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Applicant Name: 


Post Applied For:


Where did you see this post advertised? ....................................................................
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AN EQUAL OPPORTUNITIES EMPLOYER

OUR MISSION

‘Learn, Succeed and be Outstanding Together’

Learn: 

Learning is what we offer and what we do and it is right that this is first and seen as central. We also liked the idea of a mission statement that highlights the professional vocational status of our staff, we have an excellent professional development programme and we highly regard vocational updating and it doesn’t hurt to emphasize this to ourselves and others. 

Succeed:

We have above national average success rates, we are proud of this and want to keep success rate improvement squarely on the agenda but ‘succeed’ also refers more widely to our student holistic success in life not just in gaining accreditation. 

Be Outstanding

We plan to take three years to get to outstanding - our Nursery is there already. Our quality improvement plans and all our focus needs to reflect this. This is a tough challenge in the current environment but this makes it all the more important for the success of the local community.

Together

We are a small friendly college which can have a big atmosphere. We know our students, our community and our employers and they will know us. This is a huge strength and we need to build on this to ensure our students feel supported, new staff feel part of something important, communication is fast so we are flexible and responsive to need.  

Huntingdonshire Regional College is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

This is a standard application form completed by all applicants for the post, including internal applicants.  All information will be treated in confidence.  Please complete this form using black ink if it is to be handwritten.  You can also download the form from our website, complete it and return it electronically.

The following advice is designed to help you to complete your application form.

Your completed application form is the only basis for considering your suitability for the post both in deciding whether or not you will be shortlisted, and at the interview itself.  No assumptions will be made on your experience or skills.  It is vital, therefore, that you complete this form as fully and accurately as possible.  All the information you give is confidential.

1.
Read the advertisement, job description and any other further details carefully.  The job description will tell you what tasks the successful candidate will have to do and what skills and abilities will be needed to perform those tasks.  Make sure you relate your skills and experience to those required by the job.

2.
It may help to ask yourself certain key questions such as:-


(a)
Why am I interested in this post?


(b)
What can I say to show I have the necessary skills, knowledge and experience.


(c)
What have I done in my present and previous jobs (if any) which demonstrate my skills and abilities?

3.
Complete the application form as fully as possible.  CVs should never be seen as a substitute for a properly completed application form.

4.
You might find it useful to write out certain information, e.g. past employment, in rough first to avoid mistakes and ensure that your application is well organised and relevant.

5.
Ensure you complete all relevant sections of the application form, paying particular attention to:-


(a)
Details of your present post with current grade and salary.


(b)
Clear information regarding your education and qualifications including any special skills training, assessor awards, etc.


(c)
Giving full information as to your previous experience.

6.
There is space on the form for a letter of application; you should use additional sheets if you need to.


Your letter should:


(a)
Expand any aspect of your previous experience which you feel is relevant.


(b)
Give your assessment of how well you match up to the job description.


(c)
Offer your ideas about the post, why you would like the job, and how you would develop it.


(d)
Suggest how you might contribute to the implementation of Equality & Diversity in your work.  All staff are expected to support Equality & Diversity actively.

7. References will be requested if you are invited for interview.  Choose referees who can comment on your skills and abilities with reference to this application.

RECRUITMENT OF EX-OFFENDERS STATEMENT

As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Huntingdonshire Regional College complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed.

Huntingdonshire Regional College is committed to the fair treatment of its staff, potential staff or users of its services, regardless of age, disability, gender reassignment, religion or belief, sex, sexual orientation, marriage & civil partnership, pregnancy & maternity or offending background.

We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records.  We select all candidates for interview based on their skills, qualifications and experience.

Any person who teaches, supervises or has access to persons under the age of 18 must reveal any spent convictions.  The post for which you are applying is considered exempt from the Rehabilitation of Offenders Act 1974 (Exemption Order 1975).  For this reason you must complete the enclosed Statement of Criminal Convictions Form.  We guarantee that this information will only be seen by those who need to see it as part of the recruitment process.
We ensure that all those in Huntingdonshire Regional College who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

We ensure that an open and measured discussion takes place in a private meeting on the subject of any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of your offences.

