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APPLICATION FOR EMPLOYMENT
	This form should be completed in black ink.  If you wish to continue any section on plain paper, please do so.  Please include any relevant information on the application form as CVs will not be considered.




	JOB DETAILS

	Job applied for:
	

	 Job reference:
	
	Closing date:
	


	PERSONAL DETAILS

	Title:
	
	Surname:
	

	Forenames:
	

	Previous Names:
	

	Address:
	

	
	Post code:
	

	Home telephone:
	
	Mobile telephone:
	

	Preferred contact telephone:
	

	e-mail address:
	

	Date of birth (optional):
	

	Do you hold a full, current and clean driving licence?
	Yes
	
	No
	

	UK National Insurance Number:
	

	Do you require a Work Permit to work in the UK?
	Yes
	
	No
	

	Are you applying for Job Share?
	Yes
	
	No
	

	Do you have any family or close relationship to anyone in college?
	Yes
	
	No
	

	If yes, please give name and relationship to you:
	

	


	PRESENT OR MOST RECENT EMPLOYMENT / WORK EXPERIENCE

Please start with your most recent employer.  Please include a full work history.

Please explain periods not in employment (continue on a separate sheet if necessary).




	Job title:
	
	Employer:
	

	Address:
	

	

	Direct Line Manager:
	
	Contact number:
	

	Start:
	
	/
	
	/
	
	End (if applicable):
	
	/
	
	/
	
	Salary:
	

	Please describe main duties and responsibilities:
	

	

	

	Reason for leaving this position:
	

	

	


	Job title:
	
	Employer:
	

	Address:
	

	

	Direct Line Manager:
	
	Contact number:
	

	Start:
	
	/
	
	/
	
	End (if applicable):
	
	/
	
	/
	
	Salary:
	

	Please describe main duties and responsibilities:
	

	

	

	Reason for leaving this position:
	

	

	


	PRESENT OR MOST RECENT EMPLOYMENT / WORK EXPERIENCE




	Job title:
	
	Employer:
	

	Address:
	

	

	Direct Line Manager:
	
	Contact number:
	

	Start:
	
	/
	
	/
	
	End (if applicable):
	
	/
	
	/
	
	Salary:
	

	Please describe main duties and responsibilities:
	

	

	

	Reason for leaving this position:
	

	

	


	Job title:
	
	Employer:
	

	Address:
	

	

	Direct Line Manager:
	
	Contact number:
	

	Start:
	
	/
	
	/
	
	End (if applicable):
	
	/
	
	/
	
	Salary:
	

	Please describe main duties and responsibilities:
	

	

	

	Reason for leaving this position:
	

	

	


	PRESENT OR MOST RECENT EMPLOYMENT / WORK EXPERIENCE




	Job title:
	
	Employer:
	

	Address:
	

	

	Direct Line Manager:
	
	Contact number:
	

	Start:
	
	/
	
	/
	
	End (if applicable):
	
	/
	
	/
	
	Salary:
	

	Please describe main duties and responsibilities:
	

	

	

	Reason for leaving this position:
	

	

	


	Job title:
	
	Employer:
	

	Address:
	

	

	Direct Line Manager:
	
	Contact number:
	

	Start:
	
	/
	
	/
	
	End (if applicable):
	
	/
	
	/
	
	Salary:
	

	Please describe main duties and responsibilities:
	

	

	

	Reason for leaving this position:
	

	

	


	PRESENT OR MOST RECENT EMPLOYMENT / WORK EXPERIENCE




	Job title:
	
	Employer:
	

	Address:
	

	

	Direct Line Manager:
	
	Contact number:
	

	Start:
	
	/
	
	/
	
	End (if applicable):
	
	/
	
	/
	
	Salary:
	

	Please describe main duties and responsibilities:
	

	

	

	Reason for leaving this position:
	

	

	


	Job title:
	
	Employer:
	

	Address:
	

	

	Direct Line Manager:
	
	Contact number:
	

	Start:
	
	/
	
	/
	
	End (if applicable):
	
	/
	
	/
	
	Salary:
	

	Please describe main duties and responsibilities:
	

	

	

	Reason for leaving this position:
	

	

	


	EDUCATION & TRAINING



	From
	To
	School, College/University
	Qualifications Gained
	Grade

	
	
	
	
	

	Are you a member of a professional body?
	Yes
	
	No
	
	If yes, please state name and grade
	


	TEACHING / ASSESSING QUALIFICATIONS

If you are applying for an academic position (e.g. Lecturer, Tutor, or Assessor) this section must be completed.  If you are not applying for an academic positions but hold any such teaching or assessor qualifications, we ask that you also complete this section.  Not all applicants are expected to possess the qualifications below – please refer to the Person Specification



	Do you hold a teaching qualification, either QTS or QTLS?
	Yes
	
	No
	

	If yes, what is your teaching reference number (DfES/DfEE)?
	

