A P P R E N T I C E S H I P   A P P L I C A T I O N   F O R M





[bookmark: _Hlk92291195][bookmark: _Hlk92291024]Please refer to the Notes for Guidance which can be found at the back of the form, before you begin to complete your application.  Please note that CET do not accept CV applications.
	Section 1 – Position Applied for 

	Enter the vacancy ref here	Enter the Apprenticeship Title here 
	If your application is successful in which of our schools/academies would you like to work, please tick as many as you wish

	PRIMARY SCHOOLS 

	Caldew Lea ☐
	Hensingham ☐
	Longtown ☐
	Newtown ☐

	Tebay ☐
	Northside ☐
	Yanwath ☐
	Yewdale ☐

	SECONDARY SCHOOLS

	Whitehaven Academy ☐
	William Howard ☐
	Workington Academy ☐



	[bookmark: _Hlk85293415]Section 2 – Your Details

	Title	Enter first name
	Enter middle name/s	Enter surname
	Enter address	Enter address for correspondence if different
	Enter postcode	Enter postcode.
	Enter home phone number	Enter mobile number.
	Enter e-mail address


	[bookmark: _Hlk85296376]Section 3 – Education/Qualifications
Use the space below to tell us about the qualifications you have obtained or are predicted.

	1. [bookmark: _Hlk85295749]Secondary School.

	Enter school name	Select date from	Select date to
	Enter address	Full time ☐
	Part time ☐

	Qualification
	Grade 

	Click or tap here to enter subject/s	Click or tap here to enter grades
	2. Sixth Form/College.

	Enter Sixth Form/College name	Select date from	Select date to
	Enter address	Full time ☐
	Part time ☐

	Qualification
	Grade 

	Click or tap here to enter subject/s	Click or tap here to enter subject/s
	3. University

	Enter University name	Select date from	Select date to.
	Enter address	Full time ☐
	Part time ☐

	Qualification
	Grade 

	Click or tap here to enter grades	Click or tap here to enter grades



	Section 4 – Additional Experience, Interests and other curricular activities 

	Click or tap here to enter text.


If there is insufficient space to list your full employment history below please use space provided at section 14
	Section 5 – Employment History
Provide details of your employment, accounting for any period/s you were not in work.  For example, career break, volunteering, further education.

	1. [bookmark: _Hlk85296651]Current/most recent employer.

	Enter company name	Enter date from	Enter date to
	Enter address	Full time ☐
	Part time ☐

	Brief summary of duties and responsibilities 

	Click or tap here to enter

	2a.    Previous employers 

	Enter company name	Enter date from	Enter date to
	Enter address	Full time ☐
	Part time ☐

	Brief summary of duties and responsibilities

	Click or tap here to enter

	2b.     Previous employers 

	Enter company name	Enter date from	Enter date to
	Enter address	Full time ☐
	Part time ☐

	Brief summary of duties and responsibilities

	Click or tap here to enter



	Section 6 – Supporting Information
Making reference to the job description and person specification use the space below to tell us why you would be the ideal candidate for this apprenticeship opportunity.

	Click or tap here to enter text.


	Section 7 – References 
Please provide details of two people to whom reference may be made.  Please note that as this vacancy is in scope of the recruitment practices outline in the Keeping Children Safe in Education guidance, your referees will be contacted prior to interview unless requested otherwise.

If you are applying for this post as a school/college leaver one of your referees should be your Head Teacher/Head of Year/Tutor 

	Referee 1

	Enter referees name	Enter job title of referee and company
	Enter company address	Relationship to referee
	Enter contact e-mail address	Enter contact number
	Permission to contact prior to interview? 

	Yes ☐
	No ☐

	[bookmark: _Hlk85297655]Referee 2

	Enter referees name	Enter job title of referee and company
	Enter company address	Enter relationship to referee
	Enter contact e-mail address	Enter contact telephone number
	Permission to contact prior to interview?
	

	Yes ☐
	No ☐






	Section 8 – Right to work in the United Kingdom

	Document Type 
	Reference Number 
	Issued Date
	Expiry Date 

	UK Passport 
	 Enter reference number here	Enter date 	Enter date 
	Visa Reference 
	 Enter reference number here	Enter date 	Enter date 
	Work Permit 
	 Enter reference number here	Enter date 	Enter date 
	Residency Permit 
	 Enter reference number here	Enter date 	Enter date 
	National Insurance Number
	Click or tap here to enter text.


