY
	Establishment 

& Job Title
	Salary
	LEA
	Was this work with children?

(Please answer yes or no for each)
	Reason for leaving

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Current/Previous Voluntary/Unpaid Work
Attach a separate sheet if necessary.
	From

MM/YY
	To

MM/YY
	Establishment 

& Job Title
	Organisation
	Was this work with children?

(Please answer yes or no for each)

	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Further & Higher Education (Degree/Diploma/BTEC/C&G/NVQ etc or equivalent)

We may ask for original evidence of your qualifications and we reserve the right to approach any education providers to verify the qualifications stated.

	Establishment
	Subject
	Level
	Was this work with children?

(Please answer yes or no for each)
	Reason for leaving

	
	
	
	
	

	
	
	
	
	


Secondary Education (CSE,GCSE,RSA, A Levels or equivalent)

You may be asked for original evidence of your qualifications and we reserve the right to approach any education providers to verify the qualifications stated.

	Establishment


	Subject
	Level
	Grade
	Date of exam/award

	
	
	
	
	


	Please give details of recent relevant training courses attended.  Please indicate the organising body, dates, and nature/title of the course.

Attach a separate sheet if necessary.




	Further information (personal qualities and experience making you suitable for 

supply work, your approach to supply work, previous supply experience)




Type of Supply Work you want to be considered for  (please tick)

Teaching Assistant Level 1







Teaching Assistant Level 2







Teaching Assistant Level 3







Teaching Assistant Level 4 (HLTA)






Teaching Assistant - level to be assessed





Cover Supervisor








Clerical/Administrative Assistant






Finance Assistant








Laboratory Technician







Midday Supervisory Assistant






Nursery/Crèche Assistant









Other (please state).......................................................................



Do you have Special Needs experience?*



YES/NO

Learning *


Physical *


Sensory *


	*Please give details of your Special Needs experience 

(Attach a separate sheet if necessary)




Behavioural *


Developmental *

I WISH TO WORK IN THE FOLLOWING:- please tick all those which apply
ALL PRIMARY CLASSES

















FOUNDATION STAGE (FS) CLASSES (nursery & reception)





 

KEY STAGE ONE (KS1) CLASSES (yr 1 & 2)






KEY STAGE TWO (KS2) CLASSES (yrs 3 to 6)









ALL SECONDARY CLASSES (yrs 7 to 13)






[image: image1.jpg]OTHER (PLEASE STATE)

Section 3. Availability

	Date available to start work 

	


	DURATION (tick one box only)
	AVAILABILITY (Please tick)

	No limit
	
	
	am
	pm

	Occasional days only
	
	Monday
	
	

	Short term only
	
	Tuesday
	
	

	Long term only
	
	Wednesday
	
	

	
	Thursday
	
	

	
	Friday
	
	


	Do you have your own transport?
	YES / NO

	How far are you prepared to travel to work? (please give maximum distance in miles)
	


	Available to work in (please tick one box only)
	

	                          All schools (including special schools)


	
	

	                         All schools (excluding special schools)


	
	

	                                           The following schools only 


	
	(please name below)

	
	
	
	


	Your privacy is important to City of York Trading Ltd (t/a WorkwithSchools – WwS) and we are committed to protecting and safeguarding your privacy rights - for full details about how we collect, use and process your personal data and how we comply with our legal obligations to you, please see our Privacy Policy.  

For more information about our services and WorkwithSchools please visit our website at http://www.workwithschools.co.uk/  To update your preferences please email privacy@cytlimited.co.uk

	
	

	. Are you registered with any other agency?

	YES / NO  



	If YES which one(s)?
	

	Where was the work based at?


	

	What was the pay rate?
	


Section 4. References and Declarations

References

Please supply the names and addresses of two people to whom we may write for references.

One of these must be your current or most recent employer. If your current employment does not involve work with children, then your second referee should be your employer with whom you most recently worked with children.  

If an employment agency your last employer, WwS will write to the agency to verify dates and job title, but please also provide two other references who have observed you working. References will not be accepted from relatives or from people writing solely in the capacity of friends.

