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APPLICATION FORM

Please complete this form in black ink for type.
	Post applying for: 
	Post Ref: 

	Where did you see this post advertised?


Personal Details

	First Name: 
	Surname: 

	Home Address:  
	Title (Miss/Mrs/Ms/Mr/Other): 

	
	National Insurance No:

	
	Contact Tel No:

	
	Mobile phone No:

	Resided here since (date):
	Email:


Present or Most Recent Position

	Post Title:
	Dates (from/to):

	Employer Name & Address:
	Current Salary/Wage:

	
	Notice period required:

	
	Reason for leaving (if applicable):

	Brief description of duties & responsibilities:




Previous Employment 
Starting with the most recent, provide details of your previous employment.  Please note that a full employment history is required. Please date and explain any gaps in your employment history. Any of your previous employers may be approached by the Talbot House Children’s Charity to provide a reference or details of employment. 

	Dates
	Post Title
	Employer

(Company Name and Area)
	Reason for leaving

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Additional Information (if applicable)
	Do you hold a current driving licence?        

Yes/No*

	Preferred hours of work: 



Full-time/Part-time*  

	Teacher Reference Number: 






*Delete as appropriate.
Education & Qualifications
Starting with the most recent, please give details of all education from secondary school level. Please date and explain any gaps in your employment history. Any of your previous employers may be approached by the Talbot House Children’s Charity to provide a reference or details of education.
	Dates
	Educational Establishment
	Subject
	Qualifications gained (including grade)

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please continue onto an additional sheet if necessary. Please ensure you include your full name and ‘Education & Qualifications’ clearly on any additional sheets.

Training & Development
Starting with the most recent, please give details of courses attended for Continued Professional Development.
	Dates
	Course Provider
	Course Title
	Qualifications gained (including grade)

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please continue onto an additional sheet if necessary.  Please ensure you include your full name and ‘Training & Development’ clearly on any additional sheets.
Hobbies & Interests 
Please provide details of any relevant interests / hobbies including voluntary work.
	


Please explain briefly what attracts you to this position
	


Skills, Knowledge & Experience

This section must be completed, please do not leave this section blank.

Please explain why you believe you are suitable for this post. Include any skills, knowledge and experience you have that would support your application. You should refer to the Person Specification for the post for which you are applying, as this will be used to shortlist candidates for interview.

Please continue onto an additional sheet if necessary.  Please ensure you include your full name and ‘Skills, Knowledge & Experience’ clearly on any additional sheets.

	


Skills, Knowledge & Experience (Continued)

	


References
Please provide two references (who are not friends or relatives). At least one referee should be from your current or most recent employer. If you are applying for a job that means you will be working with children, and you have worked with children either on a paid or voluntary basis, at least one referee should be from the person or organisation that employed you, even if it is not your most current or recent employer.  Please note that if you are successful to interview stage we will contact both referees (unless if you state below) prior to interview in accordance with our safer recruitment procedure, we must be able to contact one referee prior to interview. The Charity will seek further references dating back 5-10 years of employment pending the role you are applying for.  

Please note that for all school posts, one reference must be from your current Head Teacher.
	REFERENCE A 
	REFERENCE B

	Name:
	Name:

	Company:
	Company:

	Referee Job Title:
	Referee Job Title:

	Address:


	Address:



	Postcode:
	Postcode:

	Tel No:
	Tel No:

	Email: 
	Email: 

	Relationship to you:
	Relationship to you:

	How long have you been known to them?
	How long have you been known to them?

	Please tick if you do not want this referee contacted prior to interview 
	Please tick if you do not want this referee contacted prior to interview


If not naming present employer as a referee please give reasons below. 
Before a candidate is offered a non-conditional position at Talbot House Children’s Charity, consultation with previous employer in writing and by telephone must take place. This will include questions about any past disciplinary actions or allegations in relation to behaviour with children. We may also ask for verification of particular experience or qualifications before interview. 
	


Rehabilitation of Offenders Act 2014 (Exemptions) Order 1975 

All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974. However, amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain spent convictions and cautions are 'protected'. These are not subject to disclosure to employers and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the Ministry of Justice website or see here.
 
Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview. You may be asked for further information about your criminal history during the recruitment process.  If your application is successful, this self-disclosure information will be checked against information from the Disclosure & Barring Service before your appointment is confirmed.
Declaration
I confirm that the above information is complete and accurate and I understand that any offer of employment is subject to a) references which are satisfactory to the school b) a satisfactory DBS certificate and check of the Barred list c) the entries on this form proving to be complete and accurate and d) a satisfactory medical report, if appropriate.  I confirm that I have not been disqualified from working with children, cautioned or sanctioned in this regard.

If you are sending this form to the HR Department by email, in the absence of a signature, the emailing of this application constitutes your personal certification that the details are correct.
	Signature:
	Date:


Before submitting, please review your application, and ensure all sections are fully completed and that you have dated and explained any gaps in previous employment or education history.
Once fully completed, please return to:
hr@talbothousecc.org.uk or to the HR Department, at the below address:

Talbot House Children’s Charity, Hexham Road, Walbottle, Newcastle upon Tyne NE15 8HW

Tel: 0191 2290111















