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EMPLOYMENT APPLICATION FORM

	 Position applied for: 




1. Personal Details

	Name in full (including title): 
	

	Previous name(s) or aliases (and dates used):



	Permanent Address: 

Post Code: 
	Address for correspondence (if different):
Post Code: 

	Email address:


	

	Telephone (Daytime):

	Telephone (Evening):
	Mobile:


2. References

	Please indicate two people who can provide references – one of whom should be your current/most recent employer, the other from a separate organisation. Unless indicated to the contrary by the applicant, it is Queen Margaret’s policy to take up references prior to interview. 

	Name
	Address and email (including postcode and telephone number)
	Position
	Permission to contact prior to interview?

	1.


	
	
	

	2.


	
	
	


	Have you applied for a position at Queen Margaret’s before?  If yes, please give details




3. Education 

Please include secondary and all post secondary qualifications. Continue on a separate sheet if necessary. 

	 School/College/Institute
	Dates 

from-to
	Examinations taken and/or qualifications obtained
	Result

	
	
	
	


4. Professional Qualifications 

	Institute or Professional Body
	Qualification obtained
	Date Obtained

	
	
	


5. Employment
Please provide details of all employment since leaving secondary education in chronological order, including voluntary work. Please include all periods not in employment. Continue on a separate sheet if necessary. 

	Starting with your most recent, please list all employment.

	Dates

From - To
	Employer name and address
	Job title and brief description of duties
	Reason for leaving

	
	
	
	

	What is your current/most recent salary? 

Notice period with current employer?


	How did you find out about the vacancy?




	Are there any restrictions on i) your right to remain in the UK and /or ii) your ability to be employed legally in the UK?        Yes/No


	If Yes, please provide details: 




6. Criminal Convictions/Criminal History 
	* Have you ever been convicted of a criminal offence; received a caution, reprimand or warning; or otherwise have a criminal record?       Yes/No 

If Yes, please give details. 

*(Answering Yes does not necessarily debar you from appointment. If Yes you are required to give details as this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended.  Any subsequent offer of employment will be dependent upon the receipt of a satisfactory Enhanced Criminal Records Bureau check). 




7. Additional information 

Why have you applied for this position? 

	


Please give details of leisure activities and interest outside of work along with any clubs or associations to which you belong.
	


Please supply any further information which you feel is relevant in support of your application, including future career objectives.
	


You may provide further information to support your application by way of a covering letter, however this should not be at the expense of completing the application form in full.
 8. Declaration  

I confirm that the information I have given in this application form including, any supporting documentation, is accurate and true.  I understand that providing misleading or false information will disqualify me from appointment OR if appointed, may result in my subsequent dismissal. 

I have read and understand the Queen Margaret’s School Recruitment and Selection Policy and confirm that my application is submitted in accordance with that policy.
Signature ……………………………………………………………………. Date …………………….. 

	Data Protection Statement 

The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment.  Your personal information will also be used in a confidential manner to help us monitor our recruitment process.  If you succeed in your application and take up employment with us, the information will be used in the administration of your employment.  We may check the information collected with third parties or with reference to other information held by us.  Your details will not be passed to any third parties unconnected with School, except where required by law.  By signing this application form we will be assuming that you agree to the processing of sensitive personal data, (as described above), in accordance with the Data Protection Act 1998. 


Please return your completed application form to: 
Miss N J Craig, Headmaster’s PA, Queen Margaret’s School, Escrick Park, York, YO19 6EU