	Is your teaching qualification
	Primary
	
	Secondary
	
	FE/Post Compulsory
	

	What are your teaching qualifications?
	PGCE
	
	DTTLS
	
	Cert Ed
	

	Please indicate any other teaching qualifications you hold, and the level, e.g. subject specialists

	Teaching qualification
	

	Level
	

	Are you registered with the Institute for Learning?
	Yes
	
	No
	

	If yes, what is your reference number?
	

	What are you assessor / verifier qualifications? Please tick √ in appropriate box/es

	A1
	
	V1
	
	V2
	
	D32/33
	
	D34
	
	D35
	
	D36
	

	If you are studying/working towards a teaching/assessor qualification, please state which qualification and the expected completion date

	Qualification
	

	Completion date
	


	APPLY THE REQUIREMENTS OF THE PERSON SPECIFICATION HERE

Please use this space to write any information you think will support your application.  We are looking for evidence that you have the skills, abilities, knowledge and experience needed to perform the job you are applying for.  You may draw on paid or unpaid work, domestic responsibilities, education, leisure interests and voluntary activities.  It is recommended that you use the headings from the Person Specification to help you organise your information.  The panel will shortlist applications in line with the Person Specification match.  

CV’s will not be considered.




	Continued….


	Continued….


	REFEREES

Please give details of two referees.  If you are/have been employed, both references must be employment references, with one being your current/most recent employer.  Where it is not possible to obtain an employer’s reference you should provide details of a person who is able to comment on your work performance and integrity.  You may also use a school/college/university/voluntary sector referee if more appropriate to your circumstances.  References will not be accepted from relatives or from people writing solely in the capacity of friends.



	Name
	
	Name
	

	Organisation
	
	Organisation
	

	
	

	Position
	
	Position
	

	Address
	
	Address
	

	
	

	Postcode
	
	Postcode
	

	Contact number
	
	Contact number
	

	e-mail
	
	e-mail
	

	May we contact them prior to interview?  Yes/No
	May we contact them prior to interview?  Yes/No

	If no, please give reason:
	
	If no, please give reason:
	


	Should it be found that the successful applicant has failed to disclose information as requested on this application form, or provided false information, then such action may lead to dismissal or disciplinary action by the College.  If the candidate appointed is not currently permanently employed by the College they will be required to complete a medical questionnaire and, if necessary, undergo a medical examination.  All appointments are subject to medical clearance, a CRB Enhanced Disclosure and references deemed satisfactory by the selection panel.

DATA PROTECTION ACT

I understand that this personal information may be computerised for HR/administrative purposes including analysis for management purposes and statutory returns.

I understand that if I am unsuccessful, my application form may be retained for up to 6 months for future reference.  

I certify that to the best of my knowledge the information I have given is true and correct record.

Signed

Date

Ticking this box acts as your signature and certifies this document as a true and accurate record

Tel: 01476 404370 & 400279 Fax: 01476 400291
Website: www.grantham.ac.uk   email: hrapplications@grantham.ac.uk



EQUAL OPPORTUNITIES MONITORING
	STRICTLY CONFIDENTIAL

	To assist us in the monitoring of Equal Opportunities in Employment Policy we hope you will take the time to complete this form.  The “Questions and Answers” section overleaf explains our equal opportunities monitoring and the reasons for doing it.

Please complete all sections.




	Full name:


	

	Position applied for:

	
	Job reference:
	


	ETHNIC ORIGIN

Tick the appropriate box to indicate your cultural background


	

	
	
	
	ETH1
	
	Bangladeshi
	
	
	ETH9
	
	White and Asian

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	ETH2
	
	Indian
	
	
	ETH10
	
	White and Black African

	

	
	
	
	ETH3
	
	Pakistani
	
	
	ETH11
	
	White and Black Caribbean

	

	
	
	
	ETH4
	
	Any other Asian background
	
	
	ETH12
	
	Any other Mixed background

	

	
	
	
	ETH5
	
	African
	
	
	ETH13
	
	White British

	

	
	
	
	ETH6
	
	Caribbean
	
	
	ETH14
	
	White Irish

	

	
	
	
	ETH7
	
	Any other Black background
	
	
	ETH15
	
	Any other White background

	

	
	
	
	ETH8
	
	Chinese
	
	
	ETH16
	
	Other ethnic background

	

	
	
	
	
	
	Prefer not to say
	
	
	
	
	

	DISABILITY

A disabled person under the Disability Discrimination Act 1995 Amendment (2003) is described as anyone with “a 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”.

This definition can be broken down to help explain the meaning of disability.


	Do you consider yourself to have a disability?


	yes
	
	No
	
	Not stated
	

	
	
	DP1
	
	
	DP2
	
	
	
	DP3
	

	

	Please give details of any disability you may have and suggest any reasonable adjustment that you would like Grantham College to make at interview or subsequent stages:

	

	

	

	GENDER

	Are you?
	
	
	
	Male
	
	
	Female

	

	
	
	
	
	Prefer not to say
	
	
	

	

	

	AGE

	Are you?
	
