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Baguley Hall Primary School
“Putting Children First”
Application Form
	Data protection notice

	Throughout this form we ask for some personal data about you. We’ll only use this data in line with data protection legislation and process your data for one or more of the following reasons permitted in law:

•
You have given us your consent

•
We must process it to comply with our legal obligations

Please refer to our Privacy Notice on the school website for further details

	

	Disclosure and Barring and recruitment checks

	All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974. However, the amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account. Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.
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. 
For posts in regulated activity, the DBS check will include a barred list check.

It is an offence to seek employment in regulated activity if you are on a barred list.

We’ll use the DBS check to ensure we comply with the Childcare Disqualification Regulations. It is an offence to provide or manage childcare covered by these regulations if you are disqualified. 

Any data processed as part of the DBS check will be processed in accordance with data protection regulations and the school’s privacy notice. 

If you’ve lived or worked outside of the UK in the last 10 years, the school may require additional information in order to comply with ‘safer recruitment’ requirements. If you answer ‘yes’ to the question below, we may contact you for additional information in due course.

Have you lived or worked outside of the UK in the last 10 years?:  ☐ Yes
☐ No


Any job offer will be conditional on the satisfactory completion of the necessary pre-employment checks.

Only applicants who have been shortlisted will be asked for a self-declaration of their criminal record or information that would make them unsuitable for the position.

Any convictions that are self-disclosed or listed on a DBS check will be considered on a case-by-case basis.

	

	Time spent living and/or working overseas

	If you’ve lived and/or worked outside of the UK, the school must make any further checks it considers appropriate (in addition to the usual pre-employment checks).

We’ll base the decision on whether this is necessary on individual circumstances, and factors such as:

The amount of information you disclose in the DBS check

The length of time you’ve spent in or out of the UK

	

	Right to work in the UK

	The school will require you to provide evidence of your right to work in the UK in accordance with the Immigration, Asylum and Nationality Act 2006.

By signing this application, you agree to provide such evidence when requested.


	Sign and date

	Name (please print):

Sign:

Date:


Baguley Hall Primary School

“Putting Children First”
Application for Employment

(Associate Staff)
	Post: Admin Support Assistant
	Closing Date:  12th July 2026

	PERSONAL DETAILS
	

	Please ensure these are accurate as it is the only way we have to get in touch with you.  It is important that you supply a National Insurance Number.

	Title:                            First Name(s):                                          Surname:                         

Address:   

Postcode: 

	NI Number:
	Date of Birth:

	Tel No (Home):              
Tel No (Work):                                                 

Preferred form of contact:       
	Email:  
Mobile:

NI Number:                                                          

                         

	Where did you see this appointment advertised? 

How soon after an offer of a job would you be able to start? 



	Thank you for showing an interest in this post at Baguley Hall Primary School.  

Completing the application form is the first stage of the selection process.  

The information you provide on this form is the only information we will use in deciding whether or not you will be shortlisted for interview, so you are strongly advised to complete the application form as fully as possible.  



	

	Disability and Accessibility

	The school has committed to ensuring that applicants with disabilities or impairments receive equal opportunities and treatment. 

If you have a disability or impairment, and would like us to make adjustments or arrangements to assist if you are called for an interview, please state the arrangements you require:




	Disability and accessibility


	List your qualifications below ensuring that you do not miss any identified in the person specification or you may disqualify yourself at shortlisting.  If you are awaiting results, give the expected grade and make clear that this result is still unknown.  If called for interview you will be asked to provide evidence of your qualifications.  Continue on a separate sheet if necessary.

	

	QUALIFICATIONS including GCSE or equivalent, Awarding Body, Date of Award, Level of Award:
	Grade Awarded
	Date Awarded

	
	
	

	

	List any training relevant to this post, even if undertaken outside of your formal employment.  Continue on a separate sheet if necessary.

	TRAINING
	Grade Awarded
	Date Awarded

	
	
	

	
	
	

	DETAILS OF EMPLOYMENT
	Present or Most Recent Employer

	If this is your first job after leaving education, give the school or college’s name in place of employer’s name, and your date of leaving and disregard the other items.

Job Title:   

Employer’s Name: 

Date Appointed:  

Date of Leaving (if applicable): 



	Salary: 

	Notice Period: 

	Reason for Leaving: 



	

	EMPLOYMENT HISTORY
	

	Please list your previous employment and any voluntary, part-time, casual and unpaid work starting with the most recent.  You should try to make the information you give as full and accurate as possible.

You must include details of any gaps in employment.

Continue on a separate sheet if necessary.

	

	

	From
	To
	Name & Address of Employer
	Job Title
	Reason for Leaving

	
	
	
	
	

	

	

	FURTHER INFORMATION

	This section of the application is very important, as this is where you demonstrate how you meet the requirements of the job.

Read through the job description and person specification to get a clear view of what the job involves.  The person specification you have been sent describes the necessary skills, experience and qualifications we are looking for.

Continue on a separate on a separate sheet if necessary.



	

	

	

	REFERENCES
	

	One of your references must be your present/most recent employer or, if this is your first job after leaving full time education, one of your tutors. References are requested before the interview.  


	First Referee
	Second Referee

	Title: Mr/Mrs/Miss/Ms    

Name:    

Job Title:   

Address:  

Postcode:  

Tel No.  

Mobile No:

Email:     

How do you know this person?
	Title: Mr/Mrs/Miss/Ms      

Name:     

Job Title:   

Address:   

Postcode:   

Tel No.      

Mobile No:      

Email:  

How do you know this person?  

	
	

	
	


	CONFIRMATION OF DETAILS
	

	Please read the declaration below and sign and date to confirm that the information that you have supplied is complete and truthful and that you agree to the information being processed and used by Baguley Hall Primary School for the purposes of recruitment, monitoring and (if appropriate) subsequent employment.

By supplying the information on this form you consent to its being processed for all employment purposes as defined in Data Protection legislation and its use in any verification checks that may be made.

We have a duty to protect public funds and may use this information to prevent and detect fraud.  We may also share this information for the same purposes with other organisations that handle public funds.

I certify that to the best of my knowledge that all the information I have given is correct.  I understand that by deliberately giving false or incomplete answers I will be disqualified from consideration for this post or, in the event of my appointment, may be dismissed without notice.  I also understand that the appointment will be subject to satisfactory medical examination, references and criminal records checks (as appropriate).

If this is an on-line application, please tick the box to confirm that the information you have supplied

is complete and truthful and enter the date below. Please note you will be required to sign this form should you be called for interview.  FORMCHECKBOX 
  

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

    

	


Please return completed application to: 
Headteacher







Baguley Hall Primary School







Ackworth Drive







Manchester







M23 1LB
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