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Putnoe Woods Job Application Form
Private and Confidential

Putnoe Woods Preschool is committed to safeguarding and promoting the welfare of children and / or vulnerable adults and expects all staff and volunteers to share this commitment.

Please read the information and guidance given on this form carefully.  Your application will be rejected if it is not completed correctly.
	Section A 
	Job Details


	Job applied for:
	

	How did you find out about this job?
	



	Section B
	Personal Information

	Surname:

	

	First Name:

	

	Title
(e.g. Mr/Mrs/Miss)
	

	DOB
	

	Home address:



	Email Address: 


	Home phone number:

	Mobile:



	Section C
	Current or most recent Employment / Voluntary Work


	Name and Address of 
Organisation:

	

	Job Title:
	
	Notice Period:
	

	Brief summary of duties and responsibilities (List any duties you consider to be of relevance to the post you are applying for)









	Section D
	Education and Professional / Specialist Qualifications


	Please list details relevant to this post in chronological order.  If short listed, you will be required to bring proof of these qualifications to the interview.
Please include Maths and English GCSE results.

	Name and address of School, College or University attended:
	Qualifications 
(for example, NVQ, GCSE, A Level, Degree)
	Grade / Result received:
	Date of Qualification:

	











	
	
	



	Section E
	Specialist Training Courses


	Name of Organisation:
	Name of specialist training course:
	Result Received:
	Date of Training:

	





	
	
	



	Section F
	Employment History

	Please give details of your FULL employment history in date order starting with the most recent.  You must list ALL employment, career breaks and periods of unemployment, education and voluntary work since leaving secondary education without any gaps.

	Organisation’s name and address:
	Employment dates to nearest month
	Your role:
	Reason for leaving:

	
	From:
	To:
	
	

	

























	
	
	
	



	Please explain any employment gaps –









	Section G
	Selection Criteria


	This is a very important section. With this application form you will have received a person specification describing the skills and attributes we require for the job for which you are applying. Please take this opportunity to explain how you meet each of the requirements of the job. It is important that you show how you meet each criterion separately.  You may find you repeat information when saying how you meet the different criteria; this does not matter. (Please use an additional sheet if necessary).  Do not attach a CV.  It will not be considered.
Remember: Please address each criterion separately.  If you do not do this your application form will be rejected.

	























Please continue on separate sheet if necessary



	Reference Requests
Please give the names of two referees who can provide professional or educational references (not character). 
· The first must be from your present or last employer/voluntary organisation.  If you cannot give an employer, please provide the name of someone who can provide an educational reference.
· The second should be a previous employer.  If you cannot provide a previous employer, please give either an educational referee or a character referee who has known you for 3 years or more.
· If neither of the two referees have known you for a period of 3 years or more, please provide an additional referee.  This could be a further previous employer, an educational referee, or someone who has known you for 3 years who can provide a character reference.
The person must hold a managerial or personnel position in that organisation and have access to your records. If you do not give permission for your current employer to be contacted before interview, please provide us with an additional relevant referee to allow for two references to be available to the interviewing panel.

Where you are not currently working with children or young people but have done so in the past, you are required to nominate a referee from the organisation where you were most recently employed to work with children and young people as one of your nominated references. If you are recommended for appointment in these circumstances, we will then seek to gain your current employer as a referee.

If you are unable to provide your employer’s details for reference purposes at the time your application will not be pursued further. In the event that you are not currently employed we will require details from your last employer.

The referees provided will be asked if you have any live disciplinary offences and also about any “time expired” disciplinary offences where they relate to children. They will also be asked if you have been subject to any child protection or vulnerable adult protection concerns, and if so, the outcome of any enquiry or disciplinary procedure.

PLEASE NOTE THAT PUTNOE WOODS PRESCHOOL reserves the right to ask you for permission to contact a referee from any organisation you have been associated with. This can be in addition to, or instead of, the names you supply.



	[bookmark: _Hlk29293054]Referee from Present or last Employer/Voluntary Organisation


	Referee Name
	

	Job Title
	

	Address (including 
Postcode)
	



	Telephone Number
	

	
	
	Length of time known
	

	Email address


	
	Type of Reference
	Employer
Educational
Character

	May we contact this referee once a conditional offer has been made?    Yes  /  No





	Second Referee ( This should be your previous employer)


	Referee Name
	

	Job Title
	

	Address (including 
Postcode)
	



	Telephone Number
	

	
	
	Length of time known
	

	Email address


	
	Type of Reference
	Employer
Educational
Character

	May we contact this referee once a conditional offer has been made?    Yes  /  No




	Additional Referee


	Referee Name
	

	Job Title
	

	Address (including 
Postcode)
	



	Telephone Number
	

	
	
	Length of time known
	

	Email address


	
	Type of Reference
	Employer
Educational
Character

	May we contact this referee once a conditional offer has been made?    Yes  /  No




	Section I
	Further Information

	1. Are you subject to any legal restrictions in respect of your employment in the UK?
You will be required to provide evidence of your eligibility to work in the UK and any information given with be checked with the Home Office or Immigration Service
	Yes / No

	2. Are you subject to a sanction or have been at any time barred from working with children or vulnerable adults or have been placed on List 99, POVA or PoCA
	Yes / No

	If you have answered Yes to any of the above, please give details below:




	

	The post you are applying for is exempt from the ‘Rehabilitation of Offenders Act 1974’. You will be required at interview stage to declare any unspent convictions, spent convictions, pending charges/current police investigations, bind overs, warnings/cautions or reprimands.


	Do you understand the above and agree to declare this information?
	YES/NO




Privacy notice – Job applicants
We process personal data relating to those who apply for job vacancies with us or who send speculative job applications to us. We do this for employment purposes, to assist us in the selection of candidates for employment, and to assist in the running of the business. The personal data may include identifiers such as name, date of birth, personal characteristics such as gender, qualifications and previous employment history.
We will not share any identifiable information about you with third parties without your consent unless the law allows or requires us to do so. The personal data provided during an application process will be retained for a period of at least six months or, if required by law, for as long as is required.
This privacy notice does not form part of an employment offer or contract between us. If we make an employment offer to you, we will provide further information about our handling of your personal information in an employment context separately.
If you would like to find out more about our data retention policy and how we use your personal data, you want to see a copy of the information about you that we hold or have any questions or issues regarding data protection, please email the Business & Finance Manager.

	Declaration -

	 I declare that to the best of my knowledge and belief, the information given on this application form and any supporting evidence supplied with it, is correct.
I understand that any subsequent contract of employment with Putnoe Woods Preschool will be made only on this basis and that, if I falsely or deliberately omit any relevant information I could be dismissed.

Signature……………………………………………………             Date…………………………………………….




Registered Office of Putnoe Woods Preschool Limited, Wentworth Drive, Bedford. MK41 8QA
Charity Number:   1145918  Company House Number: 7900733   OFSTED Number: EY483058
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