[image: image28.png]


Thanet Early Years Project
Application for employment

Please read the enclosed guidance notes before completing this form.  Your application may not be considered for shortlisting if you do not complete all sections.  CV’s will NOT be considered.  Please complete this form in CAPITAL letters using BLACK ink or type

Your completed application form to be returned to Thanet Early Years Project, The Curran Building, Newlands Primary School, Dumpton Lane, Ramsgate  CT11 7AJ by midday on the closing date.  Please attach photocopies of your qualification certificates, and if you wish to make any additional statement regarding your application, please attach a covering letter.

	Post Applied for:

Flexible Crèche Assistant – 3 level + 



	Personal Details

	Surname


	Forenames

	Address:

	

	

	Postcode:                                            Email Address:

	Do you have a current UK driving licence?
	Yes
	
	No
	

	Do you have any current endorsements on your licence? If yes, give full details using continuation sheet if necessary:


	Yes
	
	No


	

	Do you have use of a car for work?
	Yes
	
	No
	

	Home Tel no:
	Mobile Tel No:

	If you are currently employed, may we contact you at work
	Yes
	
	No
	

	Do you require a work permit to work in the UK?
	Yes
	
	No
	


	Are there any dates you are not available for interview?  If yes, please give full details here:




                                                                                                                                                       1
	Please give details of your current or most recent employment.

	Job Title:

	Company name:

	Address:

	

	 Name of Line Manager:                                          

	Employment start date:
	Employment end date:

	Reason for leaving:

	Notice period required:
	Current salary:

	Please give a brief description of your main duties, responsibilities and achievement in this post



	References

	Please provide details of two referees that we may approach – the first reference needs to be from your current employer, the second who has known you professionally for a minimum of three years and can comment on your suitability for the post.   Thanet Early Years Project reserves the right to pursue alternative references if considered appropriate.  

	Name
	Name



	Position:
	Position:

	Organisation


	Organisation

	Address
	Address

	
	

	Tel No

	Tel No
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	Please provide full details of your employment history ,including voluntary/unpaid activities and explain any gaps in your job history.

	Dates from/to

(Month and Year)
	Employer Name

And address
	Job title and brief description of duties
	Please state your reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Please continue on separate sheet if necessary


	Education and Training

	Please give full details of all educational establishments attended including secondary schools Candidates will be asked to provide proof of education/training/qualifications.


	Educational establishment
	Qualification
	Grade
	Date of qualification

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Please continue on separate sheet if necessary
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	Abilities, Skills, Knowledge and Experience

	Using the person specification provided, please give your reasons for making this application

	


4
Please continue on separate sheet (s) if necessary – maximum of 2
	Equal Opportunities – Statement of Intent

	Thanet Early Years Project is totally committed to the principles of equal opportunities in the provision of services and the employment of staff.

Without good practice in equality of opportunity, we would be unable to achieve our aims and objectives. We need to recruit the best staff, encourage effective working and reach all sections of the community.

Thanet Early Years Project values diversity in its workplace and aims to:

1. Be excellent employers in order to recruit, develop and retain good staff.

2. Examine employment practices to ensure that all relevant decisions are fair and objective.

3. Ensure that all individuals are treated with respect and that there is no unlawful discrimination.

4. Enable the workforce to understand the diverse needs of our service users.

5. Ensure that all policies are fair and command the support of the workforce.

6. Provide training and guidance and seek the views of employees on the implementation of policies.

Quality and equality are core values that underpin our activities.

We are committed to working to a high standard and providing good services within the resources available for existing and potential users of the services.

Thanet Early Years Project ensures that employees, volunteers and service users are not discriminated against on the basis of:

1. ethnic or national origins ,race or colour.

2. religious or political beliefs.

3. age (subject to government legislation).

4. disability.

5. sex or sexuality.

6. HIV status.

7. marital or family status.

THIS LIST IS NOT EXHAUSTIVE.
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	Post Applied for:


	s/l?
	Apt?

	Setting
	
	


Equal Opportunities monitoring self classification form.

This information is gathered to achieve improvements in Thanet Early Years Project’s equal opportunities policies.  We hope that you will help us by completing this form.  The data will be treated in the strictest confidence, used for monitoring purposes only, and will not be taken into account in assessing the information on your application for.

	Name:



	Gender:                                                          Date of Birth:


	ETHNIC ORIGIN

Ethnic origin refers to members of an ethnic group who share the same cultural background and identity.  This does NOT mean country of birth or nationality.  The following categories are in line with those specified in the 2001 census.

