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Post applied for:…………………………………………….

This application form must be completed in full before it can be considered
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Personal Details (Please use block capitals)

	Surname…………………………………………..…………………  Forename (s)…………………………………………….

Previous Surname…………………………………………………..  Title……………………………………………………….

Address………………………………………………………………………………………………………………………………
………………………………………………………………………..  Postcode………………………………………………….

Tel No………………………………………………………………..  Day Tel No………………………………………………..

Email address………………………………………………………   NI No:……………………………………………………..


	Referees
Please provide details of two referees to whom confidential enquiries may be made. One MUST be from your current Head Teacher where you work or the most recent employer if not currently employed. If you are not currently working with children but have done so in the past, an additional reference will need to be obtained from that employer. Referees must not be members of your family, your spouse/partner, or friends. References WILL be taken up prior to interview. Please advise if you do not want us to do so at this stage and provide reasons. Any anomalies of information or issues arising from references will be taken up at or before the interview, i.e. through a telephone call to your current employer.
Name………………………………………………………………    Position …………………………………………………

Company……………………………………………………………………………………………………………………………..

Address……………………………………………………………………………………………………………………………….

Postcode………………………………………………………….    Tel No ………………………………………………………

Fax No……………………………………………………………     Email………………………………………………………..


Name………………………………………………………………    Position………………………………………….…………

Company……………………………………………………………………………………………………………………………..

Address……………………………………………………………………………………………………………………………….

Postcode………………………………………………………….    Tel No ………………………………………………………

Fax No……………………………………………………………     Email………………………………………………………..

Please note that references will only be taken up if you are shortlisted for interview, unless you have requested otherwise. However, no offer of employment can be made until two satisfactory references are received.  All references will be read by the Chair of the interviewing panel prior to the interview, and the content may be shared with the panel and discussed with you during the interview. Referees will be asked to comment on any disciplinary issues that may be relevant. Interviewing panels reserve the right to request references from further back in your career if it is felt necessary.



Do you have the right to work in the UK?       Yes              No 

Please note: original identification documents verifying your right to work in the UK will be requested, checked and a photocopy taken. If your application is successful and you commence employment, the copy of your identification documents will be retained on file.

Qualifications
Please list all education, qualification and training you have undertaken, giving the most recent first, and provide dates. Please include accredited professional development and your teacher training course.
	Education/Qualifications/Training
	School/College/University
	Qualifications with grades/ courses attended and date of award

	
	
	

	Qualified Teacher Status (QTS) Details

	Do you have QTS?      Yes             Date of QTS_________________                   No                           DfE No:______________
Teacher’s Qualification_________________________________________________________________________

Newly Qualified Teachers and Trainee Teachers
Have you satisfactorily completed a first year of teaching?  YES With which school/authority? NO When do you expect to achieve QTS?



Please note, if you are appointed you will be asked before your appointment is confirmed to present original certificates.

Current or Last Employment Details
Job title………………………………………………………………….  Salary & Grade………………………………………….
School…………………………………………………………… Head Teacher………………………………………………….
Address……………………………………………………………………………………………………………………………….

Dates of employment from……………………………………………………. to…………………………………………………
	Brief description of duties and responsibilities – use continuation sheet if necessary

	



Previous Employment Details

Please list all previous employment starting with your most recent and list chronologically backwards. Please include all employment, unpaid work, voluntary work and periods away from work such as raising a family. Reasons must be given for any gaps between these activities. Please ensure all dates are provided and no gaps in activity are left unaccounted for.

	Dates from/to (month/year)
	Employer (name and address)
	Position held and main responsibilities
	Salary/grade and reason for leaving

	
	
	
	


	Have all gaps in employment/activity been accounted for?     YES                NO
If NO, please provide further details:




	Letter of Application

	In support of your application you are invited to attach a letter stating your reasons for applying for this post. You should describe how you consider your skills, abilities, knowledge and experience to be relevant to this position and the factors that make you a suitable candidate. You may include voluntary work and experience gained outside of work. Please refer to the Job Description and ensure you link this part of your application to the criteria listed in the Person Specification.




