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Application Form
Thank you for applying to work with us at Alder Bridge School.
It is essential that you complete this Application Form fully as we cannot process your application without it. 
Due to safeguarding, we cannot process any applications without FULL employment/qualification history including both month & year.
If you have not received a Job Description for this position please ask us for one before completing this form.

If you need any assistance with completing the form, please call Personnel on:  0118 9714471 

Alternatively, email: recruitment@alderbridge.org.uk 
Please use black ink when completing the form.
	JOB VACANCY DETAILS

	Which vacancy are you applying for?
	

	When would you be able to start working with us?
	

	Where did you hear/read about the vacancy?
	

	Please give details of any family or close relationship to any existing Trustee, employee, or volunteer at Alder Bridge School.
	


	PERSONAL DETAILS

	What is your title?

(e.g. Mr, Ms, Miss, Mrs, Dr, other)
	
	Last Name:
	

	First Name (s):
	

	Any former Names:
	

	Date of Birth (required for Safeguarding purposes):
	
	NI Number:
	

	What is your Nationality?
	
	Do you require a permit to work in the UK?
	⬜ Yes           ⬜ No

	Residential Address:
	
	Postcode:
	

	Address for Correspondence 

(if different to above):
	
	Postcode: 
	

	Home Telephone No:
(& best time to call?)
	
	Mobile No:
(& best time to call?)
	

	Work No.  (Extension if applicable):
	
	Email address:
	


	EDUCATION & TRAINING

	Please note: If your application is successful you will be asked to bring to interview original certificates of your qualifications that are necessary or relevant for the post.

	1.What was the name of your last Secondary school and the years of study (start/end) prior to higher education (if applicable)?

	

	2. Did you leave school with any qualifications? If so, please list below the subject, level (GCSE, Baccalaureate etc), grade, the awarding body, and the date obtained. If not, please go straight to question 3.

	

	3. Did you obtain any qualifications after leaving school (e.g. University, college, professional or vocational)?
If so, please list below the details of where you obtained the qualification, the subject, the level, the grade, the awarding body, and the date obtained (& commenced). If not, please go straight to question 4.

	

	4. Are you studying for any qualifications at the moment? If so, please full details below (including date commenced).. 

If not, please go straight to question 5.

	

	5. Please provide details of any other relevant training (including date commenced/obtained)

	


	6. Please indicate if you have undertaken any accredited training for Child Protection and/or First Aid training (which is current) and provide date of certificate.

	Child Protection Training
	⬜  Yes            ⬜  No

	Date of Certificate
	⬜  Yes            ⬜  No

	First Aid Training 
	⬜  Yes            ⬜  No

	Date of Certificate
	⬜  Yes            ⬜  No


	CURRENT EMPLOYMENT

	7. Who is your current employer?

 If you are currently between jobs, please give details of your most recent employer.

	Name and address of employer:

	

	Telephone No:
	

	Email address:
	

	Present Salary:

	
	Other benefits (if applicable):
	

	Date appointed:
	
	Notice required (or leaving date if already left):
	

	Reason for leaving 

(if applicable):
	

	8. What kind of organisation is it and, briefly, what does it do? (e.g. school, business, charity)

	

	9. What is your job? Please give a brief outline of your main duties.

	


	PREVIOUS EMPLOYMENT

	10. Please give details of any previous employment, in chronological order starting with the most recent since leaving secondary school (including part-time and voluntary posts plus any periods of education or training). If you have any periods when you were not in employment, education, or training please give details of what you were doing, where, and the relevant dates in chronological sequence. If you have just left secondary school please go straight to question 10.
Please ensure there are no gaps in your employment history (if not working at any point, please note down and state reason/s why).  Also ensure month is provided as well as year since we cannot proceed with the application without (due to safeguarding).  Thank you.

	Employer Name & Address:
	Job Title:
	From:

Month/Year
	To:

Month/Year
	Brief outline of duties:
	Reason for leaving:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	SUPPORTING STATEMENT

	11. Please give details of your skills, abilities, experience and achievements to demonstrate how you meet the criteria in the person specification, using examples, wherever possible, which demonstrate how you have successfully applied these attributes in practical situations.
Please note: The shortlisting process  will be scored by using the Essential and Desirable criteria within the person specification of the job description.

	

	11.  Is there anything that you would like us to know about you that you have not mentioned on this form so far? 

You might wish to include details of any special interests or skills you have. Or you may like to tell us about a particularly relevant part of your biography. 

Please feel free to refer to any skills or experience that you have gained in voluntary work, unpaid work, community activities or from your domestic or family circumstances. 

Please write freely (as much or as little as you like). Use a separate piece of paper if you wish.

	

	12. What particularly appeals to you about the prospect of working in this position with us at Alder Bridge School? Please write freely (as much or as little as you like). Use a separate piece of paper if you wish.

	


	REFEREES

	We need details of three referees. At least two referees need to be from your current or previous employers and training provider if qualification required for role (& these 2 referees must have access to HR records). 

