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APPLICATION FORM

Before completing this form please ensure you have read and understood the information in the red box below.

You must sign (or type) your name in the box at the end of the form.

Once fully completed, this form should be returned to Paula Cunningham: paula@prnursery.co.uk 

Princes Risborough Nursery Ltd is committed to Safeguarding and promoting the welfare of children and expects all staff to share this commitment. Please note that in cases where any person (whether employed, contracted, a volunteer or student) has harmed, or poses a risk of harm to a child and has been removed from working (paid or unpaid) with children, or would have been removed had he or she not left earlier, the circumstances are promptly reported by the Nursery to the Disclosure and Barring Service (DBS).
Staff will be vetted for suitability to work in a nursery as per the current regulations. This includes checks on identity, the right to work in the UK and medical fitness.  You will be required to complete a Declaration of Criminal Record as part of your application. 

				Personal Information

	[bookmark: _Hlk52980682]Title

	[bookmark: Text43]     

	Forename(s)

	     

	Surname

	     

	Former name (if applicable)

	     

	Position Applied for:
	     


	Home address including postcode
	     




	Telephone numbers

	Home:       
[bookmark: Text41]     
	Mobile:      
[bookmark: Text42]     

	Email address
	     


	National Insurance number:
	     


	Are you a UK or EU citizen?
	Yes ☐ No ☐

	Since the age of 16 and in the last five years, have you lived (including on holiday) or worked abroad for three months or more?
If so, in which country/ies and for how long?
	Yes ☐ No ☐
[bookmark: Text29]      


Employment History


Current or most recent employment:
	Name and address of current employer:
     


	Post held:      


	
	Start date:      


	
	Notice period or leaving date:      


	Full-time or part-time:
Full-time ☐ Part-time ☐
	Annual salary/hourly rate: £      


	Summary of duties and responsibilities:
     






















	Reason(s) for leaving:
     

















Employment: Previous Posts – please summarise your employment history since leaving full time education - most recent first. To include both paid and unpaid, voluntary as well as part-time work.  Please account for any gaps since leaving full-time education.

	Position Held: 

	Name and address of employer:
	From:
(Month/Year)
	To:
(Month/Year)

	     




	     


	     



	     


	Summary of duties and responsibilities:
	Reason(s) for leaving:

	     




	     




	Position Held: 

	Name and address of employer:
	From:
(Month/Year)
	To:
(Month/Year)

	     




	     



	     



	     


	Summary of duties and responsibilities :
	Reason(s) for leaving:

	     




	     




	Position Held: 

	Name and address of employer:
	From:
(Month/Year)
	To:
(Month/Year)

	     




	     



	     



	     


	Summary of duties and responsibilities: 
	Reason(s) for leaving:

	     




	     









	Position Held: 

	Name and address of employer:
	From:
(Month/Year)
	To:
(Month/Year)

	     




	     



	     



	     


	Summary of duties and responsibilities:
	Reason(s) for leaving:

	     




	     



	Position Held: 

	Name and address of employer:
	From:
(Month/Year)
	To:
(Month/Year)

	     




	     



	     



	     


	Summary of duties and responsibilities:
	Reason(s) for leaving:

	     




	     




	Position Held: 

	Name and address of employer:
	From:
(Month/Year)
	To:
(Month/Year)

	     




	     



	     



	     


	Summary of duties and responsibilities:
	Reason(s) for leaving:

	     




	     













Education and Qualifications
Please detail your qualifications, include examination dates– most recent Qualifications first 
(Please continue on a blank sheet if required)
	Name of Educational establishment
(i.e. school, college, university)
	Dates                (from / to)
	Course/Subjects studied
	Results/qualification

	     



	     
	     
	     

	     



	     



	     



	     




	     



	     



	     



	     



	     



	
     

	     



	     




	     



	     



	     



	          



	     



	     
	     
	     



Relevant training courses attended - Please list courses you have attended over the past 3 years, in date order – most recent first. All information disclosed on this application will be subject to verification. (Please continue on a blank sheet if required).
	Name of Course
	Training Provider
	Date Completed

	     

	     
	     

	     

	     

	     


	     

	     

	     

	     

	     

	

	     

	     
	     


	     

	     
	     

	     

	     
	     


Suitability

Please use the box below to write about why you are applying for the position.  Give details of any work or other experience you may have which is relevant to this position.   Before writing this section ensure you read the Job Description and Person Specification.  Provide as much information and examples as possible to show that you meet our search criteria.  Highlight how your skills and abilities are relevant to this position. Remember to include details of the personal qualities you feel are relevant.  