	Section 9 – Advertisement Reach 

	The information that you provide here will enable Cumbria Education Trust to monitor the effectiveness of each recruitment campaign https://forms.office.com/r/9t9QHuL52F 




	[bookmark: _Hlk85444326]Section 10 – Equality & Diversity

	The information that you provide here will not form part of the recruitment & selection process and will not be seen by the shortlisting panel.  The E&D form should be completed and submitted by clicking on the following link:   https://forms.office.com/r/HW8k4jtjrf 



	Section 11 – Special Arrangements 

	Are there any special arrangement which we can make for you, if you are called for an interview and/or work based assessment? 

	Yes ☐
	No ☐

	If yes please provide details of special requirements below, i.e ground floor venue, sign language, interpreter, audiotape etc.

	Click or tap here to enter text.


	Section 12 – Declaration of relationship/s

	Are you related to or have a close personal relationship with any pupil, staff member or trustee/LAB Member?

	Yes ☐
	No ☐

	If yes please give details separately by clicking the following link https://forms.office.com/r/yMqiL05uMr this information will only be shared with the panel if you are invited for interview



	Section 13 – Additional Information
Please use the space below to add any information you were unable to add to the main body of the form.  E.g. if you found there was insufficient space to provide your full employment history this should be detailed below.

	Click or tap here to enter text.









	Section 14 – Declaration 

	To the best of my knowledge I declare that the information contained in this application form is accurate and correct.  I understand and agree that: 

1. The provision of false information may result in disqualification from the recruitment process or termination of employment. 
1. The information provided on this application may be stored and processed by Cumbria Education trust for a period of six months for recruitment purposes and if successful the information will be stored on personal file and processed for the purpose of the employment relationship. 
1. Where I cannot provide evidence of qualifications, suitable references and/or the right to live and work in the United Kingdom the offer of employment may be rescinded and/or employment terminated. 
1. Canvassing of LAB/Board Members of Cumbria Education Trust, directly or indirectly for any appointment will disqualify my application. 
1. Where I am shortlisted and the post I am applying for is subject to Rehabilitations of Offenders Exceptions Order, failure to disclose relevant unspent or spent convictions or cautions (which are not protected) will result in non-appointment or disciplinary action and potential dismissal.
1. Where the post for which I am applying requires a background check, in line with the relevant regulations for the position, I hereby agree to the relevant check being made by the relevant organisation about the existence and content of a criminal record.
1. All information contained in this form will be treated as strictly confidential, and used only for recruitment purposes. By supplying information, you are indicating your consent to the information being processed for all employment purposes as defined in the Data Protection Act 1998, and any verification checks that may be made. 

	SIGNATURE
	

	Enter electronic signature here	Select date
	Should you be shortlisted and invited to interview you will be asked to add a “wet signature” to your application form in the space to the right.  
	
PLEASE LEAVE BLANK


















NOTES FOR GUIDANCE:
Cumbria Education Trusts’ preference is that applications are completed and submitted electronically, however we appreciate that not all applicants may have access to relevant technology and as such will issue and accept handwritten, paper copies of applications forms upon request.
Note:
[bookmark: _Hlk71739832]The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020) allows certain old and minor cautions and convictions to no longer be subject to disclosure once they become spent; these are referred to as filtered or protected offences.  In addition, employers are no longer able to take an individual’s protected cautions or convictions into account when making decisions.

