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Application for Employment 
The application form contains information we require from all applicants. From your submission, the recruitment panel will need to gain enough evidence about how you might meet the requirements of the person specification to be able to short-list you.  
CVs are not acceptable:     Please apply on line using the attached application form and return to admin@collyhurst.manchester.sch.uk  
Position Applied for:

· Grade 3 SCP 4 to 6
· £24,404 to £25,183 pro rata
· 25 Hours a week – ALL YEAR ROUND

To be returned by:  Friday 11th July 2025 – 12.00pm
Interview Date:     Monday 14th July 2025
PERSONAL DETAILS
	First Name
	

	Surname
	

	Have you ever used another surname? If so please give it and reason for change
	


	Address: House Number and Street name
	

	Address: Area
	

	Address: Post Code
	

	Address: City
	

	Telephone Number
	

	E mail address
	


	Preferred method of communication
	

	National Insurance Number
	

	Do you have the right to work in the UK
	YES    /     NO

	Are you able to support this with proof of your ID Documents?
	YES    /     NO


	Where did you hear about this vacancy


	

	Job share/full-time

If this job was advertised as available for job share, please tick the relevant box to show whether or not you wish to job share:
	Job Share

Only
	 Full Time
	     Either 

	
	
	
	


	Are you currently employed by Manchester City Council
	YES    /     NO

	If yes provide details of your current jobs within the council:
Job Title:
	

	Department
	

	Hours a week worked
	


	Job Title:
	

	Department
	

	Hours a week worked
	

	If no, but you have been employed by Manchester City Council in the past; please give the reason for leaving:
	

	Have you previously left this or any other local government employment under the following

	Voluntary early retirement?    Yes    (        No    (       Redundancy?    Yes    (        No    (

	If yes, did you receive any enhancements?    Yes    (        No    (

	If yes, name of the local authority:


	Do you have a personal or business relationship with anyone from the council / school / academy or its partner organisations which could lead to a potential conflict of interest?

	YES
	NO

	Have you ever been dismissed from employment for any reason other than redundancy?

	YES
	NO


EQUALITY AND DIVERSITY INFORMATION
	How would you describe your gender?
	
 Male      (      Female     (     Non Binary   (   Intersex    (
 Prefer not to say   (

	
Age:
	Under 16
	16 – 25
	26 – 39
	40 - 64

	
	65 - 74
	75 plus
	Prefer not to say
	

	
Sexual Orientation:
	
Heterosexual
	
Gay
	
Lesbian
	
Bisexual

	
	Other (please specify)
	Not known/Not sure
	Prefer not to say
	

	Trans Status – Do you identify as Trans?
	
  Yes    (          No     (    Prefer not to say    (


	Religion or Belief: Do you identify with any religion or belief?


	No                        (       Jain                        (  

Prefer not to say    (       Jewish                    (  

Buddhist                (       Muslim                   (  

Christian                (       Sikh                       (  

Hindu                    (       Any other religion or 
                                      belief                     (


	ETHNICITY
	White/White British - English/Welsh/Scottish/NI British                  
White/White British - Irish                                    
White/White British – Irish Gypsy or Irish Traveller                        
White/White British- Roma                                                          
White/White British- Eastern European                                         
White/White British- Other White please specify                            
Asian/Asian British - Indian                                                         
Asian/Asian British - Pakistani                                                      
Asian/Asian British – Kashmiri                                                     
Asian/Asian British - Bangladeshi                                                 
Asian/Asian British – Chinese                                                      
Asian/Asian British - Vietnamese                                                  
Asian/Asian British – Any other Asian background                         
 Any other ethnic group – please specify                                       
Mixed/Multiple Ethnic Groups – Black Caribbean and White             
Mixed/Multiple Ethnic Groups – Black African and White                 Mixed/Multiple Ethnic Groups – Other Mixed/multiple ethnic
group (please specify)                                                                 
Mixed/Multiple Ethnic Groups – Asian and Black                            
Mixed/Multiple Ethnic Groups – Black African and Asian                  
Mixed/Multiple Ethnic Groups – Mixed British                                
Mixed/Multiple Ethnic Groups – Asian and White                            
Mixed/Multiple Ethnic Groups – Black Caribbean and Asian             
Black/African/Caribbean/Black British – Black Caribbean                 
Black/African/Caribbean/Black British – Black African                     
Black/African/Caribbean/Black British – Black British                      
Black/African/Caribbean/Black British – Other Black
(Please specify)                                                                         
Black/African/Caribbean/Black British – Somali                              
Black/African/Caribbean/Black British – East African Asian              
Middle Eastern and Central/Western Asian British-Arab British         
Middle Eastern and Central/Western Asian British-Egyptian             
Middle Eastern and Central/Western Asian British-Iranian               
Middle Eastern and Central/Western Asian British-Iraqi                  
Middle Eastern and Central/Western Asian British-Kurdish              
Middle Eastern and Central/Western Asian British-Libyan                
Middle Eastern and Central/Western Asian British-Middle East         
Middle Eastern and Central/Western Asian British-Sudanese           
Middle Eastern and Central/Western Asian British-Yemeni             
Middle Eastern and Central/Western Asian British-Other Middle
Eastern, Central/West Asian (Specify)                                          
Middle Eastern and Central/Western Asian British-Afghani              
Middle Eastern and Central/Western Asian British-Syrian                
Middle Eastern and Central/Western Asian British-Turkish               
Middle Eastern and Central/Western Asian British-Kuwaiti               
Middle Eastern and Central/Western Asian British-Israeli                
Asian/Asian British – Asian British                                                
Prefer Not to Say                                                                                                                                                                                                      
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Manchester City Council adopts the Social Model of Disability.  This means that it is social and environmental factors, rather than medical conditions or impairments, which create disabling barriers.  Do you consider yourself to be a disabled person under the social model?  Anyone who is registered as disabled and meets the essential criteria is guaranteed an interview.  If you are shortlisted for interview, we will ask if you require any adaptations to the interview process.
	Do you consider yourself to have a disability or a long term health condition (mental health and/or physical