What is your ethnic origin? (Please tick one of the boxes)

I would describe my ethnic origin as:

White – British


[image: image1.emf] 

 


Black – Caribbean
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White – Irish
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Black – African
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White – Other (please specify)
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Black – Other (please specify)
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……………………………………………………………………………
…………………………………………………………………………...

Asian – Indian
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Mixed – White & Black Caribbean
[image: image8.emf] 

 


Asian – Pakistani
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Mixed – White & Black African     
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Asian – Bangladeshi
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Mixed – White & Asian
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Asian – Other (please specify)
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Mixed – Other (please specify)
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………………………………………………………………………….
…………………………………………………………………………..

Chinese



[image: image15.emf] 

 


Any other (please specify)
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	MARITAL STATUS (Please tick one box)

Single
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Married
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Widowed
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Divorced
[image: image20.emf] 

 



Separated
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DISABILITIES (Please tick one box)

Do you consider yourself to have a disability in accordance with the Disability Discrimination Act?

                                          YES
[image: image22.emf] 

 


                      NO  
[image: image23.emf] 

 



	Please state where you saw this vacancy advertised

	TEYP website
	One Pager
	Word of mouth
	Local paper (state paper)
	Children’s Centre
	Other 

(please state)
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	Supplementary Information

	In accordance with the Equal Opportunities Equality Statement, disabled candidates will be treated fairly and on the basis of merit only.  Thanet Early Years Project will guarantee an Interview to all disabled applicants who meet the minimum criteria for this post (please ensure that you tick the box beginning of this application form if you are applying on this basis).

In order for Thanet Early Years Project to fulfill its duties under the Disability Discrimination Act, 1995, aids and adaptations will be provided if necessary.  Please answer the following: 

Do you consider yourself to have a disability?


YES
  NO

Is there any provision you require if invited for interview?
  
YES  
  NO

Please provide details ……………………………………………………………….




	Do you suffer from any illness that may affect your work?

YES   
  NO

If yes, please give details ………………….………………………………………...

How many working days and occasions have you been sick in the last two years? 

…………………………………………………………………………………..……….

Please provide details 
……………………………………………...................................................................

........................................................................................................…………………




	Are you eligible to work in the United Kingdom?


   YES
    NO




	Are you subject to any pending prosecutions?                                    YES      NO

If yes, please give details
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	Are you subject to any pending disciplinary action, complaint or investigations in your current employment including on the grounds of incapacity?                                                                

                                                                                                                        YES       NO

If yes, please give details




	Has a previous employer ever taken disciplinary action against you,  including on the grounds of incapacity? 

                                                                                                                       YES       NO

If yes, please give details




	Has a previous employer dismissed you including on the grounds of incapacity?     
                                                                                                                      YES        NO

If yes, please give details




	Have you ever been dismissed from a post because of misconduct, or resigned whilst disciplinary action has been taken against you including on the grounds of incapacity?


                                                                                                                       YES      NO

If yes, please give details
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	Declarations

	Are you related to, live with or in a relationship with any of our employees or management board members?

                                                                             YES

NO                                                         If yes please give details ………………………………………………………………………………………………………………

1. Have you ever been convicted of a criminal offence 

or received a police caution, reprimand or final warning?
       YES 

NO

2. Are you  deemed disqualified under regulation 8 of 

       YES

NO

The Day-care and Childminding (Disqualification)

(England) regulations 2005

3. Do you live with any person deemed disqualified 

       YES

NO

under regulation 8 of The Day-care and Childminding

(Disqualification) (England) regulations 2005. 

If you have answered YES to any of the above questions 1,2 and 3,

please give full details on additional sheet(s)
[image: image24.emf] 

This post is exempt from the Rehabilitation of Offenders Act  1974.  Applicants must be prepared to disclose any orders made  against them even if they are   spent .  


For all applicants who are offered a job with Thanet Early Years Project, an enhanced disclosure will be requested through the Criminal Records Bureau.

I authorise Thanet Early Years Project to obtain references to support this application once an offer has been made and accepted and release Thanet Early Years Project and referees from any liability caused by giving and receiving of the information.  I confirm that information I have provided is correct and understand that false statements may be sufficient cause for rejection or if employed may subsequently lead to dismissal.

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

Data Protection Act: By signing and returning this application form, you consent to Thanet Early Years Project using and keeping information about you, provided by you or by third parties i.e. referees, relating to your application for future employment.  Such information may include details relating to your health, racial or ethnic origin and criminal record.
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JOB DESCRIPTION

Job Title:

Crèche Assistant

Accountable to:
Crèche Supervisor

Main Purpose:
To assist in building a safe high quality learning environment for children.