CONFIRMING PERMISSION TO WORK IN THE UK

It is an offence for any employer to employ an overseas national who does not have permission to work in the UK. You are therefore required to provide satisfactory original documentary evidence to this effect before employment can commence. 
Any offer of employment made (both written and verbal) is subject to satisfactory fulfilment of this requirement. The formal offer of employment will not be made until this satisfactory documentary evidence is provided. However, if it transpires that the successful applicant requires a work permit, a formal offer will be issued but subject to a successful work permit application. Employment cannot commence until a work permit has been obtained.

A list of acceptable documentation is as follows:-

List 1 – One Item from the following list:-

a) A United Kingdom passport describing the holder as a British Citizen or as a citizen of the UK and Colonies having the right of abode in the UK.
b) A passport containing a certificate of entitlement issued by, or on behalf of, the Government of the United Kingdom, certifying that the holder has the right of abode in the UK.

c) A UK Residence Permit issued to a national of a State which is a party to the EEA Agreement, or any other agreement forming part of the Communities Treaties which confirms that the holder has rights of entry to or residence in the UK.

d) A passport or other travel documents, or a residence document issued by the Home Office which is endorsed to show that the holder has a current right or residence in the United Kingdom as the family member of a named national of a State which is a party to the EEA Agreement, or any other agreement forming part of the Communities Treaties which confirms that the holder has rights of entry to or residence in the UK.

e) A registration card which indicates that the holder is entitled to take employment in the UK.

Or

List 2 – Item a) plus one other Item from the following list:-

a) A document issued by a previous employer, Inland Revenue, the Department for Work and Pensions, Jobcentre Plus, the Employment Service, the Training and Employment Agency (Northern Ireland) or the Northern Ireland Social Security Agency which contains the National Insurance number of the person named in the document.

b) A birth certificate issued in the United Kingdom which specifies the names of the holder’s parents.
c) A birth certificate issued in the Channel Islands, the Isle of Man or Ireland
d) A certificate of registration or naturalisation as a British citizen.
e) A letter issued by the Home Office, to the holder, which indicates that the person named in it has been granted Indefinite Leave to Enter to Remain in the United Kingdom.
f) An Immigration Status Document issued by the Home Office to the holder, endorsed with a United Kingdom Residence Permit, which indicates that the holder has been granted Indefinite Leave to  Enter or Remain in the UK.
g) A letter issued by the Home Office, to the holder, which indicates that the person named in it has subsisting leave to enter to remain in the UK and is entitled to take the employment in question in the UK.
h) An Immigration Status Document issued by the Home Office, to the holder, endorsed with a United Kingdom Residence Permit, which indicates that the holder has been granted Limited Leave to  Enter or Remain in the UK and is entitled to take the employment in question in the UK.
Or

List 3 – Two Items from the following list:-

a) A work permit or other approval to take employment issued by Work Permits UK

b) A passport or other travel document endorsed to show that the holder has current leave to enter or remain in the UK and is permitted to take the work permit employment in question.
c) A letter issued by the Home Office to the holder, confirming the same.
	Last Name
	Title

	
	


	Forename(s)
	Preferred Name

	
	


	Present Home Address

	

	
	Postcode


	Home Tel No.
	
	Work Tel No.
	


	Mobile Tel No.
	
	
	

	
	
	
	

	E-mail Address
	
	
	


	National Insurance No.
	


	Institute for Learning No.  (if member)
	


DRIVING LICENCE

	Do you have a full, current driving licence?
	Yes
	
	No
	


Where the job entails the use of a car for business purposes you are responsible for ensuring you have adequate insurance cover and providing evidence of this to the Human Resources Department.

	School/College/ University Attended
	Examinations Passed

	
	Qualification title
	Awarding Body
	Subject
	Grade
	Date Achieved

	
	
	
	
	
	


Any other relevant training courses attended and IT Applications used

	Date (Year)
	Title/Application
	Qualification gained (if appropriate)

	
	
	


If you are shortlisted for interview you will be required to provide documentary evidence of any qualifications deemed to be essential to the post.