	No                                                                                          
Hearing Impairment                                                                 
Long Term Chronic Condition                                                    
Mental Health                                                                          
Neurodiverse (Dyslexia, autism learning disability)                       
Physical (Mobility, dexterity, co-ordination)                                 
Visual Impairment                                                                    
Other (Please specify)                                                              
Prefer not to say                                                                      
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EMPLOYMENT HISTORY
Please provide details of your current or most recent employer, if applicable.  You will also have the option to provide additional employment history relevant to the job role that you are applying for.

	Are you currently employed
	  YES      (                           NO       (


CURRENT EMPLOYER

	Name of Employer
	

	Job Title
	

	Date Employed 
	FROM:                                         TO:
Month & Year                                Month & Year

	Notice Period
	

	Reason for Leaving
	


	If not currently employed, have you been employed previously?
	
YES      (                           NO       (


MOST RECENT EMPLOYER

	Name of Employer
	

	Job Title
	

	Date Employed 
	FROM:                                         TO:
Month & Year                                Month & Year                                  

	Reason for Leaving
	


If you have undertaken other employment or voluntary work that you feel is relevant to the job role you are applying for, please provide details here
ADDITIONAL RELEVANT EMPLOYMENT HISTORY

	Name of Employer
	

	Job Title
	

	Date Employed 
	FROM:                                         TO:
Month & Year                                Month & Year

	Reason for Leaving
	


	Name of Employer
	

	Job Title
	

	Date Employed 
	FROM:                                         TO:
Month & Year                                Month & Year

	Reason for Leaving
	


	Name of Employer
	

	Job Title
	

	Date Employed 
	FROM:                                         TO:
Month & Year                                Month & Year

	Reason for Leaving
	


	Name of Employer
	

	Job Title
	

	Date Employed 
	FROM:                                         TO:
Month & Year                                Month & Year

	Reason for Leaving
	



ANY GAPS IN EMPLOYMENT?

Please indicate and explain any gaps since leaving secondary education

From:


To:


Reason for gap:


REFERENCES
Please provide details of two people who can provide a reference for you and who can confirm your suitability for the role in question.  One must be from your current/most recent employer, if you have not previously been employed, you can provide a personal reference, or if you have recently left education, details of your Headteacher / Tutor will be acceptable.  Please note that we are unable to take references from someone who only knows you as a friend, or is a family member.  In all cases, make sure you use someone who knows your capabilities, can comment on your reliability and is aware of your potential.
Please note that we will contact your nominated referees prior to interview
Please ensure you provide valid email addresses so we can progress your application.

Reference 1

	Relationship to You
	Employer Current    (              Employer Previous  (
Personal       (                          Tutor/Educator        (

	Employer Name
	

	Referee First Name
	

	Referee Last Name
	

	Referee Job Title
	

	Referee Email Address
	

	Referee Telephone Contact Number
	


Reference 2

	Relationship to You
	Employer Current    (              Employer Previous  (
Personal       (                          Tutor/Educator        (

	Employer Name
	

	Referee First Name
	

	Referee Last Name
	

	Referee Job Title
	

	Referee Email Address
	

	Referee Telephone Contact Number
	


Education and Training
Please include details of any essential qualifications required for this role which will be included in the advertisement of accompanying documents.

Please also provide any additional qualifications or training you feel is relevant to the role.

For information on qualification levels please visit What qualification levels mean - GOV.UK 
	
Qualification Type (e.g GCSE):
	

	
Qualification/Course
	

	
When Obtained (Year)
	

	
Grade:
	


	
Qualification Type (e.g GCSE):
	

	
Qualification/Course
	

	
When Obtained (Year)
	

	
Grade:
	


	
Qualification Type (e.g GCSE):
	

	
Qualification/Course
	

	
When Obtained (Year)
	

	
Grade:
	


	
Qualification Type (e.g GCSE):
	

	
Qualification/Course
	

	
When Obtained (Year)
	

	
Grade:
	


	
Qualification Type (e.g GCSE):
	

	
Qualification/Course
	

	
When Obtained (Year)
	

	
Grade:
	


	
Qualification Type (e.g GCSE):
	

	
Qualification/Course
	

	
When Obtained (Year)
	

	
Grade:
	


	
Qualification Type (e.g GCSE):
	

	
Qualification/Course
	

	
When Obtained (Year)
	

	
Grade:
	



PROFESSIONAL MEMBERSHIP

	
Name of Professional Body
	

	
Level of membership
	

	
Date of Membership
	FROM:                                         TO:
Month & Year                                Month & Year


	
Name of Professional Body
	

	
Level of membership
	

	
Date of Membership
	FROM:                                         TO:
Month & Year                                Month & Year


PERSON SPECIFICATION
 Knowledge and Experience



This is the really important part of your application as it's where you can tell us what you can do and how we decide if we think you have the necessary skills to undertake the role.

