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VOLUNTEERING APPLICATION FORM
	Post Applied For
	Volunteer


For School based roles, please return your application form direct to the school. This can be posted or emailed to careers@manorgreenschool.co.uk 

PERSONAL DETAILS

	Last Name*
	     
	Forename(s)*


	     

	Previous Names(s)
	     
	Title (e.g. Mr, Miss, Mrs, Ms)


	     

	Home Address*


	     
	Tel Nos. Home

Work (if convenient)

Mobile
	     

	Postcode*


	     

	Email Address
	     

	
	
	
	     


Fields marked with * are mandatory

Please answer the following questions:

Do you hold a valid full driving licence?






Yes  FORMCHECKBOX 

  No  FORMCHECKBOX 

EMPLOYMENT DETAILS

PRESENT OR MOST RECENT EMPLOYMENT

	Name of Employer


	

	Address


	

	Tel No


	

	Present post


	
	Date appointed
	

	Reason for leaving/or why looking to leave


	
	Date of leaving

(if applicable)
	

	Brief description of duties and responsibilities

	
	



PREVIOUS EMPLOYMENT

Please complete each column and explain any breaks in employment.

Start with your most recent employment and list in descending date order.

	Dates (Day/Mth/Yr)
	Brief summary of duties and responsibilities
	Reason for leaving

	From
	To
	
	

	
	
	

	


	Employer & Address
	
	

	

	
	

	From
	To
	
	

	
	
	

	


	Employer & Address
	
	

	

	
	

	From
	To
	
	

	
	
	

	


	Employer & Address
	
	

	

	
	

	From
	To
	
	

	
	
	

	


	Employer & Address
	
	

	

	
	


Please continue on a separate sheet if necessary

 
VOLUNTARY OR UNPAID WORK UNDERTAKEN (if any)
(This may not be connected with the post applied for, but may still be relevant)
	     




Supporting Information – 
Please tell us why you would like to volunteer at Manor Green School and about any relevant skills and experience you have.
	     



Please continue on a separate sheet if necessary.

PROFESSIONAL QUALIFICATIONS, MEMBERSHIPS AND TRAINING
Please give details, including dates obtained. You will be asked to produce any relevant certificates
	     



EDUCATION/QUALIFICATIONS/TRAINING

Please give details of any relevant courses, training or qualifications with the establishment and date completed.

	Dates
	
	Name and address of educational establishment
	Courses taken, exams passed with dates, and grades obtained

	From
	To
	
	

	     
	     
	     
	     


	     
	     
	     
	     


	     
	     
	     
	     


	     
	     
	     
	     


	     
	     
	     
	     


	     
	     
	     
	     



1. Are you related to any staff member or children at the school?

_______________________________________________________________________________________________________________________________________________________________________________________________________________

2. Have you previously been employed by the Royal Borough of Windsor & Maidenhead?

If YES, please provide details:

__________________________________________________________________________________________________________________________________________
_____________________________________________________________________
________________________________________________________________
If there are any specific health and safety needs or requirements these should be identified here:
__________________________________________________________________________________________________________________________________________
_____________________________________________________________________
________________________________________________________________

REFERENCES
Please give two referees to whom confidential enquiries will be made. One must be your present or most recent employer. 

NB. Referees must not be members of your family, or spouse/partner. No offer of volunteering in our school will be confirmed without the receipt of two satisfactory references.
It is the policy of the school  to take up references prior to volunteering, unless requested otherwise. 
	Name
	     
	Name
	     

	Address


	     

	Address
	     

	Tel No
	     
	Tel No
	     

	Email


	     
	Email
	     

	Capacity in which known

(e.g. employer/line

manager/teacher)
	     
	Capacity in which known
	     


May we approach prior to interview? 



May we approach prior to interview?

 FORMCHECKBOX 
Yes

No  FORMCHECKBOX 





Yes FORMCHECKBOX 


No  FORMCHECKBOX 


· The Council/School may wish to make further enquiries of previous employers, in addition to the two referees given.

