
Application Form for the post of

Chief Executive Officer

Title:

First name(s):

Last name:

Known as:

Date of Birth:

Address:

Postcode:

Contact Number:

Email address:

National Insurance Number:

Personal details

Vacancy details

Job Title: Chief Executive Officer from 1 September 2022

It is the Trust’s policy to ensure that all appointments are made on merit. The details supplied
by you on this form are confidential, but will form part of the personnel record of the successful
candidate.

Eligibility to work in the UK

Current legislation means that it is a criminal offence to employ a person who is subject to
immigration control, unless he or she has documentary proof showing an entitlement to work
in the UK. If selected for interview you will asked to provide proof of your work entitlements.

Do you have an entitlement to work in the UK?                   YES NO 

Please return this completed application form AND a separate letter of application to:
cfo@westdidsburyceprimary.co.uk and matt.whitehead@didsbury-pri.manchester.sch.uk



Have you ever been dismissed from employment 
for gross misconduct reasons? 

If YES please give details below, including dates, reasons and employer.                   

Dismissed

YES NO 

The Equality Act 2010 protects disabled people – including those with long term health
conditions, learning disabilities and ‘so called’ hidden disabilities such as dyslexia.  If you tell
us that you have a disability we can make reasonable adjustments to ensure that any
selection process including the interview is fair and equitable.

Do you consider yourself to be disabled?                             YES                    NO 

If YES please specify any arrangements we can make to assist you if you are invited for 
interview/assessment.

Equality

Are you currently, or have you previously been 
employed by this organisation?

If YES please give details below, including dates, reasons for leaving (if applicable):

Are you related to a Trustee, Governor or senior 
officer of this organisation?

If YES please give details below, including name and relationship to you:

Other details

YES NO 

YES NO 



I confirm that I am not subject to any immigration controls or restrictions, which prohibit my
working in the UK.

I understand that in line with the Data Protection Act 1998 and subsequent legislation, I am
giving my consent to the disclosure of limited data for statistical purposes, to other public
sector organisations such as the Job Centre, this information will not be retained or
processed for any other purpose.  Once the recruitment process is completed the hard copy
data will be kept for 6 months and the computerised record of these details kept for 18
months.

I understand that the St James and Emmanuel Academy Trust has a duty to protect public
funds and may use the information supplied in this form to prevent and detect fraud. We may
also share this information for the same purposes, with other organisations that handle public
funds.

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.

YES

Declarations

This post involves working with children, young people, vulnerable adults or is a position of
trust and is, therefore, exempt from the provisions of the Rehabilitation of Offenders Act 1974.
You must, therefore, disclose details of cautions, bind-overs, reprimands, final warnings and
convictions, including ‘spent convictions’. Any failure to disclose such information could result
in dismissal or disciplinary action by the organisation. Please note that a criminal record will
not necessarily be a bar to obtaining a position.

Have you at any time received, or do you have 
pending, a caution, bind-over, reprimand, final 
warning or conviction? 

If YES please give details below:                   

Rehabilitation of offenders

YES NO 

Nature of Offence(s)
(i.e. Conviction, caution, 
bind–over, reprimand,
warning or allegation)

Offence(s) Date(s) Disposal (if known)



Nature of Offence(s) Offence(s) Date(s) Disposal (if known)

n I agree to a disclosure being sought through the Disclosure and Barring Service (previously
Criminal Records Bureau) about the existence and content of any criminal record.

n I confirm that I am not included on the ISA Children’s Barred List and am therefore not
disqualified from working with either of these vulnerable groups.

n I confirm that I am not subject to any sanctions imposed by a regulatory body, which would
prevent me from undertaking the duties of the post I am applying for.

n I confirm that I am not subject to any on-going investigation into any matter which may
bring into question my suitability for the post I am applying for.

n If successful in obtaining this post I will immediately notify the Board of Trustees if during
the course of my employment, I am convicted, cautioned, included on any of the Barred
Lists, or if my suitability to work with children or vulnerable adults is ever questioned.

I confirm my agreement to the above

YES



Referee name:

Job title (if applicable):

Organisation:

Address and postcode:

Telephone number:

Postcode:

Email address:

Relationship to you:

First referee (usually current or most recent employer)

Please provide the names and contact details of at least two referees who can comment on
your suitability for this position.  One should be your current or most recent employer. (If you
are not currently working with children but have done so in the past the second referee
should be the employer by whom you were most recently employed in work with children.
References will not be accepted from relatives, or persons who only know you as a friend.)

References will be sought prior to interview. The references will ask your current/previous
employer/tutor about any disciplinary offences relating to children.

REFERENCES

Referee name:

Job title (if applicable):

Organisation:

Address and postcode:

Telephone number:

Postcode:

Email address:

Relationship to you:

Second referee (usually previous employer)



Current/most recent employer:

Job title:

Address and postcode:

Salary and benefits:

Date from (dd/mm/yyyy):

Date to (dd/mm/yyyy):

Period of notice required:

Reason for leaving:

Brief details of duties and responsibilities:

Employment experience

This gives Recruiting Managers an understanding of the roles you have undertaken and the
length of time you spent in the roles. It is therefore essential that all information is completed.