Confirmation of, or details of criminal history are not requested in our application form. We do not ask applicants to return a criminal self-disclosure form with the application pack nor does the application form ask questions about whether the applicant has a criminal history.  The criteria for short-listing will be the same for all candidates and is related to the job description and person specification.  It would be unfair to discriminate against a candidate at this stage solely based on the grounds that they have a criminal record.
Section 1 Position Applied For – Please ensure that this information is completed fully so that we can ensure that your application is forwarded to the correct Recruitment Manager, failure to do so may result in delays or your application being omitted from the candidate pool.
Section 2 - Your Details - The information provided on this application may be stored and processed by Cumbria Education Trust for a period of nine months for recruitment purposes.  If successful the information will be stored on your personal file and processed for the purpose of the employment relationship. 
Section 3 – Education/Qualifications – Please provide full details beginning with secondary education through to higher/further education, if relevant.  If You’ve not yet received your examination results please provide your predicted grades.  Successful candidates will be required to provide original documentation of qualifications prior to commencing any Apprenticeship. Photocopies are not acceptable.
Section 4 – Additional Experience, Interests and other curricular activities - Please provide full details of any hobbies, clubs or extra-curricular activities that you may participate or have participated in .
Section 5 - Employment History – Please provide details of any employment history, paper rounds, evening or weekend work, volunteering. You should include a brief summary of your duties drawing attention to any experience or duties relevant to the post being applied for. 
Section 6 - Supporting Information – The information you provide in this section will be used when shortlisting applications for interview so it is very important that you provide as much information as possible to clearly show how you meet the essential and desirable requirements detailed in the Job Description/Person Specification. If you run out of space the application form will allow you to continue over to additional pages.  
Section 8 – References - If External applicants must provide details of two referees. One must be your current or most recent employer if you are applying for this position as a school/college leaver one of you referees should be your Headteacher/Head of Year/Tutor
 If successful in your application references will be requested so please ensure you have the referee’s permission to provide their details on your application form. 
Section 9 - Right to work in the UK - The Asylum and Immigration Act 1996 makes it a criminal offence for Cumbria Education Trust to employ any persons who do not have the right to live and work in the United Kingdom. All British citizens must complete their national insurance details. If you are a non-British citizen, but have the right to live and work in the United Kingdom please ensure you complete the sections on work permits and/or visas and national insurance number (if applicable). If successful in your application you will be required to provide documentary evidence of your right to live and work in the United Kingdom prior to commencing employment with the council. 
Section 10 – Advertisement Reach – All applicants are asked to complete a short survey, which can be accessed via the link included in the application form.  Your responses assist Cumbria Education Trust in analysing the effectiveness of each of their recruitment campaigns.
Section 11 -  Equality & Diversity -   No job applicant will be treated less favourably because of their gender identity, sex, race, colour, ethnic origin, age, marital status, disability, religion or belief, or sexual orientation. The information you disclose on this part of your application form will be used for monitoring purposes only. Through monitoring Cumbria Education Trust is aware of the make-up of employees and can then focus support and guidance where best needed. This section of the form is submitted directly to Trust HR Team. The information disclosed in this section will not form part of the recruitment or selection process and the interview panel will not see this part of your form.
Section 12 – Special Arrangements  – Should you require any adjustments or special arrangement order to facilitate your attendance to interview or work-based assessment – such as classroom observation please clearly enter your requirement in the space provided.  
Section 13 – Declaration of Relationship – If you answer “Yes” to this question you should submit details directly to the Trust HR Team, via the link included in the application form.  The information disclosed at this section will not be shared with the panel unless you are invited for interview. 
Section 14 – Additional Information – this is the space in which you should add any information you were unable to complete in the form, e.g insufficient space to add your full employment history.   
Section 15 – Declaration - All applicants must ensure they sign the declaration to certify that the information provided on the application is correct and that they have read and understood the conditions of their application. Any applications received where the declaration has not been signed will be rejected.  Should you be shortlisted and invited for interview you will be asked to add a “wet signature” to your application. 
SUBMITTING YOUR APPLICATION FORM:  Please ensure that your application is submitted in accordance with the instructions included in the job advertisement. 
[bookmark: _GoBack]


NOTICE TO CANDIDATES 
All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974.  However, amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain spent convictions and cautions are 'protected'.  These are not subject to disclosure to employers and cannot be taken into account.  Guidance and criteria on the filtering of these cautions and convictions can be found on the Ministry of Justice website or here.
Shortlisted candidates will be asked to complete a self-disclosure form to provide details of all unspent convictions and those that would not be filtered or protected, prior to the date of the interview.  If the job involves contact with children up to age 8 you will also be required to make a Disqualification Declaration.
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.
This notice should be read in conjunction with;
· The Recruitment and Selection Policy, which can be found <here> 
· Recruitment of Ex-offenders Statement, which can be found <here>
· Child Protection Policy Statement, which can be found <here>
· [bookmark: _Hlk71741124]Employee Pay and Benefits Booklet, which can be found <here>
· Overarching Safeguarding Statement, which can be found <here>
· Staff Personal Information Policy, which can be found <here>
· Recruitment Privacy Notice, which can be found <here>

Additional Notes: 
· All sections of the application form must be completed. 
· DBS checks will be obtained for posts which require them. The level of DBS check required will be outlined in the information for the vacancy. Where the level of check needed for the role includes a children's barred list check, the role will include regulated activity with that respective group. 
· Under the Criminal Justice & Courts Services Act 2000 it is an offence for an individual who has been disqualified from working with children to knowingly apply for, offer to do, accept, or do any work in a ‘regulated position’. 
· Providing false information will result in the application being rejected, or withdrawal of any offer of employment, or summary dismissal if you are in post, and possible referral to the police.  
· Please note that checks may be carried out to verify the contents of your application form.  
· Please complete the form in black ink or type.  
· Canvassing, directly or indirectly and employee, Trustee or Board Member will disqualify the application 
· Candidates recommend for appointment will be required to complete an employment medical questionnaire and may be required to undergo a medical examination.
· CVs are not accepted. 
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