· For vacancies within the Adult and Children’s Services Directorates, the selection process may involve a pre-interview establishment visit and briefing.
· Further enquiries of previous employers, in addition to the two referees given may also be made
· The Council/School has a responsibility for and is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults to ensure that they are protected from harm

EQUAL OPPORTUNITIES MONITORING RECORD
The information contained on this page will be  treated in the strictest confidence and will be detached prior to short-listing. Please see guidance notes for further information.  It is not mandatory to provide this information. Doing so helps RBWM to monitor equal opportunities and complete statistical returns.  

	Post applied for:      
	
	Post Reference Number:     

	First Name:     
	
	Last Name:     

	Directorate:     
	
	

	Gender :                                Male:  FORMCHECKBOX 
                                                 Female:  FORMCHECKBOX 


	Date of Birth:      /     /     
	
	Marital Status: Yes   FORMCHECKBOX 
      No   FORMCHECKBOX 


	Please tick the category that most represents your race and ethnicity

	How would you describe your ethnic origin?

Asian or Asian British
 Black or Black British

White


Mixed & Other

Bangladeshi
 FORMCHECKBOX 

 African

 FORMCHECKBOX 

British

 FORMCHECKBOX 

White & Black Caribbean
 FORMCHECKBOX 

Indian

 FORMCHECKBOX 

 Caribbean
 FORMCHECKBOX 
       
Irish

 FORMCHECKBOX 

White & Black African
 FORMCHECKBOX 

Pakistani
 FORMCHECKBOX 

 Other

 FORMCHECKBOX 
           Other

 FORMCHECKBOX 

White & Asian

 FORMCHECKBOX 

Other

 FORMCHECKBOX 

                                                                                       Other 
                              FORMCHECKBOX 

Chinese or other ethnic group


Chinese                             FORMCHECKBOX 

Other ethnic group            FORMCHECKBOX 





	As users of the disability symbol, we guarantee to interview all disabled applicants who meet the minimum criteria for the vacancy/ies. As we are a user of the disability symbol do you qualify for a guaranteed interview? Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 


	Please provide details of any adjustments/ special requirements to assist you should you be shortlisted for interview.  

     



Manor Green School Volunteering Days
Please specify the days you are able to volunteer

Name ___________________________________Date(s)___________________________

	Day 
	AM 
	Pm 

	Monday 


	
	

	Tuesday


	
	

	Wednesday

 
	
	

	Thursday 


	
	

	Friday 


	
	


After school activities 

	Day 
	

	Monday 


	

	Tuesday 


	

	Wednesday 


	

	Thursday 


	

	Friday
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EMERGENCY CONTACT DETAILS
Please provide a contact name, address and telephone number of someone we can contact in the event of an emergency. This information will be kept on your personal file in the HR Unit.

Emergency Contact Name


Address 

Town 

County 


Post Code 

Telephone number - Dialling code 
no 

Relationship to you



Employee name 
Post Title 


Directorate/Location 


Date 


Should this information change at any time you should complete another form. Please return this form to the school office in order for your record to be updated.

Manor Green School
STRICTLY CONFIDENTIAL

Disclosure of Criminal Background

The Royal Borough has an obligation to ensure as far as possible that persons (either employed or as volunteers) who work with children or vulnerable adults in Borough services are suitable to undertake such a role.  For this reason you are required to disclose if you have any convictions, cautions and bindovers so they may be taken into account when your application is considered.      

The explanatory notes attached give further information on the factors that will be taken into account when determining whether any conviction(s) may be considered relevant to your application.  You are invited to read them before answering this question.

Under relevant legislation (the Rehabilitation of Offenders Act 1974 & Exceptions Order 1975) you must disclose any convictions you may have, even if they would otherwise be regarded as “spent” under this Act, and any cautions or bindovers.   Any information you give will be treated in strictest confidence and will only be taken into account in relation to this application. 