Both references should be able to comment on your work. Both references may be taken up prior to interview.

As this position involves working with children, any number of your previous employers may be contacted without seeking further permission from you in relation to your employment history, particular experience or qualifications, and as part of assessing your suitability for supply work.

For more information please see the notes at the end of this application form and our WwS Recruitment & Selection Policy Statement.
	Referee 1
	Referee 2

	Name (including title)


	Name (including title)



	School Name


	School Name



	Address

	Address



	Postcode


	Postcode



	Telephone Number


	Telephone Number



	Relationship/Job Title


	Relationship/Job Title

	Work e-mail address
	Work e-mail address
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	· Have you ever been dismissed from a post because of misconduct or resigned whilst disciplinary action has been taken against you?  

YES/NO  (if YES please give further details on a separate sheet)


	· Please state whether you have, to your knowledge, any family or close relationship with any existing employee of WorkwithSchools, WorkwithYork, City of York Trading Ltd or City of York Council, including councillors or school governors.  

              YES/NO   (if YES please give further details on a separate sheet)


	· This work is exempt from the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) order 1986, and therefore all convictions, cautions reprimands, final warnings and bind-overs, including those regarded as “spent”, must be declared. However offences which have been removed due to rules for filtering old or minor offences and are now “protected” need not be declared. 

For further information about convictions which are unspent/spent or protected please see the DBS filtering guidance or contact organisations such as NACRO or Unlock 
 Please complete the separate sheet entitled “Declaration of Criminal Records,   Convictions and Cautions for posts working with children and/or vulnerable adults”


	· Are you disqualified from work with children, or subject to sanctions imposed by a regulatory body? YES/NO  (if YES please give further details on a separate sheet and sealed in an envelope marked “Confidential”)


	· I understand that any appointment is conditional on these declarations and the checks explained above.  I also understand that any incorrect, false or misleading information may make this application void.  In addition, I am aware, that should WwS be aware of any incorrect, false or misleading after I start work, I would be liable to be removed from WwS’ active database and to possible referral to the TRA/DBS.


	· I declare that all the information contained in every section of this application is true and accurate.


	Signature


	Date


	PLEASE LET US KNOW WHERE YOU HEARD OF WORKwithSCHOOLS

	WorkwithSchools Website

CYC Website

Google Search

Reed

Indeed

Total Jobs

Facebook

Twitter
	








	Jobs Fair
Minster FM
From a WwS teacher
From a school
Test the Teacher
Other (please specify)


	





   


Declaration of Criminal Records, Convictions and Cautions
For posts working with children and or vulnerable adults

	BEFORE COMPLETING THIS SECTION PLEASE READ THE CYT RECRUITMENT OF EX OFFENDERS POLICY STATEMENT. Please answer all the questions and sign the declaration 

1. The work for which you are applying is exempt from the Rehabilitation of Offenders Act (1974) as amended because  it involves working with children (under 18’s) and or vulnerable adults.  This means that you must disclose information about any spent or unspent convictions in applying for this work
2. You are not required to declare any information about ‘protected’ offences (offences to which the filtering rules apply).  For further information about convictions which are unspent/spent or protected please see DBS Filtering guidance,  the additional guidance in our  Recruitment & Selection Policy Statement or you can contact organisations such as NACRO or Unlock for further assistance.
3. WwS will carry out a new DBS Enhanced Disclosure relevant to the appropriate workforce (generally the Child Workforce unless you are also likely to be working with vulnerable adults in further, higher education or other settings in which case it will be for both Child and Adult Workforces) unless you already have a suitable current valid DBS on the Update Service which WwS, having seen the original certificate, can verify on the Update service; In signing this declaration you will be providing confirmation of your understanding of the provisions and permission to carry out this DBS disclosure, if you are successful at interview.