	     











































	References	

Please provide the names and addresses of two referees, whom we will ask about your suitability for this position.   One of your referees MUST be your present or last employer.  
If you are a school or college leaver, please give the name and address of the Head Teacher/Tutor from your last school and also the manager of your most recent work experience placement – if applicable.  
References from relatives or from people writing solely in the capacity of friends will not be accepted.  We will not accept pre-written references. 
If your work does not currently involve working with children, however, you have worked with children in the past, please provide details of a suitable referee from the organisation where you most recently worked with children. 
Please note that as part of our commitment to safeguarding the welfare of children and young people we will, in most circumstances, ask for references, prior to interview.  

	Referee 1 – current or most recent employer

	Name:
	     

	Position:
	     

	Address:


	     

	Telephone number:
	     

	Email address:
	     

	Relationship to this person:
	     

	Do you give your consent for the Nursery to obtain this reference prior to interview?
	Yes ☐ No ☐




	Referee 2 – other professional referee

	Name:
	     

	Position:
	     

	Address:


	     

	Telephone number:
	     

	Email address:
	     

	Relationship to this person?
	     

	Do you give your consent for the Nursery to obtain this reference prior to interview?
	Yes ☐ No ☐






Additional Questions

	To comply with the Asylum and Immigration legislation during the selection process you will be required to give evidence of your ability to work in the UK.  Do you require any documentation supplied by the Home Office or UKBA in order to work in the UK? 
	Yes ☐ No ☐


	Under the Working Time Directive, you should not work more than 48 hours a week.  Do you plan to undertake work for other employers, which would cause a breach of these regulations?  If so, please give details.
	Yes ☐ No ☐
Details: 





	Have you ever been subject of disciplinary action by your employer or professional body?  If ‘Yes’ please give details. 
	Yes ☐ No ☐
Details: 





	If you have a disability, please let us know of any reasonable adjustments we can make to assist you in your application or with our recruitment process.
	Details: 
 




	Do you have any existing connection/relationship with any staff or the owners of Princes Risborough Nursery Ltd?  If ‘yes’ please state the name of the person and the relationship.
	Yes ☐ No ☐
Name:

Relationship:




















Declaration

I agree that any offer of employment with Princes Risborough Nursery Ltd is subject to satisfactory evidence of the right to work in the UK, satisfactory references and police clearance (where appropriate).  In accordance with the 1998 Data Protection Act, it is agreed that Princes Risborough Nursery Ltd may hold and use personal information about me for personnel reasons and to enable the organisation to keep in touch with me.  This information can be stored in both manual or computer form, including the data in Section 2 of the Data Protection Act 1998.  
I confirm that the information given in this application and any attachments is factually correct and complete and I understand that any false information may, in the event of employment, result in dismissal or disciplinary action by the Nursery.
Please read the information in the red box at the top of the form before signing.
By signing my name in the box below, I confirm:
· that all the information given in this application is correct
· that all the questions have been accurately and fully answered
· that I am in possession of the qualifications I claim to hold, and
· that I am eligible to work in the UK.

	Signature:     
[bookmark: Text39]     

	Date:     
[bookmark: Text38]     





























Declaration of Criminal Convictions 
Rehabilitation of Offenders Act 1974
This declaration is to be completed for roles requiring an enhanced Disclosure and Barring Service (DBS) check.  Please check the relevant Job Description if you are unsure whether this is a requirement for this role.  Having a criminal record will not necessarily bar you from employment; this will depend on the relevance, the circumstances, and the background of your offence(s).
If you are applying for work which brings you into contact with children, young people or adults with care and support needs you may be required to undergo an enhanced DBS check before taking up your role.  This check will include details of convictions, cautions, reprimands, and warnings which you may have, even if they are regarded as ‘spent’ under the Rehabilitation of Offenders Act 1974.  
You must also provide details below (where appropriate) to let us know of any prosecutions pending against you.  

	Do you have a criminal record? 
(Failure to disclose this information could result in your dismissal or disciplinary action by the Nursery).
	☐  Yes
☐  No


	If you answered Yes, please provide full details below: 










The following declarations are only required if you are applying to undertake Regulated Activity with children, young people, or adults with care and support needs.  If you are in doubt about this requirement, please refer to the Job Description. 
	I confirm that I have not been barred from working with children by the DBS, the Independent Safeguarding Authority (ISA) or any other organisation. 

	☐  I confirm
☐  Not required for this role


	I confirm that I have not been barred from working with adults with care and support needs by the DBS, Independent Safeguarding Authority (ISA) or any other organisation.
	☐  I confirm
☐  Not required for this role




I confirm that to the best of my knowledge the information contained in this Declaration of Criminal Record form is correct. 

	Signature:          

	Date:      
          



All information will be held and processed in accordance with data protection legislation.
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