In answering the following question you must disclose details of all convictions and cautions, including “spent” convictions and any prosecutions pending. 

Have you ever been convicted of a criminal offence, cautioned or have any prosecutions pending? 







                   YES / NO

If YES, please give details of all convictions and cautions, including “spent” convictions and cautions and any prosecutions pending. ……………………………………………………………………………………………………

……………………………………………………………………………………………………

DECLARATION

The information I have provided is correct to the best of my knowledge.  I understand that false information may render me liable for dismissal if appointed. 

Signed………………………………………………………….Date…………………………………

Print name (capitals).……………..………………………………….………….……………..…….

Position applied for……….……………………………Job Reference No………………………...  

(When you have answered the above question please return this additional sheet with your application form.   If you have disclosed conviction information please place this sheet in a separate sealed envelope marked with:   Your name & position applied for, and the following:  DISCLOSURE INFORMATION – STRICTLY CONFIDENTIAL.   This will ensure that only persons directly concerned with reaching a recruitment decision in respect of the position applied for will view conviction information.). 

Manor Green School

Explanatory note to applicants – DBS check (previously CRB) 

1. Introduction

1.1 The position for which you are applying has been determined by the Royal Borough of Windsor & Maidenhead as exempt from the Rehabilitation of Offenders Act 1974 in line with guidance from the Disclosure and Barring Service (DBS) . Therefore you are required to declare any convictions you may have even if they would otherwise be regarded as “spent” under this Act, and any cautions or bindovers.   The information you give will be treated in confidence and will only be taken into account in relation to an application where the exemption applies.

2. Factors to be considered

2.1 The disclosure of a criminal record will not debar you from appointment unless the selection panel, having considered carefully the following factors, determine that the conviction renders you unsuitable for appointment.  

2.2 The factors to be taken into account are: 

2.2.1 the responsibilities of the position, 

2.2.2 the vulnerability of children or adults supported, 

2.2.3 the nature of the offence(s), 

2.2.4 the number and pattern of offences (if there is more than one), 

2.2.5 how long ago the offence(s) occurred, 

2.2.6 the age of the offender when the offence(s) occurred. 

3. Access to records of criminal convictions

3.1 Under government regulations the Borough is able (with your consent), to access records of criminal convictions to verify the information you supply.    In the event of an offer of employment it is a requirement that a check is undertaken with the DBS.  (The DBS is an executive arm of the Home Office which carries out criminal conviction checks for employers).   Information on the Bureau can be accessed on the internet at: http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/about-us1/.   If you do not give your permission it will not be possible to consider your application further.  

3.2 As part of its checking procedure the DBS will also check registers of persons found to be unsuitable to work with vulnerable people which are maintained by the Department of Health and the Department for Education. 

3.3 Information received from the DBS will be kept in strict confidence and will be destroyed following the recruitment decision.  Information will be retained for 6 months (or where services are CQC inspected until the next inspection) after the selection process has been completed in case the applicant or the appointing manager has any queries concerning the information.  

3.4 You will be sent directly the results of your check by the DBS. 

3.5 If the DBS check discloses a conviction which you had failed to declare this may disqualify you from appointment, or result in summary dismissal if the discrepancy comes to light after appointment.

4. Further Advice

4.1 If you would like to discuss whether a conviction you have may debar you from working in the role for which you are applying, you may telephone HR on 01628 796000, then choose Option 1, then Option 3 in confidence for advice.    