Please tick the relevant box

	1.  Do you have any spent or unspent criminal convictions? 

If yes, please provide the offence dates, dates of conviction/caution, offence types and sentences below

You are not required to provide any information about protected (filtered) offences
	Yes


	No

	If you declare any convictions you may also want to provide WwS with additional relevant information which will help to determine your suitability for supply work in schools. WwS will seek to put forward/supply the best possible candidates to our clients. Having a criminal conviction will not necessarily exclude you -  for more details please see CYT Recruitment of Ex Offenders Policy Statement. 

	2.  Have you ever been banned from working with children (up to age 18) or vulnerable adults?
	Yes
	No

	3.  Have you ever been the subject of any proven/unproven  

 investigation(s), complaints(s) in relation to your work with children or vulnerable adults, whether in a paid or voluntary capacity or carried out privately?
	Yes
	No

	If you answer is yes to any of these questions we will discuss this further with you at interview.  You may wish to provide documentation concerning these.

Name

Signed                                                                                   Date

Failure to complete and sign this declaration will invalidate your application for supply work.  Failure to declare a conviction may require WwS to exclude you from our recruitment database of schools supply staff, if the offence is not declared but later comes to light. If you are  working in an assignment with a client when WwS are made aware of a conviction not previously disclosed, WwS may be legally required to inform the client of that information and your assignment may be terminated.


EQUAL OPPORTUNITIES MONITORING FORM – CONFIDENTIAL

	Mr/Mrs/Miss/Ms/Dr/Other


	Surname
	Forenames


	Marital Status (please circle)



	Married


	Separated/Divorced
	Single
	Other


	Ethnic Origin (please circle)



	Black or 

Black British :

Please circle
	Caribbean
	African
	Any other 

please specify



	White :

Please circle
	British
	Irish
	Any other 

please specify



	Asian or 

Asian British :

Please circle
	Indian
	Pakistani
	Bangladeshi
	Any other 

please specify



	Mixed :

Please circle
	White and Black Caribbean
	White and Black African
	White and Asian
	Any other 

please specify

	Chinese :

Please circle
	Chinese
	Any other 

please specify




	Do you consider yourself disabled? (please circle)

	YES


	NO




SECTION 5. GUIDANCE NOTES AND RECRUITMENT INFORMATION

PLEASE DETATCH THESE SHEETS AND RETAIN FOR YOUR FUTURE USE

When you have completed this application form, (together with declaration of criminal records and equal opportunities forms) please email it to applications@workwithschools.co.uk or post to Application Department, WorkwithSchools, Top Floor, 5/6 Kings Court, York, YO1 7LD.
We will review your form, contact you to discuss it and if appropriate organise for your references to be requested and invite you to the office for interview  to discuss your application further and carry out a number of checks.
For full details  please see our  WorkwithSchools Recruitment & Selection Policy Statement
REFERENCES
· If you have worked in a school or child related setting, WwS will ask your referees about group control, behaviour management, ability to establish a rapport with children and to work with other school staff. We will seek your referees’ views on your curriculum knowledge, honesty and reliability, commitment to helping children achieve and ability to keep accurate and up-to-date records. Referees are sent a tick-box form for these elements with possible assessments of “poor”; “acceptable”; “good”; “excellent” and “don’t know/not applicable”. 
· Non-school/childcare related referees will be asked about attitude to work, abilities, productivity, working with people, honesty and attendance/sickness record.

· If you are currently working with children either on a paid or voluntary basis, your current employer with children will be asked about disciplinary offences relating to children, including any where the penalty is “time expired” (that is whether a warning could no longer be taken into account in any new disciplinary hearing for example) and whether you have been the subject of any child protection concerns, and if so, the outcome of any enquiry or disciplinary procedure. If you are not currently working with children but have done so in the past, your previous employer will be asked about those issues.