Key Tasks

· To help in the setting up of equipment and activities at the start of a session; and ensuring that materials needed to carry out an activity are available.

· To help carry out Health and Safety checks on the premises before any children enter

· To complete any risk assessments that need to be updated or recorded.

· To participate as required in the organisation of the session, including record keeping, safety checks and cleaning.

· To interact with the children, noting their interests and helping to ensure their developmental and learning needs are met.

· To share information and ideas with other staff members.

· To ensure that all important information concerning children and parents/carers is known at the start of a session.

· To assist parents with necessary form filling.

· To gain a friendly but professional bond with the parent/s carers and other professionals.

· To keep records of any concerns over children’s’ welfare and to inform the supervisor as appropriate.

· To be willing to co-operate with all agencies involved with under 5’s and their parents/carers.

· To keep completed confidential any information regarding the children, their families or other staff members which may be learnt through the job.

· To assist in leaving the premises suitably clean and tidy for the next use.

· To undertake in-service training as required

· Other duties as may be required by the Crèche Co-ordinator

  N.B This post is exempt from the Rehabilitation of Offenders Act 1974.  Applicants must be prepared to disclose any orders which have been made against them 

Thanet Early Years Project

PERSON SPECIFICATION

Qualified  Crèche Assistant Level 3

	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS 

AND TRAINING
	Recognised Early Years qualification – Level 3  (A/I)
	Recognised Level 4 plus Early Years qualification.(A/I)

Current paediatric first aid certificate (A/I)

Recognised baby practitioner qualification

	EXPERIENCE
	Responsibility for the care of children in a day nursery or similar setting for a minimum 1 year period (A/I)


	Post qualifying experience  with a supervisory level of responsibility.(A/I)



	KNOWLEDGE
	Sound knowledge  and understanding of:

· The Early Years Foundation Stage (EYFS) (A/I)

· The development of children  aged up to 5 years (A/I)

· The child centre approach to the care and education of all children with a reflective and flexible attitude to supporting their needs and further development. (A/I)

· Curriculum delivery (early Years Foundation Stage) ( A/I)

· Procedures for safeguarding children (A/I)

· Health and safety issues relevant to a nursery setting (A/I)

· Issues relating to equal opportunities, inclusion and anti discriminatory practice (A/I)

· The SEN Code of Practice (A/I)

· Working in partnership with parents          
	

	SKILLS & ABILITIES
	To facilitate the smooth and effective running o the crèche, assisting and deputising for the Crèche Supervisor as required. (A/I)

Ability to plan, provide and lead appropriate activities for the children. (A/I)

To contribute to systems to ensure the safety and supervision of all children within the setting at all times. (A/I)

To  role model high quality practice and to support other staff members.(A/I)

To  maintain records & write accurate reports (A/I)

To maintain and develop effective communication with colleagues, children, parents/carers and others (written and oral)  A/I


	Ability to reflect on own & room practice.(A/I)

· Ability to reflect on own and setting practice (A/I)

· Ability to monitor and evaluate systems relating to all areas of nursery practice.(A/I)



	PERSONAL
	Personal commitment to:-

· achieving the highest standards of early years practice (A/I)

· ensuring inclusive and anti discriminatory practice (A/I)

· own professional development (A/I)

· willingness to be flexible re working hours as required to meet the needs of the setting(A/I)

· ability to lift/move nursery equipment(A/I)

· Use of a car and full UK driving licence.

(A/I) –  criteria measured by Application / Interview.
	Flexible approach

(A/I)

Satisfactory Enhanced CRB disclosure (A/I)


Thanet Early Years Project

Qualified, experienced flexible supply/crèche bank staff required
 

Thanet Early Years Project requires childcare practitioners,  qualified to a minimum of Level 3 in Early Years Childcare,  with relevant experience of working in a professional early years environment, to join our bank of staff.

Although there is no guarantee of regular hours, the majority of crèches are either morning or afternoon during term time, therefore there may be the opportunity for you to work hours which fit in with other commitments. 

 However, the bank of staff also supplies our nursery settings with cover when required, and you could be asked to work any time between 8 am and 6 pm Monday to Friday to fill vacancies in the nurseries and it may be that you could be asked to work during the half term and holiday periods.   Again, the hours are not guaranteed and you will be employed on a casual basis on the staff bank.
A Full UK driving licence and use of a car for work with your car insurance covering business use is essential.
Please call Tina Little, Crèche Co-ordinator on 01843 591200 
for further details of this role.

