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PART A
IMPORTANT INFORMATION:
Applicants should complete this form in BLACK ink or TYPE.  Please note that CVs and other documents will not be considered unless specifically requested.  If you have any difficulty in completing this application form because of language, literacy, or disability problems it will be acceptable for another person to complete the form on your behalf and endorse it accordingly.
	POST APPLIED FOR: 

	Job Reference:


	Personal details

Part A of this application form will be detached from the rest of the document prior to short-listing as part of our equal opportunity and diversity based recruitment and selection procedures. After short-listing the information containing your personal details will become part of the documentation to be used by the panel at interview.

	Title:   Mr/Mrs/Ms/Miss/Other      Please delete as necessary
First Name(s):
Surname:

	Address:

	Telephone (daytime):                                                    

Mobile (daytime):

	E-mail address:

	National Insurance number:

	Brief health statement and personal information

This information is considered sensitive personal data under the Data Protection Act 1998. It will only be used for the purposes of this recruitment exercise and will be safely disposed of after six months if you are not successful in your application for this vacancy.

	Please tick appropriate box
	YES
	NO

	Have you ever been convicted of a criminal offence, cautioned or bound-over?
	
	

	Are there any criminal charges pending against you?
	
	

	Have you ever been refused employment on the grounds of failing a Criminal Records Bureau check?
	
	

	Do you give consent for a Criminal Background Check in the event of being offered employment?
	
	

	Have you ever been dismissed for reasons other than redundancy?
	
	

	Have you ever been declared bankrupt?
	
	

	Have you been suspended or made subject to disciplinary action within the past 2 years?
	
	

	Do you require a work permit to live and work in the UK?
	
	

	If you answered YES to any of the above questions please give details in writing and seal it in an envelope marked “Confidential & Sensitive Information” and enclose it with this application form for the attention of HR.  
Under the Protection of Freedoms Act 2012 if a role within the College requires a enhanced CRB check the College will request if appropriate the barred list check (for children, adults or both). Enhanced CRB checks for work within ‘regulated activity’ will tell the College (when requested) if the person is on one of the Independent Safeguarding Authorities barred lists.


	Rehabilitation of Offenders - You are asked to read the following statement carefully:

	Because of the nature of the work for which you are applying, 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 (Exemptions) Order 1975 as amended.  Applicants are therefore not entitled to withhold information about convictions, both spent and unspent, any cautions, reprimands or final warnings that may have a bearing on your suitability for the post.  Any information given will be completely confidential and will be considered in relation to an application for positions to which the Order applies.  All posts where the postholder may come in to contact with children under 18 years and/or adults in ‘regulated activity’ who are considered to be vulnerable will be subject to checks by the Criminal Records Bureau.  
Please note that certain criminal convictions may affect your eligibility for employment with the College, but having a previous conviction will not automatically bar you from employment.

	Do you hold a current, full driving licence, what category of licence does it include a D1 category
	

	If YES, give details:
	

	Does your driving licence have any endorsements?  
	

	If YES, give details:
	

	If you are invited to interview and will require adjustments to assist you for example, the services of an interpreter or signer, or the provision of a loop control please contact HR beforehand to advise.

	REFERENCES
Please give details of 2 people who have consented to act as referees on your behalf, one of whom should be your recent or most recent employer.  References are not normally taken up prior to interview, however, no appointment will be confirmed until satisfactory references have been received  If you wish this application to be kept confidential from your current employer you must indicate this below and provide an alternative referee who is qualified to comment on your work performance.  Please note that an offer of employment will not be made without a reference from your current employer.

	Current (or last) Employer
	Previous Employer

	Name:
Job Title:
Address:
Telephone Number:
E-Mail:
	Name:
Job Title:
Address:
Telephone Number:
E-Mail:

	May we contact this referee without further reference to you? (please circle)

Yes                  No     
	May we contact this referee without further reference to you? (please circle)
Yes                   No  

	I agree that, in accordance with the Data Protection Act 1998, the College may hold and use the information about me contained in this application form, including any information which falls within the definition of “sensitive personal data” under the terms of the Data Protection Act 1998, for the purposes of processing this application and for my personal HR records if an offer of employment is made.  If, on this occasion, no offer is made I agree that the College may keep a record of my application for 6 months.  I give consent to the College obtaining information or references from any present or previous employers, or any company or institution the College considers appropriate.  
To the best of my knowledge and belief the information contained in this form is accurate.  I understand that any false declaration or misleading statement or any significant omission may disqualify me from employment and render me liable to dismissal. 

	Signature: 
	Date:

	EQUAL OPPORTUNITIES/DIVERSITY
The College is an Equal Opportunity employer and has due regard to the need to ensure:

· The elimination of unlawful discrimination, harassment and victimisation and any other conduct prohibited under the Equality Act 2010;

· The advancement of the equality of opportunity between people who share a protected characteristic and people who do not;

· The fostering of good relations between people who share a protected characteristic and people who do not. 