OTHER CHECKS AND ATTENDING AN INTERVIEW
For full details  please see our  WorkwithSchools Recruitment & Selection Policy Statement

Interview

Our interviews are  usually held at WorkwithSchools, Top Floor, 5/6 Kings Court, York, YO1 7LD and will be a face-to-face personal interview carried out by a trained WwS consultant which  will generally take at least an hour. Owing to the location of the WwS offices, if you have a disability which may make it difficult to climb stairs, please let us know so that we can arrange an alternative interview venue.
At the interview we may discuss your references. We will ask you a series of questions to explore your work experience and history, check any gaps and your reasons for wanting to do supply work in particular and for wanting to work with children or young people in general. The questions are also designed to assess your skills and competencies.  We will explain the need for your commitment to safeguarding and promoting the welfare of children – in particular ask you to complete an online child protection training course  unless you have recently done so and have a copy. For more details please see our Keeping Children Safe in Education Policy. We will also outline the other training opportunities available to you.

Once the interview questions have been completed we will let you know whether your application is being taken further, and if so, we  will then carry out a number of other checks including Right to Work, DBS, Qualifications and Occupational Health, which are summarised below - full details are set out in our WorkwithSchools Recruitment & Selection Policy Statement.

Right to Work

For Right to Work documents we will generally expect to see and copy a Passport or Full Birth Certificate, ID card or Residence Permit, Card or Certificate, Home Office or other document along with proof of National Insurance Number (an NI card, payslip, P45 or P60 or official letter). A complete list of documents WwS can accept are set out here. 
DBS

WwS  will expect you to apply for a new DBS Enhanced Disclosure online unless you already have a suitable current valid DBS on the Update Service. For supply work in schools this DBS will be for the Child Workforce only, however where you are also likely to be working with vulnerable adults in further, higher education or other settings, WwS will ask you to undertake a DBS which covers both Child and Adult Workforces. To carry out the DBS check, WwS will verify your  identification (ID) documents in accordance with the DBS identity checking standards and will ask you  to complete and sign a form to support the online DBS application. WwS will then add your details to the online DBS portal and will email you  a link so that you can complete your details, WwS will then verify the online application so that it can be forwarded to the DBS. Once a DBS application has been made you can track its progress on the DBS portal. When you apply for a new DBS, WwS will ask you  to sign a form authorising WwS to reclaim the cost of the DBS (£57.50) either from your  first BACS payment once you have worked or by invoicing you. 
Overseas Criminal Checks
If you have  lived overseas for more than 6 months in the last five years, as well as a DBS, WwS will also require you to produce an overseas police check or certificate of good conduct. Please see our WorkwithSchools Recruitment & Selection Policy Statement for more details.
Disqualification under the Childcare Act 2016

If you are seeking relevant childcare work, WwS are required to check whether you are ‘disqualified’ from carrying out that type of work and will ask you to read more information and sign a declaration if you are able. Please see our WorkwithSchools Recruitment & Selection Policy Statement for more details.
Qualifications

If you are applying for school support work (for example as a teaching assistant, cover supervisor, midday supervisor, school administrator, school technician, exam invigilator or other school support role) WwS expect you to have:-

a) A relevant School Support qualification;   and/or 

b) Previous experience verifiable by reference in a relevant school support role in either a paid or voluntary capacity.

WwS will copy your documents in support of these requirements. Please see our WorkwithSchools Recruitment & Selection Policy Statement for more details.
Medical Fitness to Work
WwS will confirm by declaration or occupational health report that you are  medically fit to undertake supply work in accordance with the Education (Health Standards) (England) Regulations 2003. Please see our WorkwithSchools Recruitment & Selection Policy Statement for more details.
Fluency Of English

WwS require all candidates applying for supply work to be able to demonstrate a level of fluency in English defined as a “mastery or proficiency of English so the candidate can express themselves spontaneously at length with a natural conversational flow, avoiding or backtracking around any difficulty so smoothly that the person with whom they are conversing is hardly aware of it.” If you cannot meet this standard, we will not be able to offer you supply teaching work. Please see our WorkwithSchools Recruitment & Selection Policy Statement for more details.
Other documents for you to complete
WwS  will ask you to fill in appointment form so that we can pay you once you start work, we will  also explain WwS’ payrates, timesheet system, payroll process and holiday pay and give you some guidance notes to assist.
You will be given a WwS data notice, explaining your rights re your personal data and the purposes for which WwS may use this, and asked to sign a WwS Consent Declaration clarifying your consent to WwS processing your personal data.