	Disclosure of Relationship

	A candidate for any post within Queen Mary’s High School who knows that he/she is related to any Governor or Employee of the school, must disclose the relationship. A candidate who fails to disclose such a relationship is disqualified for appointment and if appointed is liable to dismissal without notice.



	Are you related to any Governor or Employee of the School               Yes            No

If yes, who?


	Notes for applicants

	Applicants are requested to read carefully the following notes and any further particulars for the post before signing the declaration at the foot of the page.

	Acknowledgment of applications 

Your application for this post will only be acknowledged if you enclose with it a stamped addressed envelope.

Notification of result

It is the policy of Queen Mary’s High School that, in order to keep administrative costs to a minimum, notice of the result of an application shall not be sent to an unsuccessful candidate who is not called for an interview by post. If, therefore, you do not hear within 6 weeks of the closing date for applications for this post, you should normally assume that an appointment has been made.

Interview expenses

Candidate called for interview may claim reasonable expenses incurred for travel by 2nd class rail, bus or car. Payment of such expenses shall only be paid from point of entry to the UK. Receipted accounts must be produced or else payment will not be made.



Declaration
I hereby give my consent for personal information (any information which may be considered Personal Data and/or Sensitive Data within the meaning of the Data Protection Act 1998, which includes recruitment monitoring data) provided as part of this application to be held on computer or other relevant filing systems and to be shared with other accredited organisations or agencies in accordance with the Data Protection Act 1998.
The information supplied by you will be subject to verification and the school may contact people and/or organisations to confirm some of the facts contained in our application, e.g. referees, previous employers, educational establishments, examination bodies, etc. The school may also obtain from or provide information to third parties for the purposes of the detection and prevention of crime.

By signing this application form you are confirming the information is correct. If later background checks confirm that information has been falsified or omitted it will lead to disqualification or, if appointed, could render you liable for dismissal or, in some cases, to the matter being referred to the police. By submitting this application form you authorize us to verify any information you have given with third parties and you authorize them to disclose your personal information to us.

I have not canvassed either directly or indirectly any member of the Governing Body in connection with the above appointment.

Signature…………………………………………………………………………  Date………………………………

Please return this application form to: Queen Mary’s High School, Upper Forster Street, Walsall, WS4 2AE.

	Safeguarding Vulnerable Groups




Queen Mary’s High School is committed to protecting the welfare of vulnerable groups through safe recruitment and selection processes.

The information you have provided in your application, and that you may be invited to discuss at interview, will assist in assessing your suitability to work with people in a vulnerable group – both children and adults.

Your references and any information that may need to be obtained via pre-employment checks will also be taken into account.

The information provided by you in this application form will be used for the purposes of administering and monitoring the recruitment and selection process only. If appointed the information will form the basis of the employment record. No information will be passed to third parties.


	Disclosure of Criminal Convictions and Cautions




The position for which you are applying is an excepted post within the meaning of the Rehabilitation of Offenders Act (Exceptions) Order 1975 (as amended) and therefore:
a) If you are shortlisted for interview, you will be required to complete a Declaration of Convictions and Actions (attached); this will enable the selection panel to consider any disclosure, and for you to comment upon it; and

b) If you are selected for the post, it will be a specific condition of appointment that an enhanced Disclosure & Barring Service (DBS) disclosure is obtained.

Please note that if there are material differences between your disclosure and the DBS disclosure, this may result in the offer of appointment being rescinded.

Do not complete the Declaration of Conviction and Actions at this stage, but you must complete and return it to us if you are shortlisted 
Should you be appointed to the post that you have applied for it is essential that you inform your manager immediately should your circumstances change in regard to Criminal Convictions and Police Cautions before or during employment.


	STRICTLY CONFIDENTIAL


DECLARATION OF CONVICTIONS (REHABILITATION OF OFFENDERS ACT 1974) – EXCEPTED POSTS
Please note carefully the following information:
The position for which you are applying involves substantial access to children or vulnerable adults. It is therefore exempt from Section 4 (2) of the Rehabilitation of Offenders Act 1974 by virtue of the Exceptions Order, and you are required to declare any convictions, cautions or bindovers you may have even if they would otherwise be regarded as ‘spent’ under this Act. The information you give will be treated in confidence and will only be taken into account in relation this application.