	School Staff Disqualification Declaration Form Guidance – new staff


In February 2015, the Department for Education (DfE) issued statutory guidance  Disqualification under the Childcare Act 2006.
Guidance - Disqualification under the Childcare Act 2006
This update requires schools and other educational settings which provide care for pupils under the age of 8, to ensure that staff working in these settings are not disqualified from doing so under the Childcare (Disqualification) Regulations 2009: Childcare (Disqualification) Regulations 2009
A person may be disqualified through:

1. Having certain orders or other restrictions placed upon them

2. Having committed certain offences

3. Living in the same household as someone who is disqualified by virtue of 1 or 2 above (this is known as disqualification by association)

In order for the school to meet its obligations under these regulations and the statutory guidance, you are required to sign the declaration below, confirming that you are not disqualified from working under these Regulations. 
You are advised that you do not have to provide details, in relation to yourself, of cautions or convictions that are protected or disclose any information (including spent cautions or convictions) of anyone living or working in your household.
A disqualified person is not permitted to continue to work in a setting providing care for children under age 8, unless they apply for and are granted a waiver from OFSTED:

OFSTED waiver application .

The school will determine if with a waiver in place, they wish to employ you. In which case, they will support you with the waiver process. 

The school is obliged to inform OFSTED of any staff member who is disqualified, within 14 days of becoming aware of that disqualification. Until a waiver is granted by OFSTED a disqualified worker cannot be employed.   
	School Staff Disqualification Declaration - CONFIDENTIAL




	Name
	
	Post


	

	Please circle one answer for each question

	Section 1 – Orders or other restrictions



	Have any orders or other determinations related to childcare been made in respect of you?


	YES / NO

	Have any orders or other determinations related to childcare been made in respect of a child in your care?


	YES / NO

	Have any orders or other determinations been made which prevents you from being registered in relation to child care, children’s homes or fostering?
	YES / NO

	Are there any other relevant orders, restrictions or prohibitions in respect of you as set out in the Schedule 1 of the Regulations? Available at the link below:
http://www.legislation.gov.uk/uksi/2009/1547/schedule/1/made

	YES / NO

	Are you barred from working with Children by the Disclosure and Barring Service (DBS)?


	YES / NO

	Are you prohibited from teaching by the National College for Teaching & Leadership (NCTL)?


	YES / NO

	Section 2 – Specified and Statutory Offences



	Have you ever been cautioned, reprimanded, given a warning for or convicted of:


	

	Any offence against or involving a child? (A child is a person under the age of 18)


	YES / NO

	Any violent or sexual offence against an adult?


	YES / NO

	Any offence under the Sexual Offences Act?


	YES / NO

	· Any other relevant offence?


	YES / NO

	Further information available at the links below:

http://www.legislation.gov.uk/uksi/2009/1547/schedule/2/made
http://www.legislation.gov.uk/uksi/2009/1547/schedule/3/made

	

	Have you ever been cautioned, reprimanded, given a warning for or convicted of any similar offence in another country?


	YES / NO

	Section 3 – Disqualification by Association



	To the best of your knowledge, is anyone in your household* disqualified from working with children under the Regulations?

(*household – includes family, lodgers, house-sharers, household employees etc)

This means does anyone in your household have an Order or Restriction against them as set out in Section 1 or have they been cautioned, reprimanded, given a warning for or convicted of any offence in Section 2 or 3 of the Childcare (Disqualification) Regulations 2009?


	YES / NO

	Section 4 – Provision of Information


	

	If you have answered YES to any of the questions above you should provide details the below in respect of yourself. You may supply this information separately if you so wish, but you must do so without delay.


	YES / NO

	Details of the order, restriction, conviction, caution etc. including dates  and relevant court(s) body(ies) (give details below)


	For employees only - you must also provide a copy of the relevant order, caution, conviction etc. In relation to cautions/convictions a DBS Certificate may be provided.



	Section 5 – Declaration



	In signing this form, I confirm that the information provided is true to the best of my knowledge and that:



	I understand my responsibilities to safeguard children.


	I understand that I must notify my head teacher immediately of anything now or in the future that affects, or might affect, my suitability to work in the School, including any cautions, warnings, convictions, orders or other determinations made in respect of me or a member of my household that would render me disqualified from working with children under the Childcare (Disqualification) Regulations 2009, replacement or similar legislation. Failure to notify will be a serious matter, considered as gross misconduct under the Disciplinary processes and could result in summary dismissal.

	Signed: 


	Date

	Print Full Name:
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