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	Application for Employment 

Important: This Application Form has been designed to exclude information that might contravene the Equality Act 2010. Please read the Guidance Notes below before completing this form.


Guidance Notes 
· We do not accept CVs (curricula vitae). 

· Please word process this form and return it by email as a single document incorporating the supporting statement at section 10. 

· Please ensure that your supporting statement shows how you meet the requirements of our person specification.
· Please complete the Recruitment Monitoring Form on the final page of this form (this information will not be used for selection purposes). 

· We will decide whether to invite you for interview on the basis of the information given by you on this Application Form and on your supporting statement. 

· If you need this form in a different format please contact the Head’s PA at The Macclesfield Academy.

· All successful applicants will be subject to a Disclosure and Barring Service (DBS) Check. 

· In submitting this form, you are certifying that, to the best of your knowledge and belief, the details provided on this form and all other supporting papers are true and correct and that you understand that if you have provided false or misleading information in response to any questions on this form or have failed to disclose information, this will result in the termination of any contract of employment entered into, or the withdrawal of any offer of employment.  
Data Protection Act 
· When you submit this form you are giving us permission to process and hold on computer the information or data you have supplied or referred to on it, including any information that you may consider to be sensitive and personal. 
· This information will also be held on your personal file, if you are appointed. 
· The data may be used by the Macclesfield Academy Trust for the purposes of equality monitoring, compiling statistics and maintaining other employment records. 

	1. Vacancy Details 

	Post for which you are applying:

Please return to: 

Closing Date: 


	2. Personal Details 

	Surname:
	Initials:


	3. Present Employment (If you are currently unemployed please leave blank) 

	Post Title:

	Employer's Name:

	Address:

	

	

	

	Post Code:

	Telephone Number:
	Email Address:

	

	Date started with employer:
	Period of notice:

	
	

	Brief outline of duties (in current role):



	For Teaching Posts Only: 

	Have you been awarded QTS?
	Yes/No
	Have you successfully completed an induction year?
	Yes/No

	Are you on Main Pay Scale?
	Yes/No
	What is your scale point?
	

	Are you on an Upper Pay Scale?
	Yes/No
	What is your scale point?
	

	Are you paid a TLR allowance?
	Yes/No
	What allowance?
	

	Are you on the Leadership Spine?
	Yes/No
	What is your scale point?
	


	4. References 

	Please give referee details from two employers, the first of which must be your current or most recent employer. The second referee must be someone else who has managed you in a professional capacity, preferably at a different place of employment.
 

	First Referee:
	Second Referee:

	Name:
	
	Name:
	

	Address:
	
	Address:
	

	Post Code:
	
	Post Code:
	

	Telephone:
	
	Telephone:
	

	Email:
	
	Email:
	

	Position:
	
	Position:
	

	We will not confirm an offer of appointment until we have received two satisfactory references


	5. Qualifications

	Please give details of all secondary, further and higher education qualifications obtained.  Start with the most recent and continue in chronological order.  It is essential that you include details of the school/college/university where each qualification was obtained and the grade/class of qualification awarded. Please add extra rows if necessary.

	Date
	School/College/University/Other provider
	Subject
	Level
	Grade/Class obtained

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	


	6. Training and Development

	Please give details of any other training or development activities you have completed that are relevant to the job you have applied for.  

	Date
	Provider
	Title
	Length of Training

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	7. Previous Employment 

	Please list all of your previous jobs including any with your present employer. Start with the most recent. References may be sought from your previous employers.  Please insert additional employers if necessary.


	Post Title:

	Employer's Name:

	Address:

	

	

	

	Post Code:

	Date started with employer:
	Date employment ended:

	Brief outline of duties:



	Reason for leaving:




	7. Previous Employment (continued)

	Post Title:

	Employer's Name:

	Address:

	

	

	

	Post Code:

	Date started with employer:
	Date employment ended:

	Brief outline of duties:



	Reason for leaving:




	Post Title:

	Employer's Name:

	Address:

	

	

	

	Post Code:

	Date started with employer:
	Date employment ended:

	Brief outline of duties:



	Reason for leaving:




	Post Title:

	Employer's Name:

	Address:

	

	

	

	Post Code:

	Date started with employer:
	Date employment ended:

	Brief outline of duties:



	Reason for leaving:



	7. Previous Employment  (continued)

	Post Title:

	Employer's Name:

	Address:

	

	

	

	Post Code:

	Date started with employer:
	Date employment ended:

	Brief outline of duties:



	Reason for leaving:




	Post Title:

	Employer's Name:

	Address:

	

	

	

	Post Code:

	Date started with employer:
	Date employment ended:

	Brief outline of duties:



	Reason for leaving:




	Post Title:

	Employer's Name:

	Address:

	

	

	

	Post Code:

	Date started with employer:
	Date employment ended:

	Brief outline of duties:



	Reason for leaving:




	


	8. Breaks in Employment History Since Leaving School

	Please identify and give reasons for any gaps in employment history since leaving school. 