	In answering the following question you must disclose details of all convictions and cautions, including ‘spent’ convictions, bindovers, warnings and reprimands.

Have you ever been convicted of a criminal offence?                      YES  /  NO
If YES, please give below or place in a sealed envelope (if preferred) details of all convictions and cautions, including ‘spent’ convictions and cautions.
Do you have any bindovers, warnings or reprimands?                   YES   /  NO

If YES, please provide details.




Under Government regulations the School is able (with your consent) to access records of criminal convictions. In the event of an offer of employment your written consent will be sought for this check to be undertaken with the Disclosure and Barring Service and you will be required to complete an Enhanced Disclosure Application Form. If you do not give your permission for this check to be undertaken then it will not be possible to consider your application further. As part of its checking procedure the DBS checks will include information held on the DBS Children & Adults Barred Lists together with information held locally by police forces that is reasonably considered to be relevant to the applied post.
	Name…………………………………………………………………………………………………..….…………

Signature ……………………………………………………………………………………………………..…….

Date ………………………………………………………………………………………………………………….

Equal Opportunities Monitoring 

Queen Mary’s High School is committed to a policy of ensuring equality of opportunity in employment for all, and to taking action to avoid discrimination. Job applicants are considered only on their ability to do the job for which they are applying. To see whether this policy is effective we need to monitor the gender, marital status, age, ethnic origin and disabilities of job applicants and you are therefore requested to provide the monitoring information outlined below. 

The information will be used only to monitor the school’s practices and will be treated confidentially. This page of the application form will not be seen by those who decide on the list of applicants to be invited for interview.



	Gender (Sex Discrimination Act 1975)
Male                                        Female                           Date of birth…….........................

Ethnic Origin (Race Relations Act 1976)
This is the origin of your family rather than your nationality. For example you could be British and your ethnic (family) origins could be any of the ones listed below, or a combination of them, or something more specific.

Please identify your ethnic origin either by ticking ONE of the boxes below or by giving your own description.

White

(
British

Asian or Asian British

(
Indian

(
Irish

(
Pakistani

(
Other White

(
Bangladeshi

(
Other Asian

Mixed

(
White & Black Caribbean

(
White & Black African

Black or Black British

(
Black Caribbean

(
White & Asian

(
Black African

(
Other Mixes

(
Other Black

Chinese or Other  Ethnic Group

(
Chinese

(
Other Ethnic Group
Do not wish to declare




Disability Discrimination Act
We welcome applications from people with disabilities and guarantee you an interview should you meet the minimum

criteria for the job. The Disability Discrimination Act defines disability as ‘any physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day-to-day activities’.

Do you consider yourself to have a disability which falls within this definition?            


YES/NO
If yes, please give details:

Is there anything about your disability which is relevant to this job?                             


YES/NO
If yes, please give details:

Would the provision of any aids or adaptations assist you in carrying out the duties of this job?        
YES/NO
If yes, please give details:

Is there anything we need to know about your disability in order to provide you with any help you may need for the
interview, e.g. a sign language interpreter, or an easily accessible interview room?       


YES/NO
If yes, please give details:

Please continue on separate sheet if necessary.
The Immigration, Asylum and Nationality Act 2006”.

Do you have European Union (EU) Nationality?                                                           


YES/NO
If your answer is NO and your application is successful, you will be required to provide evidence of your entitlement to live and work in the UK. 
Data Protection Act

I hereby give my consent for the Recruitment Monitoring information provided on this form to be held on computer or other relevant filing systems and to be shared with other accredited organisations or agencies in accordance with the Data Protection Act 1998.

Signed………………………………………………………………………………………   Date ……………………………



TEACHING STAFF APPLICATION FORM

















Where did you see the advertisement for this position?





TES       �         Local Press    �       Other (please specify)…………………………………………………
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