	
	
	16-24
	
	
	25-34

	

	
	
	
	
	35-44
	
	
	45-54

	

	
	
	
	
	55-64
	
	
	65+

	

	
	
	
	
	Prefer not to say
	
	
	

	

	MARITAL STATUS

	Are you?
	
	
	
	Single
	
	
	Married

	

	
	
	
	
	Widowed
	
	
	Divorced

	

	
	
	
	
	Separated
	
	
	Same sex civil partnership

	

	
	
	
	
	Prefer not to say

	

	RELIGION OR BELIEF

	What is your religion/faith? (please tick only one box)

	

	
	
	
	
	RF1 Buddhist
	
	
	RF2 Hindu

	

	
	
	
	
	RF3 Jewish
	
	
	RF4 Muslim

	

	
	
	
	
	RF5 Sikh
	
	
	RF6 Other

	

	
	
	
	
	RF7 No religion
	
	
	RF8 Religion not stated

	

	
	
	
	
	RF9 Christian (including Church of England, Catholic, Protestant)

	

	SEXUAL ORIENTATION

	We believe that it is helpful to gather this information for the purpose of statistical analysis.  Although analysis will be more effective if everyone provides a response.  We appreciate that this is a sensitive and personal question and therefore please be aware that your response is voluntary.

	

	Are you?
	
	
	
	Heterosexual
	
	
	Lesbian

	

	
	
	
	
	Bisexual
	
	
	Gay

	

	
	
	
	
	Prefer not to say
	
	
	

	

	CARING RESPONSIBILITIES

	Do you have any care responsibilities for anyone?

	

	
	
	
	
	Yes
	
	
	No

	

	
	
	
	
	Prefer not to say

	

	WHERE DID YOU LEARN OF THIS VACANCY?

	
	
	
	
	Job Centre
	
	
	Professional Journal

	

	
	
	
	
	Internal
	
	
	Times Educational Supplement

	

	
	
	
	
	College Web Site
	
	
	Local newspaper (please specify paper)

	
	

	
	

	
	
	
	
	Internet (please specify site)
	
	
	Other (please state)

	
	
	
	
	

	


	DATA PROTECTION ACT 1998

I understand that this personal information may be computerised for Human Resources administration purposes including analysis for management purposes and statutory returns.  I understand that if I am unsuccessful, my application form may be retained for up to 6 months for future reference.

I certify that to the best of my knowledge the information I have given is a true and correct record.
Signed

Date

Ticking this box acts as your signature and certifies this document as a true and accurate record




THANK YOU FOR TAKING THE TIME TO COMPLETE THIS FORM
	QUESTIONS AND ANSWERS

Why monitor equal opportunities?

We are committed to a policy of equal opportunities in all aspects of employment.  The information provided by equal opportunities monitoring will help us to comply with the law under the relevant Acts and to ensure that our employment policies and practices are fair and effective.  The information provides us with a profile of the organisation so that we can assess the representation of different groups and whether more needs to be done to achieve equality of opportunity for colleagues and job applicants.

What information will be collected?
This questionnaire asks you to categorise yourself by ethnic group, marital status, disability gender, religion/belief, sexual orientation and whether you have care responsibilities for anyone.  This data will then be added to the information that is held on the computerised system in Human Resources.

What will happen to the monitoring form?

The form will be opened by a member of the HR team who will be responsible for the safe storage of the form until the data is entered onto the computer.  Only HR colleagues have access to the computer system.

What will the information be used for?

This form will contain sensitive personal data which will only be processed in accordance with the Data Protection Act 1998.

The data will help us to review employment policies and practices, particularly where equality of opportunity is concerned.

The information will be used by Grantham College to ensure compliance with the general duty in the Race Relations (Amendment) Act 2000 to eliminate unlawful racial discrimination and promote equality of opportunity and good relations between people of different racial groups.

Who can I contact for additional information?

Should you require any further information or advice, please contact a member of the Human Resources team.




	REHABILITATION OF OFFENDERS ACT 1974

The post for which application is being made is exempt from Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975. It is, therefore, necessary for you to reveal any information concerning criminal convictions.  Failure to disclose information concerning either spent or unspent convictions for the post for which you are applying may lead to dismissal or disciplinary action by the College.  Any information will be treated in the strictest confidence and will be considered only in relation to an application or posts to which the order applies.



	Do you have any previous caution, reprimands, final warnings or convictions (including those normally regarded as spent?

	

	
	
	
	
	Yes
	
	
	No

	If yes, please give details of offence(s) and, if applicable, sentence including dates:

	

	

	

	

	

	

	

	Signed

Date

Print name:

Ticking this box acts as your signature and certifies this document as a true and accurate record




If you are returning this application form by post, please return page 15 only in an envelope marked “Confidential Disclosure”

Please return this completed form to:
hrapplications@grantham.ac.uk 

or

The Human Resources Department

Grantham College

Stonebridge Road

Grantham

NG31 9AP

Tel: 01476 404370 & 400279 Fax: 01476 400291
Website: www.grantham.ac.uk   
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