Have a good read through the job role information and think about the roles you have undertaken before and how your skills, knowledge and experience match what we are looking for. You should give examples that match the requirements of the role information - these can be from any previous employment, voluntary work or any other transferable life skills. For example, you may have lots of domestic responsibilities or may organise social/community activities in your spare time - it all counts!

Try to be as clear and organised in your response as possible and talk about your specific responsibilities, not those of your section or department.


Please provide information that demonstrates you can do the job successfully. You will need to provide enough evidence to show the recruitment panel how you meet the requirements of the person specification.

	


Please continue on a separate sheet if necessary

Data Protection Act

The Council will use the information given on this application for recruitment and selection, personnel management and for employment purposes in respect of successful candidates. The information you give us will be kept confidential and your personal information will not be disclosed to third parties without your prior consent except where necessary to confirm factual information provided by you, or to protect public funds, including the prevention and detection of fraud and/or otherwise required by law.

Declaration
I confirm that the information contained in this application is correct.  I understand that my application may be rejected or that I may be dismissed without notice for withholding or giving false information
I (print name):


Electronic Signature:


Actual Signature  ……………………………………………………………………………………………….

Date:


Applicants who return the application via email or online will be asked to sign the above declaration at interview, if invited to attend.

Returning your application form

· Completed application forms must be returned by the advertised closing date to the address on the back of the application pack or given in the advertisement. Please use the correct postage

· You may find it useful to keep a copy of your submission, as you may want to refer to it if you are invited for an interview.

We look forward to receiving your application.

What happens if you’re not successful?

We aim to advise all applicants whether their application has been successful or not. However within four weeks of the closing date, please assume your application has been unsuccessful.

Policy on employment of ex-offenders

1 Purpose

Manchester City Council is an equal opportunities employer committed to eliminating prejudice in employment and is taking positive steps to counter the effects of disadvantage. It believes that people are its most valuable resource and endeavours to create a fair and just workplace for all its employees.

The purpose of this policy is to ensure that ex-offenders are treated fairly in the recruitment process. This policy enables Manchester City Council to fulfill its responsibility of care and be fair to all applicants at the same time.

2 General principles
As part of its recruitment and selection process, the Council has put in place procedures to guard against any further disadvantage and to ensure that ex-offenders are not barred from employment due to irrelevant offences.

This policy will be made available for all applicants for positions of trust at the outset of the recruitment process.

3 Main responsibilities

· Manchester City Council is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexuality, responsibilities for dependants, age, physical/mental disability or offending background.

· The Council will actively promote equality of opportunity for all with the right mix of talent, skills and potential, and welcomes 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.

· We ensure that all those in Manchester City Council 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, for example 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 matters 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.

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.
Work with children or vulnerable adults

Please note that a high level of vetting is undertaken on candidates and that the definition of working with children and vulnerable adults is widely drawn. Further information about the Disclosure and Barring Service can be found at www.disclosure.gov.uk
The post that you have applied for meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974. If you are short-listed for the post, you will be asked to reveal any convictions, cautions, final warnings and reprimands, but these will not be looked at unless you are selected for the position. All applicants who are offered employment will be subject to a disclosure and barring check, and a check will be made with the Disclosure and Barring Service before the appointment is confirmed.

The Council is an equal opportunities employer and is committed to eliminating prejudice in employment and taking positive action to counter the effects of disadvantage.

We recognise that people with criminal convictions face discrimination when seeking employment, and so have procedures as part of the recruitment and selection process to guard against further disadvantage. ANY INFORMATION WILL BE TREATED IN THE STRICTEST CONFIDENCE AND YOU WILL ONLY BE PREVENTED FROM OBTAINING EMPLOYMENT IF THE COUNCIL CONSIDERS YOU HAVE A CRIMINAL RECORD THAT MAKES YOU UNSUITABLE FOR THE POST IN QUESTION.

The Council will ignore convictions that are not relevant to the post you are applying for. If a conviction may be relevant, the appointing panel will carefully consider the nature of the offence and the requirements of the post. The panel will also look at when the offence occurred and if there is a pattern of unrelated offences. Some serious offences will, however, almost certainly prevent the panel from making an appointment.

The Council’s full policy on employment of ex-offenders is attached at the end of this form. The Code of Practice issued by the Disclosure and Barring Service, which guides the Council’s use of Disclosures in recruitment, is also available from the Personnel Office upon request.
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