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Foundation Secretary and Bursar Diana Bromley BSc FCA
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	CONFIDENTIAL

	Application Reference:
	

	APPLICATION FORM


	Position Applied For:
	

	

	1.  Personal Details

	Title (/Mr/Mrs/Miss/Ms)
	

	First Names:
	Please underline known name



	Surname:
	

	Previous Surnames:
	

	Address:
	

	

	

	Postcode:
	

	Home Telephone No:
	
	Work Telephone No:
	

	Mobile Telephone No:
	
	e-mail:
	

	National Insurance No:
	
	
	
	
	
	
	
	
	
	

	Are you eligible to work in the UK?          YES/NO
If NO please specify your circumstances

(All successful applicants will be required to provide evidence of their entitlement to work in the UK)



	2.  Other Information

	

	Are you related to/have a close relationship with an existing employee/governor of the School?

	YES
	
	
	
	NO
	
	

	

	If yes, who?
	

	

	Please state where you saw this job advertised
	


	2.  Employment History 

	Please provide a full history in chronological order since leaving secondary school, including periods of any post-secondary education/training and part-time and voluntary work as well as full time employment, with start and end dates, explanations for periods not in employment or education/training and reasons for leaving employment.

	Present or Most Recent Employment


	Name & Address of present or most recent employer
	Dates
	Position Held
	Current or most recent salary and benefits
	Reason for Leaving

	
	
	
	
	


	Previous Employment

	Name & Address of past employers
	Dates
	Position Held
	Current or most recent salary and benefits
	Reason for Leaving

	
	
	
	
	


	3.  Education and Qualifications

	School/College/ University
	Dates
	Courses & Examinations Taken 

with Results

	
	From
	To
	

	
	
	
	


	4.  Membership of Professional Bodies

	
	
	


	5.  Experience

	You are invited to provide further information in support of your application.  Please make full use of this section, and continue on additional sheets if necessary.  Please make sure that you refer to the person specification and also include:- 

	The reasons why you are applying for this post


	Key responsibilities and achievements in your present/most recent job that are relevant to this application



	Details of relevant training



	Interests (Both professional and leisure)



	6. References


	Please give the names and addresses of two referees.  Unless this is your first employment or you have not been in employment for some time, one must be from your present or most recent employer.  Only in very exceptional circumstances will the reference from your present/previous employer not be taken up, although you may stipulate that we do not contact referees without seeking your prior agreement.

Please note that references will not be accepted from relatives or from people writing solely in the capacity of friends.

If you are currently working with children your present employer will be asked about any disciplinary offences relating to children, current and/or time expired; whether you have been the subject of any child protection concerns and if so, the outcome of these investigations. 

If you are not currently working with children but have done so previously the second reference must be that employer.


	

	REFEREE 1

REFEREE 2

NAME

NAME

POSITION

POSITION

ADDRESS (including postcode)

ADDRESS (including postcode)

TEL NO

TEL NO

FAX NO

FAX NO

EMAIL ADDRESS

EMAIL ADDRESS

In what capacity do you know the referee?

In what capacity do you know the referee?

If you are known to either referee by any other name please give details



	7.  Availability

	When would you be available to start:
	

	

	

	8.  Declaration

	This post is exempt from the Rehabilitation of Offenders Act 1974.  Consequently if you are appointed you will be required to undertake an enhanced Criminal Records Bureau check.  Therefore you will be required to declare ANY convictions, cautions and bind-overs you may have, regardless of how long ago they occurred, including those regarded as ‘spent’. Having a criminal record will not necessarily prevent you from taking up appointment, it will depend on the nature of the offences and their relevance to the post you are applying for.  However, should you NOT declare an offence that is subsequently revealed, e.g. through the CRB check, then this may place your appointment in jeopardy.  

Have you ever received a conviction, caution or bind-over?                      YES  /  NO

Are you either on the Children’s Barred List (previously List 99 and PoCA list),  ever been disqualified from working with children or been subject to any sanctions imposed by a regulatory body (e.g. General teaching Council)?                                      YES  /  NO

It is a criminal offence for barred individuals to seek or undertake work with children.

If you have answered yes to either of the above questions, please provide details on a separate sheet in an envelope marked CONFIDENTIAL
Under the Data Protection Act 1998 your consent is required to process the information you have supplied for the purposes of recruitment and selection. The information required is necessary for selection purposes and will be used by our school for the selection and verification process in connection with your application for this post. Your name and contact details will be held electronically together with recruitment process monitoring.

Under the Data Protection Act 1998 you have the right of access to any electronically and/or manually held information.

By signing the declaration at the end of the application form, you give permission for your details to be used in this way. 
I declare that the information I have given on this form is correct and I understand that failure to complete the form fully and accurately could result in an incorrect assessment of salary, and/or exclusion from short listing, or may, in the event of employment, result in disciplinary action or dismissal



	Signature:
	……………………………………………………………………..……..
	Date:
	……………………………………


	The successful applicant will be required to provide a Disclosure from the CRB at the appropriate level for the post.



	10.  Equal Opportunities Monitoring

	We aim to create the conditions in which all applicants and employees are treated solely on the basis of their merits, abilities and potential, regardless of gender, colour, ethnic or national origin, age, socio-economic background, disability, religion, family circumstances, sexual orientation or other relevant distinction.

In order to carry our equal opportunities policy, we must have some means of monitoring our recruitment and selection.  Only by such measures will we be able to recognise potential sources of discrimination and take remedial action.  The monitoring form will be separated from the application form and securely stored in the strictest confidence.  It will be used for statistical monitoring only.



	Please tick box as appropriate

	Sex:
	Female
	
	Male
	
	

	

	Marital Status:
	Married
	
	Single
	
	Divorced
	
	Widowed
	
	

	

	Age:
	Below 26
	
	26-35
	
	36-46
	
	47-55
	
	56-65
	
	65+
	
	

	

	How would you describe your ethnic origin?

	Black
	Caribbean
	
	African
	
	Other
	
	

	

	White
	UK
	
	European
	
	Other
	
	

	

	Asian
	Indian
	
	Pakistani
	
	Bangladeshi
	
	Other
	
	

	

	Other 
	Please specify
	

	

	Do you have any disability as described with the terms of the

	Disability Discrimination Act 1995?
	YES
	
	
	NO
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