EMPLOYMENT HISTORY

Please list all other jobs held, starting with the most recent, including any previous or current
employment with this authority (whether directly or through an employment agency). There
should be no gaps in your employment and education history.

Previous employment experience

Previous employer:

Job title:

Address and postcode:

Date from (dd/mm/yyyy):

Date to (dd/mm/yyyy):

Reason for leaving:

Brief details of duties and responsibilities:



Previous employer:

Job title:

Address and postcode:

Date from (dd/mm/yyyy):

Date to (dd/mm/yyyy):

Reason for leaving:

Brief details of duties and responsibilities:

Previous employer:

Job title:

Address and postcode:

Date from (dd/mm/yyyy):

Date to (dd/mm/yyyy):

Reason for leaving:

Brief details of duties and responsibilities:

Previous employer:

Job title:

Address and postcode:

Date from (dd/mm/yyyy):

Date to (dd/mm/yyyy):

Reason for leaving:

Brief details of duties and responsibilities:



If there are any periods of time that have not been accounted for, for instance, periods of
travel, or caring for others please give details of them here with dates. The information
provided must provide a complete chronology from the age of 16; please ensure that there
are no gaps in the history of your employment and other experience.  

Other periods of time

Qualifications Grade     Where Obtained When

Education

Apart from giving details of formal education and qualifications, mention any short/non-
qualification courses that you may have attended to improve your knowledge and skills.
Please ensure that they are relevant to the job you are applying for. Successful applicants will
be required to provide proof of qualifications.

EDUCATION AND TRAINING



Professional body Level of membership Membership no. Date

Membership of professional bodies

Subject Provider Date

Training/Development



Skills, Knowledge and Experience

This section of the application form is very important, as this is where you demonstrate your
suitability for the job. Read through the advertisement and the job description to get a clear
view of what the job involves. The person specification describes the necessary skills,
experience and qualifications we are looking for.  Pay particular attention to those areas on
the person specification described as essential.  

Make sure that you tell us how you match the requirements of the job. Therefore, give
examples of any relevant ability, experience and qualifications. This may be from your current
or previous job, or from community or voluntary work, or from skills transferable from other
life experience, particularly if you have been out of paid employment for some time.  For
example, you may have considerable domestic responsibilities, or may organise social or
community activities in your spare time. 

n Ensure that the information you provide is well organised and relevant.
n It should show to that extent you have gained the skills and experience necessary for the

post.
n Give specific examples of the work you have been involved in, how you went about it and

the outcome. 
n Always remember to specify your responsibilities rather than those of your section or

department

SUPPORTING INFORMATION

Please support your application by relating in a separate document the skills, knowledge,
experience and personal qualities you can bring to this post. 

Use both the job and person specification to help you.

You can supply your letter of application as a Word file or a PDF. 

Letter of application



Declaration by applicant

Should any of the details in this application form be found to be false within the knowledge
of the applicant, or should there be any wilful omission or suppression of material fact, the
applicant will, if appointed, be liable to dismissal. Please note the successful applicant will
need a current enhanced DBS certificate and a firm understanding of safeguarding issues.

I hereby certify that the entries contained herein are correct, that all questions relating to me
have been fully and accurately answered, and that I am in possession of proof of the
qualifications I claim to hold.

Full name of applicant:

Date: 

I confirm I am providing a separate letter of application accompanying this form

Acknowledgement

In the interests of economy, receipt of your application will only be acknowledged by
email. Applicants selected for interview will normally be informed within three days of
the shortlisting date.

If you have not been contacted within this time you should assume your application
has been unsuccessful.

Submitting your application

Your submission must include two documents: this completed form AND a separate letter of
application relating the skills, knowledge, experience and personal qualities you can bring to
this post.

Please email your completed application form and letter of application to:
cfo@westdidsburyceprimary.co.uk and matt.whitehead@didsbury-pri.manchester.sch.uk

If you wish to submit a read-only copy and your PDF application does not have this facility,
you can create one for free at: sejda.com/flatten-pdf

https://sejda.com/flatten-pdf


“The St James and Emmanuel Academy Trust is committed to safeguarding and promoting
the welfare of children and young people and requires all staff and volunteers to share and
demonstrate this commitment”

“The successful candidate will have to meet the requirements of the person specification
and will be subject to pre-employment checks including a health check, an enhanced DBS
check and satisfactory references.”

Rehabilitation of Offenders Act 1974 

The Trust will apply for an enhanced disclosure from the Disclosure and Barring Service for
all successful candidates. The disclosure will provide details of any current or spent criminal
convictions, cautions, reprimands and warnings held on the Police National Computer, and
also details from lists held by the Department of Health and the Department for Education
and Skills List 99. 

Health

The Trust has a duty to ensure the fitness of all employees to carry out the duties they are
employed to do. All successful candidates as a term of their employment will be required to
complete a confidential health declaration and may be required to attend a medical
screening. 

Prevention and Detection of Fraud

The Trust must protect the public funds they handle so they may use the information you
provide on your application form to prevent and detect fraud. The Trust may also share this
information, for the same purposes, with other organisations which handle public funds.
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