Please give details of any current membership of professional bodies.

	Date (Year)
	Association/Institute
	Grade of Membership

	
	
	


Please give details of your employment history, starting with your current/most recent job and working backwards.

	Name & Address of Employer
	Post in which employed
	Dates employed
	Reason for Leaving

	
	
	From
	To
	

	
	
	
	
	

	Brief Summary of main Responsibilities

	

	Present Salary:
	
	How much notice do you have to give?
	


	Name & Address of Employer
	Post in which employed
	Dates employed
	Reason for Leaving

	
	
	From
	To
	

	
	
	
	
	

	Brief Summary of main Responsibilities

	


	Name & Address of Employer
	Post in which employed
	Dates employed
	Reason for Leaving

	
	
	From
	To
	

	
	
	
	
	

	Brief Summary of main Responsibilities

	


	Name & Address of Employer
	Post in which employed
	Dates employed
	Reason for Leaving

	
	
	From
	To
	

	
	
	
	
	

	Brief Summary of main Responsibilities

	


	Name & Address of Employer
	Post in which employed
	Dates employed
	Reason for Leaving

	
	
	From
	To
	

	
	
	
	
	

	Brief Summary of main Responsibilities

	


	Name & Address of Employer
	Post in which employed
	Dates employed
	Reason for Leaving

	
	
	From
	To
	

	
	
	
	
	

	Brief Summary of main Responsibilities

	


Please use the space below to provide details of any information in support of your application.  This is intended to offer an opportunity for you to indicate how your skills and competencies align with our Person Specification and to draw attention to those aspects of your education, career, experience, training and other skills which would determine your suitability for the post.  Please ensure your supplementary information does not exceed more than one page.
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Please state the names and addresses of a previous and a current employer who can comment on your suitability for this job.
	Name of Current/Last Employer
	Address of Employer

	
	

	
	

	Name of Referee
	Position of Referee

	
	

	Relationship to you
	Telephone No. 
	Email Address if known

	
	
	

	May we contact this person prior to job offer?                 Yes/No


	Name of Previous Employer
	Address of Employer

	
	

	
	

	Name of Referee
	Position of Referee

	
	

	Relationship to you
	Telephone No.
	Email Address if known

	
	
	

	May we contact this person prior to job offer?                 Yes/No


By signing below you are agreeing with the following statements:-

· I am not disqualified from working with children, vulnerable adults or subject to sanctions imposed by a regulatory body (eg. General Teaching Council). 

· I am prepared to complete an Enhanced Criminal Records Bureau Disclosure.

· I have the right to live and work in the United Kingdom.

· I understand that providing misleading or false information will disqualify me from appointment or, if appointed, may render me liable to dismissal and I hereby declare that the information given on this form is true and accurate to the best of my knowledge and belief.

· I consent to the information I have provided being processed for employment related administration in accordance with the Data Protection Act 1998.

· I understand if successful, I will be required to produce certificates and/or affidavits to verify statements made on this form and hereby certify that the information I have given is complete and correct to the best of my knowledge.
· I understand that if offered this post the appointment will be subject to medical clearance, proof of my right to work in the UK, satisfactory CRB clearance, and employment references all of which are satisfactory to Huntingdonshire Regional College.

Applicants Signature: …………………………………….
  Date:
……………………………..



Huntingdonshire Regional College is committed to achieving equal opportunity in employment.  The College aims to ensure there is no direct or indirect discrimination against any person on the grounds of age, disability, gender reassignment, religion or belief, sex, sexual orientation, marriage & civil partnership and pregnancy & maternity when recruiting, selecting, training and promoting staff.

Please help us to monitor the effectiveness of our Equality and Diversity Policy by completing this form.  This information will be separated from the application form prior to short-listing and will be treated in the strictest confidence.