	From
	To
	Reason for gap in employment history

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	9. Disciplinary Matters 

	Have you ever been subject to any disciplinary investigation or action, including suspension from duty, during your periods of employment with any employer? Include any investigations or actions taken by your professional body. Both Spent and Unspent matters need to be disclosed. identify and give reasons for any gaps in employment history since leaving school

	YES NO 
If yes, please provide details below of action taken. Include any pending incident/action. 

	


	10. Supporting statement

	Please give any information which shows how you meet the person specification for the post for which you are applying.  Please give succinct and relevant examples drawn from your experience.  Do not write more than 2000 words in this section.

	


	11. Criminal Convictions/Cautions/Disqualified Persons   

	The Macclesfield Academy Trust regards as paramount the welfare and safety of vulnerable adults & children. Whilst criminal convictions are not necessarily a bar to employment, this safety consideration will be key to all decisions regarding the employment of staff, and the approval of carers or volunteers. This position is exempt under the Rehabilitation of Offenders Act 1974. To assist with the implementation of this policy, all applicants are asked to complete the following questions and provide consent for checks to be completed. In submitting this application you are giving your consent to these checks being carried out.

	1. Have you ever pleaded guilty, been convicted, or cautioned by a police officer, for any criminal offence? 

YES NO

If the answer is YES, please provide details here.



	2. Have you ever received a final written warning or been dismissed from your current or any previous employment (other than in a redundancy situation?) 

YES NO

If the answer is YES, please provide details here.



	3. Has your name been added to, either: 

• The DoH Consultancy List, now known as the Protection of Children Act List; 

• The DfE List 99; 

• The Protection of Vulnerable Adults List. 

YES NO 
If the answer is YES, please give details here. 



	4. Have you ever been subject to any legal proceedings involving any social services authority or its equivalent, here or abroad, that has resulted in the removal of children or vulnerable adults from your care, or the imposition of a statutory supervision order? 

YES NO 

If the answer is YES, please give details here. 



	5. Have you or any person with whom you reside ever been refused registration or cancelled from an official register of: 

	• Child-minders; 

• Day Care Providers; 


	• Private Fostering; 

• Registered Care Home or Children’s Home? 



	YES NO 

If the answer is YES, please give details here. 



	Applicants are reminded that knowingly withholding this information, or failing to disclose subsequent information is likely to lead to immediate suspension or termination of employment. Applicants should also note that it is a criminal offence to knowingly apply for, offer to do, accept or do any work with children when prevented either: 

a) by reason of disqualification order under the Criminal Justice and Court Services Act 2000 

b) by reason of inclusion in one of the Lists held by the Department of Health under the Protection of Children Act 1989 or the DfE under the Education Reform Act 1988. 


	12. The Macclesfield Academy Trust and Macclesfield  College

	The Macclesfield Academy is sponsored by Macclesfield College which appoints Trustees to the Macclesfield Academy Trust and the majority of the Governors of The Academy.  You must inform us below if you are related to:
i) Any employee of Macclesfield College 
ii) Any employee of The Macclesfield Academy Trust (ie any member of staff at the Academy)
iii) Any member of the Corporation of Macclesfield College

iv) Any member of the Governing Board of The Macclesfield Academy

	Are you related to anybody in categories i) – iv) above?
YES/NO

If the answer is YES, please give details here. 




	13. Your signature

	In submitting this form, you are certifying that, to the best of your knowledge and belief, the details provided on this form and all other supporting papers are true and correct and that you understand that if you have provided false or misleading information in response to any questions on this form or have failed to disclose information, this will result in the termination of any contract of employment entered into, or the withdrawal of any offer of employment.  If you are offered employment by The Macclesfield Academy Trust, you will be required to sign a hard copy of this application.

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