The application form does not contain any questions relating to any protected characteristics as detailed in the Equality legislation.
The detachable equal opportunities questionnaire (Part C) does not form part of your application.  It will be kept separately and used only to monitor and report on the effectiveness of the College’s Equality and Diversity Policies and Procedures.
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Please complete the following sections carefully after reading any supplementary information provided regarding the post, particularly the job description and person specification.  The decision to invite you for interview will be based on the information you provide on this form and how closely you meet the specified criteria.
	Application for the position of:

	Job reference number:


PART B

	Present Employment/Occupation (or most recent)

	Post title:

	Current salary: £

Other remuneration/benefits: 

	Name of Organisation:


	Address of Organisation:


	Date appointed to current post:
	Date appointed to organisation:

	Notice required to terminate post:
	Could this period be negotiated? (please circle)
Yes                     No                   Possibly 

	Reason for leaving or wishing to leave:

	Education & Training

	Institution (School/College)
	Qualifications and grades achieved
	Date awarded

	
	
	

	Relevant Professional Development Activities/Courses attended in last three years

	Course title/Activity
	Name of provider
	Duration

	
	
	

	Membership of Professional Bodies or any honours and titles held

	

	Previous employment summary 
(most recent first) Please indicate the reason for any gaps in your employment

	Employer
	Post title
	Dates (from - to)
	Reason for Leaving/Gaps

	
	
	
	


	Supporting Evidence

	Please read the Job Description and Person Specification for this job which lists the knowledge and skills that we’re looking for, linked to the College’s Competencies.  For each area, please give details of how you meet the criteria, with specific examples of your experience where possible.  The below table shows all of the College’s 9 competencies, but you should only complete the sections included in the person specification for the job you are applying for.  

	Please find below a worked example to assist you:

	Teamwork 
(example answer)


	I have helped my current team through some recent difficulties in integrating a new process (please specify what process if you are using this as an example).  I played a key role in listening to other team members ideas of how they thought the team could work together in a different way to accommodate the new system. This then enabled me where possible, to build on others people’s ideas rather than just push forward my own suggestions. I also provided support to others in the team who were finding the changes difficult by trying to help them see the positives of the new system, rather than focus on the possible problems.  Feedback from my line manager during the changes was very positive; in recognising the constructive and helpful role I had played in helping the team manage this change.    



	Criteria 
	Evidence

	Knowledge & Skills as per details contained in Job Description & Person Specification


	


	Competency

	Evidence

	Providing Direction


	Leadership

Facilitates other individuals to work together effectively.  It covers all types of ‘leader’, and does not necessarily require formal authority.
	

	Influencing & Impact
Communicates effectively to convince, persuade or influence others and builds support for a course of action, idea or business initiative.
	

	Planning & Prioritising

Develops and uses clear, logical and organised approaches to work.  Planning what needs to happen, how, when and by whom.
	

	Developing & Working with People

	Teamwork

Works co-operatively with others to achieve shared goals and establishes and sustains mutually beneficial relationships to meet the needs of customer and partners
	

	Developing Self & Others

Has the desire to develop and grow and provide support, encouragement and opportunity for others to develop
	

	Flexibility

The ability and willingness to work effectively in a variety of situations: adapting to changing priorities and job requirements
	

	Delivering Results

	Integrity & Accountability

Role models values of inclusiveness and open communication with all staff & delivers the best service possible for customers and holds to these values even when under pressure
	

	Problem Solving

Effectively applies knowledge, skills and techniques to understand and resolve problems
	

	Passion for Improvement

Demonstrates the drive and energy to achieve results and continuously improve performance.  Striving to deliver service excellence and building long-term customer relationships
	


PART C - EQUAL OPPORTUNITIES MONITORING FORM

Reaseheath College as an equal opportunity employer aims to ensure that no job applicant or employee will receive less favourable treatment on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation. 

The College is committed to the promotion of equality and diversity and takes seriously its Equality Act Public Sector duties namely to:

· Eliminate unlawful discrimination, harassment and victimisation and any other conduct prohibited by the Equality Act 2010 

· Advance equality of opportunity between people who share a protected characteristic and people who do not share it; and 

· Foster good relations between people who share a protected characteristic and people who do not share it 

It aims to ensure that job applicants who are disabled, become disabled, or have had a disability receive no less favourable treatment than others on the grounds of their disability.  Furthermore, the College will be supportive to all individuals who it is advised require ‘reasonable adjustments’ under the ‘Equality Act 2010’ to assist them in performing their duties.

All selection practices, promotion criteria and access to training and development of individuals is actively reviewed to ensure that the selection, promotion, training and development of individuals is carried out thereby ensuring a fair and transparent approach.

The College monitors and reviews the impact of all policies and procedures and actively seeks to ensure that the College community is aware of its corporate responsibilities under the Student ‘Reaseheath Alive’ Programme, College Equality and Diversity Policy, Single Equality and Diversity Action Plan and Single Equality Scheme.

To assist the College and ensure that its monitoring data remains appropriate you are asked to complete the Equality and Diversity Monitoring Form overleaf.  The information provided will be treated in confidence and will not form part of your application.  This slip will be detached from your application form by HR when it is received and the information will not be made available to staff engaged in the recruitment process.

