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Non-employee Information Form
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Your name:



Title of Activity or brief description of Assignment:
 





Prior Park Schools (PPS) are committed to safeguarding and promoting the welfare of children. Contractors and other individuals who will not be employees of PPS (non-employees), must be willing to undergo child protection screening appropriate to the role they will be carrying out, including checks with past employers/clients and the Disclosure and Barring Service. 

All posts and assignments with PPS involve some degree of responsibility for safeguarding children, although the extent of that responsibility will vary according to the nature of the activity. Non-employees will be asked to familiarise themselves with the PPS’ safeguarding and other relevant policies before carrying out work or other activities. 

Non-employees should note that it is an offence to seek work at the school, including on a contractor basis, if they are barred from engaging in regulated activity relevant to children.


Please complete all sections of this form. The completion of this form does not amount to application for employment at PPS nor does it imply that the person completing it should render themselves an employee of PPS. This form allows us to capture the information we require to carry out necessary safeguarding checks.      A CV will not be considered as an alternative and should not be submitted.






	1. Personal details

	  Surname:


	  Forename(s):



	   Address:


	   Former name(s) (including maiden name):
 



    Preferred name:

 

	

How long have you lived at this address?  


If resident at this address for fewer than 5 years, please provide all previous addresses for past 5 years.


	 Previous address:


	  Previous address:



	Length of time at address:  

	Length of time at address:  


	Contact details Home telephone:   Mobile telephone: Email: 




	

2. General

	Do you have the legal right to live and work in the UK?
	Yes  ☐
	                  No ☐

	If you are an EU citizen, do you have settled status? n/a
	Yes  ☐
	                  No ☐

	Do you hold a full UK driving licence?
	Yes  ☐
	                  No ☐

	Are you related to, or do you maintain a close relationship with an existing employee, volunteer, Governor or Trustee of PPS? If so, please provide details.   Yes ☐   No ☐
  Further information: 




	3a. Education – relevant qualifications

	Please start with the most recent to include qualifications relevant to the role you will be carrying out. 



	Qualification
	Awarding Institution
	Date awarded (MM/YY)

	
	
	

	
	
	

	

	
	

	
	

	

	
	

	



	3b. Education – Vocational Training and Skills

	







	 4. Membership of Professional Institutions

	Dates
	

Details: Name of Association
	

Level or Grade of Membership


	From (MM/YY)
	To (MM/YY)
	
	

	
	
	
	



5. Referees

Please supply the names and contact details of two people who we may contact for references. One should be your present or most recent employer or client. Where possible, at least one referee should be related to your work with    children. We are seeking professional references therefore neither referee should be a relative or someone known to you solely as a friend. 

If the School receives a factual reference i.e. one which contains only limited information about you, additional references may be sought. If you have previously worked overseas ,  the School may take up references from your employers or clients based abroad. 


 Name						      Name



 Job Title						      Job Title



 Address						     Address





 

    Telephone Number					     Telephone Number



    Email							     Email



    Relationship to you					     Relationship to you






	6. Employment History

	Please provide full details of all positions held, employment, self-employment and unpaid work since leaving secondary education. Please start with your current or most recent employer/present post, professional experience gained within previous posts, extra-curricular skills and interests. In each case please  provide the reason for leaving employment.

Please provide explanations for any periods not in employment, further education, or training. As part of our safeguarding assessment, you will be  required to account for any gaps.

Please add additional rows to this table as necessary.


	   
	 Employment History

	Dates (MM/YY)
	Employer
	Post Title / Main Duties
	Reason for leaving

	From
	To
	
	
	

	
	
	
	
	



	7.  Gaps in employment

	From (MM/YY)
	To (MM/YY)
	Reason

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	8. Data Protection

	In line with the General Data Protection Regulation of May 2018, information provided on this form will only be used for administration purposes, both in terms of carrying out the relevant safeguarding checks and ensuring that we hold the required information during the time you are working with at PPS. We may check the information provided by you on this form with third parties.   
The personal information that you provide will be stored safely and securely. Data retention times are stipulated in our Recruitment Privacy Notice. By signing this information form you consent to the processing of your personal data. 




	9. Background Checks - Safeguarding Children & Rehabilitation of Offenders Act 1974

	
Prior Park Schools are committed to safeguarding and promoting the welfare of children and young people and expect all staff, trustees and volunteers to share this commitment. We routinely carry out Criminal Background checks with the Disclosure and Barring Service for all positions which amount to regulated activity.

The role you will potentially be carrying out is exempt from the Rehabilitation of Offenders Act 1974 and the School is therefore permitted to ask you to declare all convictions and cautions (including those which would normally be considered “spent”) in order to assess your suitability to work with children. You will also be required to provide information about your suitability to work with children by completing a self-declaration form. In this form you will be required to provide details of all spent and unspent convictions and cautions. Any disclosure will be discussed with you prior to the commencement of you working with the school. However, you will not have to disclose a caution or conviction for an offence committed in the United Kingdom if it has been filtered in accordance with the DBS filtering rules.

Having a criminal record will not necessarily prevent you from working with PPS. Any information given will be treated in strict confidence and will be considered only in relation to your potentially carrying out work at the School. For further information on which offences should be disclosed please visit https://unlock.org.uk/ . 
The School will assess each case on its merits and with reference to the School’s objective assessment criteria set out in the School’s Safer Recruitment Policy and Procedure (including Recruitment of ex-Offenders).
 
The role you will be carrying out meets the legal definition of regulated activity with children.  Before you begin working with the School, you will be required to either present an existing DBS certificate or to apply for and obtain a new enhanced DBS certificate. Engagement with the School is conditional upon the School being satisfied with the result of the Enhanced DBS Disclosure. Any criminal records information that is disclosed to the School will be handled in accordance with any guidance and / or code of practice published by the DBS. 
The School will also carry out a check of the Children’s Barred List (usually a part of the DBS clearance). Please be aware that it is unlawful for the School to engage anyone to work with children if they are barred from doing so, and it is a criminal offence for a person to apply to work with children if they are barred from doing so. The Declaration Section of this Form therefore asks you to confirm whether you are barred from working with children. 




	10. Declaration

	
As the role which you will potentially be carrying out involves an opportunity for access to children, it is important that you provide us with accurate answers and that you make the relevant declarations, as stipulated below. You should be aware that the School will institute its own checks, and any offer of engagement will be made conditional on obtaining such satisfactory checks.

· I confirm that I am not named on the Children’s Barred List or otherwise disqualified from working with children  ☐  
· I confirm that I am not prohibited from carrying out ‘teaching work’  ☐
· I confirm that I am not prohibited from being involved in the management of an independent school (if the role involves line management of others)  ☐
· I confirm that, to the best of my knowledge, I am not disqualified from working in early years provision (children under the age of 5) or later years provision (children under the age of eight) (if the role is at The Paragon School or a role involving the management of the early years setting)  ☐ 
· I declare that the information I have given in this Form is accurate and true to the best of my knowledge, and that I have not omitted any material facts which may have a bearing on my application. I understand that any subsequent contract of employment will be made on this basis.  ☐
· I understand that providing false or misleading information will result in my offer of engagement being rejected or, if the false information comes to light after my engagement, immediate termination of my assignment. I understand that providing false information may amount to a criminal offence and may result in a referral to the police.  ☐ 

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

Please note: Where this form is submitted electronically and without signature, electronic receipt of this form by the School will be deemed equivalent to submission of a signed version and will constitute confirmation of the declaration at Section 10.
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