We will contact all of your referees before we meet you if you are shortlisted for an interview (with prior authorisation from you). Please ensure 3 references are provided for safeguarding purposes.

All appointments will be made subject to satisfactory references. 

We do not accept references from relatives or from people writing solely in the capacity of friends.
In addition to taking up the references that you provide, we may approach previous employers to verify particular experiences or qualifications before interview. Returning this application form to us signed confirms your agreement for us to approach your referees and previous employers prior to interview for this post.
We will ask your current or most recent employer (paid or voluntary), where you have worked with children, about any disciplinary offences relating to children, including any that are time-expired and whether you have been subject to any child protection concerns. We will also ask for the outcomes of any enquiries or disciplinary procedures.

	Name (Referee 1):
	Mr/Mrs/Miss/Ms/Other
	

	In what capacity do you know them?

	
	Organisation (if applicable):
	

	
	
	
	

	
	
	
	

	Address:

	
	Postcode:
	

	
	
	
	

	Telephone No:
	

	Email address:
	


	Name (Referee 2):
	Mr/Mrs/Miss/Ms/Other
	

	In what capacity do you know them?

	
	Organisation (if applicable):
	

	Address:

	
	Postcode:
	

	Telephone No:
	

	Email address:
	


	Name (Referee 3):
	Mr/Mrs/Miss/Ms/Other
	

	In what capacity do you know them?

	
	Organisation (if applicable):
	

	Address:

	
	Postcode:
	

	Telephone No:
	

	Email address:
	


	PROTECTION OF CHILDREN

	The school is required to check the criminal background of all employees.  Decisions to appoint will be subject to consideration of an enhanced disclosure from the Disclosure and barring Service.
You must provide information of ALL convictions, as the post is automatically exempt from the Rehabilitation of Offenders Act 1974 and rules relating to ‘spent’ convictions do not apply.
Failure to declare a pending prosecution, conviction, caution or bind-over may disqualify you from appointment or result in summary dismissal if the discrepancy comes to light.
Appropriate checks will also be made on your medical fitness and your right to work in the UK.



	Are you disqualified from working with children?
	⬜  YES     ⬜  NO

	Are you subject to sanctions imposed by a regulatory body?
	⬜  YES     ⬜  NO

	Are you subject to a prohibition order by the Secretary of State?
	⬜  YES     ⬜  NO

	Do you have any pending prosecutions, convictions, cautions or bind-overs (including any that are spent if the position applied for involves substantial access to children)?
	⬜  YES     ⬜  NO

	If your answer is YES to any of the questions this section please provide details in a sealed envelope marked CONFIDENTIAL.


If you are asked to attend an interview you will be requested to bring proof of identity and qualifications relevant to the post.  Appropriate documents would be:
	Proof of Identity                          AND
	Proof of Name and Address

	Current full driving licence, or
	Utility bill, or

	Passport with a photograph
	Finance statement showing current name and address

	Appropriate change of name documentation where appropriate
	We also require your National Insurance Number card or official documentation which states number on it (e.g. P45, P60 or pay slip)


	DECLARATION

	Please read the declaration below and sign and date the form.

	I understand that the appointment, if offered, will be subject to the information given on this form being correct, and that providing false information is an offence which could result in the application being rejected, or summary dismissal if I am selected, and possible referral to the police.

	Signed:
	Date:


Thank you for taking the time to complete this form.
We will keep in touch with you to let you know how your application is proceeding. In the meantime, if you have any queries please contact Personnel on: 0118 9714471 or: personnel@alderbridge.org.uk
Please return the form to us using the address below:
Personnel Officer

Alder Bridge Steiner-Waldorf School

Bridge House

Mill lane

Padworth

Reading

RG7 4JU
Or by email: recruitment@alderbridge.org.uk
(Applications received after the closing date will not be considered unless prior agreement made).
	PLEASE NOTE: if completing this form electronically you must use the latest version of Adobe
Reader. If you use an earlier version of Reader you will not be able to save the contents of the
form, and you will lose all the text you have entered. 
You can also use other PDF readers such as Foxit.
A free copy of Adobe Reader can be downloaded from: https://get.adobe.com/uk/reader/



	EQUAL OPPORTUNITIES

	We are an equal opportunities employer. Our aim is to be fair to everybody and to ensure that no job applicant or employee receives more or less favourable opportunities or treatment on the grounds of, for example age, race, colour, ethnic or national origin, nationality (subject to nationality rules), sex / gender, transgender, sexual orientation, marriage and civil partnership, disability, religion or religious affiliation / belief, or pregnancy and maternity.


	EQUALITY ACT 2010 - DISABILITY

	The definition of disability, as outlined in the Equality Act 2010 is as follows: “A physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day-to-day activities”.
We guarantee to interview disabled applicants who meet the essential requirements for the post.

	Under the definition above, do you consider yourself to be disabled?
	Yes       ⬜
	No       ⬜
	Prefer not to say       ⬜

	Please list below any reasonable adjustments you may require should you attend an interview and/or to help you apply for and take part in the selection process for this vacancy.  You may wish, for example, for assistance in accessing the building.
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