You  will be asked to agree, sign and date the WwS Agency Worker Temporary Terms and will be given a copy of these.

At the end of the interview you  will be asked to sign a checklist, verifying that they you been informed of specific relevant information and completed appropriate documents, and you will  be told about the likely timescales for the rest of the application process.

DOCUMENTS YOU SHOULD BRING TO YOUR INTERVIEW

1. Application form, Declaration of Criminal Records, Convictions and Cautions Form and Equal Opportunities Monitoring Form if you have not already sent these to us;

2. Original documents showing your eligibility for employment in the UK.  Generally your passport or full birth certificate plus proof of NI number. A complete list of documents WwS can accept are set out here – at interview these will be photocopied and returned to you.

3. For the DBS form, please provide original proofs of identity i.e. passport and P45 or P60 and birth certificate and marriage certificate and photo-driving licence (or paper licence if not). If you do not hold any of these documents please contact us for further guidance. At interview these will be copied and then  returned to you.
4. For the DBS form please provide two recent documents from the following list:  gas, water, electricity, telephone or council tax bill, bank statement, credit card statement, mortgage or insurance statement showing your current address.  The two documents must be from different sources and less than 3 months old.  At interview these  will be copied and returned to you.
5. Your original qualification certificates including any from overseas at interview these will be photocopied and returned to you.

6. Your current original DBS certificate registered on the Update Service if you have one at interview details will be taken and the original returned to you.
7. A certificate (less than 3 years old) confirming that you have completed Basic Child Protection (Safeguarding) Training if you have one. At interview these will be photocopied and returned to you.

8. An overseas police check/certificate of good conduct if you have lived overseas for more than 6 months in the last five years if you have one. At interview these will be photocopied and returned to you.

9. If you are an international student with limited right to work in term time, WwS will also need to see evidence of your academic term and vacation dates. At interview this will be photocopied and returned to you.







Declarations





I acknowledge that my acceptance for school support work with WorkwithSchools is subject to the following:


A personal face-to-face interview;


Verification of my employment history; 


Verification of my identity and proof of address using documents acceptable to �HYPERLINK "https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-dbs-check-applications-from-3-september-2018"�DBS;�


Confirmation of my right to work in the UK, and any necessary permits, clearances or immigration documents;


A minimum of two current satisfactory written references, at least one from my last employer commenting on my teaching/work with children or young people, these references covering at least a period of two years. 


Obtaining a new DBS Enhanced Disclosure relevant to the appropriate workforce (generally the Child Workforce unless I am also likely to be working with vulnerable adults in further, higher education or other settings in which case it will be for Child and Adult Workforces)  unless I already have a suitable current valid DBS on the �HYPERLINK "https://secure.crbonline.gov.uk/crsc/check?execution=e1s1"�Update Service� which  WwS, having seen the original certificate, can verify on the Update service;


Declaration of any unfiltered convictions or cautions (see below);


Demonstration of my commitment to safeguarding and promoting the welfare of children – in particular by completing an �HYPERLINK "http://elearning.saferchildrenyork.org.uk/sign-in.php"�online child protection training course �; 


If appropriate, a signed declaration that I am not disqualified under the provisions of the Childcare Act 2006 and appropriate Regulations; 


Verification of my relevant qualifications including equivalence of overseas qualifications;


Confirmation by declaration or occupational health report that I am  medically fit to undertake supply work in accordance with the �HYPERLINK "http://www.legislation.gov.uk/uksi/2003/3139/contents/made"�Education (Health Standards) (England) Regulations 2003�; 


That I am able to demonstrate a level of fluency in English sufficient for the work I have applied for; 


That I will agree (by signing and dating) both the WwS Agency Worker Temporary Terms and City of York Trading Ltd Data Consent Form.
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