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	SUPPORT STAFF APPLICATION FORM


Support Staff Application Form
Please complete every section. If a question does not apply, write “Not applicable”.
A CV may be submitted in addition to this form but will not be accepted as a substitute.
	Safeguarding: Radnor House Sevenoaks is committed to safeguarding and promoting the welfare of children. Appointment is subject to satisfactory safer recruitment checks appropriate to the role.



	Regulated activity: Where this role involves regulated activity with children, it is a criminal offence for a person who is barred from engaging in regulated activity with children to apply for the role.



1. Position applied for
	Position title
	

	Where did you see the vacancy?
	

	Date available to start
	

	Do you require sponsorship to work in the UK?
	Yes / No. If yes, give brief details:



2. Personal details
	Family name
	

	First name(s)
	

	Title (optional)
	

	Current address
	

Postcode:

	Telephone number
	

	Email address
	

	Previous names
	Give all previous names and the dates each name was used:

	National Insurance number
	

	Right to work in the UK
	Yes / No



3. Education and qualifications
Include secondary, further and higher education. Give the awarding body and date of award. Include courses started but not completed.
	Establishment and location
	From
MM/YYYY
	To
MM/YYYY
	Qualification / subject
	Awarding body
	Grade and award date

	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	




4. Relevant training and professional membership
	Provider / professional body
	Course or membership
	From
	To / award date
	Result / status

	

	

	

	

	


	

	

	

	

	


	

	

	

	

	


	

	

	

	

	




5. Complete chronological history
Provide a complete history from leaving secondary education to the present day. Include education, paid employment, self-employment, agency work, voluntary work and periods when you were not working. There must be no unexplained gaps. If additional space is required, attach a continuation sheet clearly showing your name, the position applied for and the relevant section number.
	Organisation / activity
	Role or status
	From
MM/YYYY
	To
MM/YYYY
	Main duties / responsibilities
	Reason for leaving or explanation of gap

	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	


	

	

	

	

	

	




	Please check that the history above is continuous. Any discrepancy or unexplained gap may be explored during shortlisting or interview.



6. Role-specific requirements
	Notice period
	

	Current or most recent role
	

	Reason for leaving or wishing to leave
	

	Driving / travel requirements
	Complete only if required by the job description: Are you able to meet the stated requirements? Yes / No / Not applicable

	First-aid qualification
	Complete only if relevant to the role: qualification and expiry date:



7. Supporting statement
Explain why you are applying and demonstrate how your knowledge, skills and experience meet the job description and person specification. Include relevant paid or voluntary experience and your suitability to work with children. Complete the space below or attach a supporting statement of no more than two A4 pages. Any attachment should show your name and the position applied for.
	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 



8. References
Give two professional referees. One must be your current or most recent employer. Where that employment was in a school or college, the referee should normally be the headteacher or principal. References will be requested directly and, where possible, before interview. Open references or references supplied by the applicant will not be accepted.
	Referee 1
Name:

Position:

Organisation:

Relationship to you:

Address:

Telephone:

Email:

May we contact before interview? Yes / No

If no, give the exceptional reason:

	Referee 2
Name:

Position:

Organisation:

Relationship to you:

Address:

Telephone:

Email:

May we contact before interview? Yes / No

If no, give the exceptional reason:



Please ensure that your referees are aware that they may be contacted. References may include questions about employment history, suitability to work with children and any relevant safeguarding or disciplinary information, in accordance with applicable guidance.


9. Safer recruitment information
	Shortlisted candidates will be required to complete a separate confidential self-declaration concerning relevant criminal-record and safeguarding information before interview. This information is not requested on this application form and will not be used to decide who is shortlisted.



	Online searches: If you are shortlisted, the School may carry out an online search using an online search engine as part of its safeguarding due diligence. Any relevant matters identified may be discussed with you at interview.



10. Data protection
The personal information provided in this application will be processed in accordance with the School’s Job Applicant Data Privacy Notice. The notice explains how and why applicant information is used, the lawful bases for processing, who it may be shared with and how long it will be retained. The notice is included in the application pack and is available from the School.
I confirm that I have read or been provided with access to the Job Applicant Data Privacy Notice.  Yes / No
11. Declaration
I declare that the information given in this application and on any continuation sheets is complete and accurate to the best of my knowledge. I understand that deliberately providing false information or omitting material information may result in withdrawal of an offer or dismissal if appointed.
I understand that appointment is subject to satisfactory references and the pre-employment checks required for the role.
	Applicant name
	

	Applicant electronic signature or typed name
	

	Date
	

	Applicant signature at interview
	

	Date signed at interview
	

	Checked by
	

	Date checked
	



Please return this form to the People and Culture Team at recruitment@radnor-sevenoaks.org
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