Post Applied For: __________________________________________________________
	Personal Details

	Title:
	
	Forename(s)
	

	Last Name:
	
	Date of Birth:
	

	Nationality:
	
	Age:
	


	Gender
	Sexual Orientation

	Male  (         Female (
	Heterosexual (  Bisexual (  Gay/Lesbian (

	Transgender (transsexual/transvestite)  (
	Prefer not to declare   (

	
	

	Marital Status

	Married  (    Single  (    Civil Partnership  (    Divorced  (    Separated  (    Widowed  (


	Eligibility to Work in the United Kingdom

	Are you eligible to work in the United Kingdom?
	Yes  (          No  (

	Please tick if you are:    
	EEA* National          (
	Non EEA*      (
	Asylum Seeker  (

	
	Dependents Visa     (
	Student Visa  (
	Refugee             (

	
	Other  ____________________________     

	*European Economic Area
	
	


	Ethnic Origin

	Ethnic origin does not mean nationality but normally refers to the people or culture with which a person’s immediate family identify with.  Please tick the appropriate box below.


	White UK
	(
	Asian Indian
	(
	Mixed White & Black Caribbean
	(

	White European
	(
	Asian Pakistani
	(
	Mixed White & Black African
	(

	White Other
	(
	Asian Bangladeshi
	(
	Mixed White & Asian
	(

	Chinese
	(
	Asian Other
	(
	Mixed Other
	(

	Black Caribbean
	(
	Black African
	(
	Black Other
	(

	Other
	(
	Please specify _________________________________________


	Religion/Belief

	Please state your religion or belief _______________________
	Prefer not to declare
	(


	Disability Declaration

	The Equality Act 2010 makes it unlawful for an employer to discriminate on the grounds of disability.  Disability is defined as a physical or mental impairment with substantial and long term adverse effect on normal day to day activities.  Please tick the box below as appropriate.


	Do you have, or have you had, any physical or mental impairment that would qualify you as disabled under the Equality Act 2010.


	Yes  (         No  (          Rather not say  (

	If YES, please tick appropriate box:

	Physical Impairment (        Learning Difficulty (        Mental Ill-Health (


	Please give details:


	Having seen the job description and the requirements of the job, will the College need to make any adjustments to enable you to carry out all of the required duties?


YES  (         NO  (          

	

	If YES, please specify:



	
	
	
	

	We guarantee an interview to any applicant with a disability who meets 
the minimum specifications.


	Register of Interest

	If you are related to, or known to, any member of the Corporation or College Staff please give details.

	Name:


	Relationship:


I certify that the information provided above is true, complete and correct to the best of my knowledge and belief.
Signed: _________________________________________
Date: ________________

Huntingdonshire Regional College is exempt from the Rehabilitation of Offenders Act 1974 and therefore requires all applicants to disclose any criminal convictions and cautions, even if they would be regarded as “spent” under this Act.

A conviction includes:

· A sentence of imprisonment, youth custody or borstal training

· An absolute discharge, probation order, conditional discharge, bind-over, fit person order, supervision order or care order

· Simple dismissal from the Armed Forces, cashiering, discharge with ignominy, dismissal with disgrace or detention by the Armed Forces

· Detention centre, remand home, approved school or attendance centre orders

· A suspended sentence, caution or reprimand
· A fine or any other sentence not mentioned above

You must complete either PART A or PART B and any information will be treated as strictly confidential.  Disclosure of a conviction or caution does not necessarily mean that you will not be appointed.  The main consideration will be whether the offence is one which would make a person unsuitable to work in a capacity which provides the opportunity for access to young persons and vulnerable adults. Failure to disclose a conviction may disqualify you from appointment or could lead to summary dismissal if the discrepancy comes to light. If you wish to discuss this further please contact the Human Resources Manager on 01480 379193, in confidence for advice. 

	PART A – I have the following conviction(s) and/or caution/reprimand(s) to declare including those regarded as spent:

Signed _______________________________________________ Date ________________




	PART B- I have no conviction or caution/reprimand to declare:

Signed _______________________________________________ Date ________________


APPLICATION FOR EMPLOYMENT


SUPPORT STAFF


Huntingdonshire Regional College
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