
APPLICATION FORM

Please return the completed application form, a covering letter with your reasons for applying for this 
post (no more than one side of A4) and the equal opportunities monitoring form to:  
recruitment@royalhospitalschool.org

HR Manager 
Royal Hospital School 
Holbrook 
Ipswich  
IP9 2RX

HR Department contact number: 01473 326200



GUIDANCE NOTES

Thank you for your interest in this post at the Royal Hospital School. 

Please return the completed application form, a covering letter with your reasons for applying for this post (no more 
than one  side of A4) and the equal opportunities monitoring form to: recruitment@royalhospitalschool.org

Should you encounter any problems with emailing your application documents you may print them and post to: 

HR Manager 
Royal Hospital School 
Holbrook 
Ipswich  
IP9 2RX

Please complete all sections and answer all questions on the application form. If a question does not apply to you (e.g. 
further or higher education) enter ‘not applicable’ or n/a. 

Incomplete applications and those with unexplained gaps will not be accepted.

Personal Information: Personal details will be redacted for the shortlisting process.

Employment History: Please list all of your previous employment history, making sure to include dates to and from and 
explaining fully any gaps in employment. 

Current/Most Recent Employer: Please give details of your current or most recent job and a brief description of your 
duties and responsibilities.

Education, Qualifications and Skills: Clearly list any courses you have completed and the dates and also include any 
courses you are currently undertaking, specifying the date you expect to complete them. 

Personal Statement: In this section please provide evidence and give specific examples of how you meet the essential 
and desirable criteria set out in the Job Description. Clearly explain how your experience, knowledge and skills make you a 
suitable candidate for this role. Remember to include details of paid/unpaid work as well as other activities relevant to the 
position (no more than 350 – 400 words).

References: Please provide two references, one of which must be from your most recent employer. No referee should be a 
relative or someone known to you solely as a friend. Please note the School is required, in line with Keeping Children Safe 
in Education, to take up references from all shortlisted candidates before interview.

Criminal Convictions: As you are applying for a job within the education sector you must always declare any convictions, 
cautions, bind overs, reprimands or final warnings, which would not be filtered in line with the current Rehabilitation of 
Offenders Act. You will also be subject to a Disclosure and Barring Service (DBS) check prior to confirmation of a job offer. 

Equal Opportunities: We ask all applicants to complete the Equal Opportunities form within this pack. This is confidential 
to HR and will only be used for statistical monitoring. Data will be processed in accordance with the Data Protection Act 
1998.

Medical Fitness: In accordance with guidance published by the Department for Education (and predecessor departments), 
any offer of employment made by the School will be conditional upon the School verifying the successful applicant's 
medical fitness for the role. Therefore, if your application is successful, you will be required to complete a Health 
Declaration Form, the responses to which may be assessed by the School's Occupational Health Service before any offer 
of employment is confirmed. There may be circumstances when it will be necessary for the School's Occupational Health 
Service to seek access to your medical records and/or for you to be referred to a specialist clinician.