For an application form, please contact Maria on 01843 591200 or 
maria@thanetearlyyears.org  
CV's will not be accepted.
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Guidance on Completing your Application Form

Thank you for your interest in working for Thanet Early Years Project.  We are committed to a fair and objective selection process and you are advised to read the following notes carefully as the decision to shortlist you for interview will be based solely on the information you provide on your application form.

We have asked you to complete an application form, as it is a means of receiving the same information in a standardised format from all applicants.  This ensures that everyone is treated fairly and equally.  Please complete your application in BLACK ink or type.
It is essential that you complete all sections as fully as possible.  If there is not enough space provided on the form, please continue on a separate sheet of paper.  Remember to write your name and the post applied for on any additional sheets you use.

1.  Present employment

This section requests the details of your current employment or most recent employment, including voluntary activities.  Please give a description of your duties and responsibilities in this employment and use the space to explain how your skills, abilities, knowledge and experience are relevant to the post for which you are applying.  Please ensure that you provide specific examples and evidence to demonstrate to us why you think you have the right qualities for the job.

2.  Previous employment

When completing this section, it is important to include part-time work or work undertaken on a voluntary basis, particularly if you have not been employed on a full-time basis before.  Please give us this information in date order, starting with the most recent.  If you wish to expand on your skills and experience, please use an additional sheet.

3.  References

We do approach referees to confirm the information you have given.  Therefore, when choosing your referees, please ensure that you give the names of two people who know you well enough to comment on your skills for the job you are applying for.  Please do not give relatives as referees.

The first reference should be your current or, if you are not currently unemployed, your most recent employer.  Your second referee could be a previous employer, business associate or leader of a voluntary organisation.
Job offers will not be made until satisfactory references have been collated.
4.  Education and training

You should give details of all the education and training qualifications that you have achieved, telling us about the grades you attained in each subject.

You will also need to give details of the professional bodies to which you belong and any professional qualification(s) relevant to your application.

When considering details of other training courses, think about training and qualifications you have undertaken since leaving full-time education.  These could include:

· On the job skills/training

· Any seminars, training courses or studying that you have been involved in

· Other relevant training in which you have participated outside your paid employment

Please ensure that you give as much information about relevant education and training so that we have a clear picture of your suitability for the position.  Please note that if you are selected as the successful candidate you will need to provide us with confirmation that you have obtained the qualifications as detailed on your application form.

5.  Abilities, skills, knowledge and experience

This is the section where you tell us why you think you should be considered for this job.  You should think carefully before completing this section and take the time to review the requirements of the enclosed Person Specification.  You should not send more than two additional sides of A4.

· Tell us about your successes and achievements in your jobs, giving specific examples of what you have done which prove your ability.

· Consider how all your education, training, skills and experience relate to your application for the post.  Consider not only your work experience but also your voluntary work, leisure activities and your personal life.

· Be positive about your skills and achievements.  Try to give a clear picture of your talents.

6.  Disabled applicants

If you require any information about access arrangements in our offices, or special assistance when attending interviews,  please contact the Thanet Early Years Project Head Office for advice.

7.  Right to work in the United Kingdom

We will need to see evidence that you are eligible to work in the country at interview.

8.  Relatives of members of staff of Thanet Early Years Project/children attending TEYP Nurseries.
If you are related to a member of our staff, this will not affect your application as the information is not used in the selection process.  Please state clearly your relative’s name, job title and how they are related to you. You must also advise us if any child on the waiting list or attending our nurseries or crèches is related to you in any way.

9.  Declarations – previous convictions

All successful applicants will be requested to obtain a satisfactory Enhanced Disclosure from the Criminal Records Bureau (CRB) and any offer of employment would be subject to the receipt of a satisfactory check.  

All posts within Thanet Early Years Project are exempt from the Rehabilitation of Offenders Act 1974, and all convictions must therefore be disclosed, even if they are spent.

To support your application, please enclose copies of your childcare qualifications with your application form to assist our shortlisting procedures.

When returning your application form, please ensure that you have put the correct postage on the envelope.  If you use a C4 (large) envelope, you will need to pay large letter postage which is more than the standard first or second class cost.  If you are in any doubt, please check with the Post Office.   Understamped mail is retained by the sorting office until collected and a fee paid, and therefore it has been decided that TEYP can no longer afford to collect incorrectly stamped mail.  It is therefore your responsibility to ensure that your application reaches this office by the closing date.

All applications will be held on file for 6 months.

Please contact Thanet Early Years Project Head Office on 01843 591200 should you need clarification on any part of the recruitment procedure.                
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