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Green Street Green 01322 620400 Fax: 01322 620401 
e-mail postmaster@leighctc.kent.sch.uk 

 
APPLICATION FORM - Non-Teaching Post 

(If there is insufficient space in a section please continue on plain paper) 
 
POST APPLIED FOR: 
 
PERSONAL DETAILS 
SURNAME 
 

MR / MRS / MS / MISS /DR 
Delete as appropriate* 

FORENAMES  
 

 

DATE OF 
BIRTH 

 MARITAL 
STATUS 

 

ADDRESS 
 
 
 
 

 

TELEPHONE 
 

HOME:    WORK: 

CURRENT 
SALARY 

         Nationality 

  

 
Have you ever been convicted of a criminal offence or cautioned? 

Please answer YES or No 

(Please see attached sheet “Notice for Applicants” 

 

 
EMPLOYMENT DETAILS – (Current First) 
FROM TO ESTABLISHMENT POST HELD RESPONSIBILITIES 
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EMPLOYMENT DETAILS – (continued) 
FROM TO ESTABLISHMENT POST HELD RESPONSIBILITIES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 
EDUCATIONAL DETAILS 
FROM - TO 
 

SCHOOLS ATTENDED 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
HIGHER EDUCATION 
FROM - TO COLLEGE/UNIVERSITY 

ATTENDED 
QUALIFICATION 
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I.T. COMPETENCE –  list network system and software packages with which you   
  are familiar 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
POSTS OF RESPONSIBILITY OR ACTIVE INVOLVEMENT OUTSIDE WORK 
e.g.  youth  leader,  coach,  magistrate 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
RELEVANT PROFESSIONAL STUDY AND TRAINING DURING THE PAST THREE YEARS 
DATE 
 

COURSE ATTENDED 
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ADDITIONAL RELEVANT EXPERIENCE/ACTIVITIES/INTERESTS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
REFERENCES 
Please provide the details of at least two referees (one of whom should be your present employers) 
familiar with your work to whom we may apply for a confidential reference. 
May we apply for a reference immediately?      YES / NO 
 

1. 
 
Name: 
 
Position: 
 
Address: 
 
 
 
 
Tel: 
 

2. 
 
Name: 
 
Position: 
 
Address: 
 
 
 
 
Tel: 

3. 
 
Name: 
 
Position: 
 
Address: 
 
 
 
 
Tel: 
 

 
 
 
 
 
Signature of 
Applicant: 
 
 
 
Date: 
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NOTICE APPLICANTS 

 

 

RE CONVICTIONS, CAUTIONS AND ‘SPENT’CONVICTIONS OF A CRIMINAL NATURE 

 
 

You will appreciate that the Governors of the Academy must be particularly careful to enquiry into the character 
and background of applicants for appointment to posts involving contact with students under the age of 18.  It 
is therefore essential that, in making your application, you disclose whether you have ever been 
convicted/cautioned of a criminal offence and, if so, what offence(s).   Because of the nature of the work for 
which you are applying, this post is exempt from the provisions of section 4(2) of the Rehabilitation of 
Offenders Act 1974, the Rehabilitation of Offenders Act 197 (Exceptions (Amendments) Order 1986.  The fact 
that convictions or cautions have been recorded against you will not necessarily debar you for consideration for 
this appointment. 
 
You must, therefore, answer the question on the application form: 
“Have you ever been convicted or a criminal offence or cautioned?” (Please answer “Yes “ or “No”). 
 
If the answer is “Yes”, you must give details which may, if you wish, be enclosed in a separate, sealed envelope 
marked “confidential” and attached to the application.   Any information given will be completely confidential 
and will be considered only in relation to an application for positions to which the Order applies.   The object of 
this Notice is not, in any way, to reflect upon an applicant’s integrity but it is necessary to protect the public and 
school. 
 
In accordance with the recommendation of the Home Office, all successful candidates for posts where there is 
to be contact with children, will be the subject fo a request to the Criminal Records Bureau for disclosure. 
 
Acceptance of an offer of appointment will be deemed to be acceptance that such an investigation may take 
place.  Applicants are informed that providing false information is a disciplinary matter and may result in 
summary dismissal. 
 
A copy of this notice will be sent to your referees. 
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Policy Statement on the Recruitment of Ex-Offenders 
 
• As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ 

suitability for positions of trust.  The Leigh Technology Academy complies fully with the CRB Code of 
Practice and undertakes to treat all applicants for positions fairly.   It undertakes not to discriminate 
unfairly against any subject of the Disclosure on the basis of a conviction or other information revealed. 

 
• The Leigh Technology Academy is committed to the fair treatment of its staff, potential staff or users of 

its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependents, age, 
physical/mental disability or offending background. 

 
• We have a written policy on the recruitment of ex-offenders, which is made available to all Disclosure 

applicants at the out set of the recruitment process. 
 
• We actively promote equality of opportunity for all with the right mix of talent, skills and potential and 

welcome applications from a wide range of candidates, including those with criminal records.  We select 
all candidates for interview based on their skills, qualifications and experience. 

 
• A Disclosure is only requested after a thorough risk assessment has indicated that one is both 

proportionate and relevant to the position concerned.   For those positions where a Disclosure is 
required, all application forms, job adverts and recruitment briefs will contain a statement that a 
Disclosure will be requested in the event of the individual being offered a position. 

 
• Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for 

interview to provide details of their criminal record at an early stage in the application process.  We 
request that this information is sent under separate, confidential cover, to a designated person within The 
Leigh Technology Academy and we guarantee that this information will only be seen by those who need 
to see it as part off the recruitment process. 

 
• Unless the nature of the position allows The Leigh Technology Academy to ask questions about your 

entire criminal record we only ask about unspent convictions as defined in the Rehabilitation of 
Offenders Act 1974. 

 
• We ensure that all those in The Leigh Technology Academy who are involved in the recruitment process 

have been suitably trained to identify and assess the relevance and circumstances of offences.  We also 
ensure that they have received appropriate guidance and training in the relevant legislation relating to the 
employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974. 

 
• At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on 

the subject of any offences or other matter that might be relevant to the position.  Failure to reveal 
information that is directly relevant to the position sought could lead to withdrawal of an offer of 
employment. 

 
• We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and 

make a copy available on request. 
 
• We undertake to discuss any matter reveal in a Disclosure with the person seeking the position before 

withdrawing a conditional offer of employment. 
 
• Having a criminal record will not necessarily bar you from working with us.  This will depend on the 

nature of the position and the circumstances and background of your offences. 
 
 