You are under no obligation to complete this form but if you do, please be advised that you agree that, under the Data Protection Act 1998, the College may hold and use personal information about you for monitoring purposes as explained above. 

If you are not offered employment on this occasion with the College a record of your application may be kept for 6 months and then securely destroyed.
	(1)
	Gender
	Male
	 FORMCHECKBOX 

	Rather not say
	 FORMCHECKBOX 


	
	
	Female
	 FORMCHECKBOX 


	

	(2)
	Marital status 
	Married
	 FORMCHECKBOX 

	Partner
	 FORMCHECKBOX 


	
	
	Unmarried
	 FORMCHECKBOX 

	Single
	 FORMCHECKBOX 


	
	
	Widow
	 FORMCHECKBOX 

	Prefer not to say
	 FORMCHECKBOX 



	

	(3)
	Disability
	Do you consider yourself to have a disability?

This question is asked to ensure that individuals with disabilities receive the opportunity of an interview if they meet the key requirements for the post.

	
	
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	

	(4)
	Ethnicity
	White British
	 FORMCHECKBOX 

	Mixed – White and Black African
	 FORMCHECKBOX 


	
	
	White Irish
	 FORMCHECKBOX 

	Mixed – White and Black Caribbean
	 FORMCHECKBOX 


	
	
	White Welsh
	 FORMCHECKBOX 

	Mixed – White and Asian
	 FORMCHECKBOX 


	
	
	White – any other background

Please specify:       
	 FORMCHECKBOX 

	Mixed – any other mixed background
Please specify:      
	 FORMCHECKBOX 


	
	
	Black of Black British - African
	 FORMCHECKBOX 

	Chinese
	 FORMCHECKBOX 


	
	
	Black of Black British - Caribbean
	 FORMCHECKBOX 

	Any other

Please specify:      
	 FORMCHECKBOX 


	
	
	Black of Black British – Any other

Please specify:      
	 FORMCHECKBOX 

	Asian or Asian British – Pakistani
	 FORMCHECKBOX 


	
	
	Asian or Asian British – Indian
	 FORMCHECKBOX 

	Asian or Asian British – Bangladeshi
	 FORMCHECKBOX 


	
	
	Asian or Asian British – Any other


	 FORMCHECKBOX 

	Prefer not to say
	 FORMCHECKBOX 



	

	(5)
	Sexual Orientation

(Stonewall definitions)
	Bisexual
	 FORMCHECKBOX 

	Gay Woman/Lesbian
	 FORMCHECKBOX 


	
	
	Gay man
	 FORMCHECKBOX 

	Heterosexual
	 FORMCHECKBOX 


	
	
	Prefer not to say
	 FORMCHECKBOX 

	Other
	 FORMCHECKBOX 



	

	(6)
	Religious Belief
	Buddhist
	 FORMCHECKBOX 

	Christian
	 FORMCHECKBOX 


	
	
	Hinduism
	 FORMCHECKBOX 

	Jewish
	 FORMCHECKBOX 


	
	
	Muslim
	 FORMCHECKBOX 

	Sikhism
	 FORMCHECKBOX 


	
	
	No religion
	 FORMCHECKBOX 

	Prefer not to say
	 FORMCHECKBOX 


	
	
	Other – Please specify:      

	

	
	
	Do you have any special requirements in terms of religious belief?



	

	(7)
	Date of birth
	

	
	
	
	
	
	

	(8)
	Signature
	

	
	
	

	(9)
	Date 
	


PART D – Application Media

	Please help us to identify which of our advertising media is the most successful. Where did you hear about this role (please tick as many boxes as are applicable:


	Specialist Publications
	

	Farmers Weekly
	 FORMCHECKBOX 


	Farmers Guardian
	 FORMCHECKBOX 


	Horticulture Weekly
	 FORMCHECKBOX 


	Cage and Aviary
	 FORMCHECKBOX 


	National Newspaper
	

	The Guardian
	 FORMCHECKBOX 


	The Times Educational Supplement (TES)
	 FORMCHECKBOX 


	The Times Higher Education Supplement
	 FORMCHECKBOX 


	Other National paper

Please specify:
	 FORMCHECKBOX 


	Local Newspaper
	

	Chronicle Series (‘Crewe & Nantwich)
	 FORMCHECKBOX 


	Stoke Sentinel
	 FORMCHECKBOX 


	Shropshire Star
	 FORMCHECKBOX 


	Wrexham Leader
	 FORMCHECKBOX 


	Chester Chronicle Series
	 FORMCHECKBOX 


	Website
	

	The College
	 FORMCHECKBOX 


	FEJobs.com
	 FORMCHECKBOX 


	Other
	

	Specialist/trade journal

Please specify:
	 FORMCHECKBOX 


	Friend or family not working in the college
	 FORMCHECKBOX 


	Friend or family working in the college
	 FORMCHECKBOX 


	Job Centre – Online
	 FORMCHECKBOX 


	Job Centre – Advice centre
	 FORMCHECKBOX 


	Other 

Please specify:
	 FORMCHECKBOX 


	
	

	Signature:
	

	Date:
	


APPLICATION FORM
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