INSTRUCTIONS FOR APPLICANTS
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AN EQUAL OPPORTUNITIES EMPLOYER

OUR MISSION

Our business is your learning and skills, 

building prosperity for people and businesses in the East of England.
The following advice is designed to help you to complete your application form.

As part of our practice of Equality of Opportunity, both internal and external candidates are treated the same.  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.
Complete the application form as fully as possible.  CVs should never be seen as a substitute for a properly completed application form.


The completed form should be typed or written in black/dark blue ink as it will need to be photocopied.

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


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


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


(c)
Suggest how you might contribute to the implementation of Equal Opportunities in your work.  All staff are expected to support Equal Opportunities 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.

CONVICTIONS AND  'SPENT' CONVICTIONS OF A CRIMINAL NATURE

You will appreciate that the College must be particularly careful to enquire into the character and background of applicants for appointment to posts involving contact with children under the age of 18.  It is therefore essential that, in making your application, you disclose whether you have ever been convicted of a criminal offence and, if so, what offence (s).  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 Re‑habilitation of Offenders Act 1974, the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendments) Order 1986.  The fact that convictions have been recorded against you will not necessarily debar you for consideration for this appointment.

You must, therefore, answer the question on the application form:

"Have you ever been convicted of a criminal offence?"  (Please answer "yes" or "no")

If the answer is "yes", you must give details which may, if you wish, be enclosed in a separate, sealed envelope marked confidential and attached to the application.  Any information given will be completely confidential and will be considered only in relation to an application for positions to which the Order applies.  The object of this Notice is not, in any way to reflect upon an applicant's integrity but it is necessary to protect the public and the College.

In accordance with the recommendations of the Home Office, all successful candidates for posts where there is to be contact with children, will be the subject of a request to the police for a search by the Criminal Records Office.

Acceptance of an offer of appointment will be deemed to be acceptance that such an investigation may take place.  Applicants are informed that providing false information is a disciplinary matter and may result in summary dismissal.

CRIMINAL RECORDS BUREAU DISCLOSURE

Information for applicants

· Huntingdonshire Regional College has a duty to provide a secure and safe environment in which learners and staff can obtain the best possible benefit from studying or working at the College.  Part of the College’s duty is to ensure that it does not employ or make use of the services of a person who has a criminal conviction or record of behaviour that could pose a threat to the safety and well being of learners and staff.  This procedure will ensure that appropriate checks are made on College employees and those carrying out services for the College.

· The College will require a CRB enhanced disclosure for all new academic staff and specific support staff, due to the nature of the College’s business.  The enhanced disclosure will indicate that there is no record of the person being unsuitable to work with children under the age of 18 or with vulnerable adults.

· All prospective employees will be asked to complete a CRB Disclosure Application Form, and to produce evidence of identity to one of the Colleges countersignatories or a nominated member of the Human Resources Department.  Any offer made will be subject to a satisfactory CRB disclosure.

	Surname or Family Name
	Title

	
	


	First Name(s)
	Preferred Name

	
	


	Present Home Address

	

	
	Postcode


	Home Tel No.
	
	Work Tel No.
	


	Mobile Tel No.
	
	E-mail Address
	


	National Insurance No.
	


	DFEE No. (if applicable)
	


DRIVING LICENCE

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


CRIMINAL RECORDS

	Have you ever been charged with, or summoned for, any offence?
	Yes
	
	No
	


Please see explanatory document on page 2.

DISABILITIES
	Do you require any special access or facilities if you are called for interview?
	Yes
	
	No
	


EDUCATION, TRAINING AND QUALIFICATIONS

	School/College/

Universities Attended
	Examinations Passed

	
	Qualification
	Awarding Body
	Subject
	Grade

	
	
	
	
	


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 may 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

	
	
	


CURRENT EMPLOYMENT

Please give details of your current employment

· For Industrial/Commercial Employment give employer’s name and address.

· For Teaching Posts give name of college or school and LEA

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

	
	
	From
	To
	

	
	
	
	
	

	Brief Summary of main Responsibilities

	

	Summary of Your Teaching Subjects and Skills Offered

	


Please indicate which days and times you would be available to teach

	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat

	Morning


	
	
	
	
	
	

	Afternoon
	
	
	
	
	
	

	Evening


	
	
	
	
	
	


	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 draw attention to those aspects of your education, career, experience, training and other skills which would determine your suitability for the post.  

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


If you are invited for interview, prior to your interview we will take up two references, one of which will be your current employer unless you specifically request that we wait until a formal offer has been made.  

If you have been in full-time education please provide details of your course tutor(s) who will be able to comment on you suitability for this position.

	Name of Employer
	Address of Employer

	
	

	
	

	Name of Referee
	Position of Referee

	
	

	Relationship to you
	Telephone No and Fax No. if known
	Email Address if known

	
	
	


	Name of Employer
	Address of Employer

	
	

	
	

	Name of Referee
	Position of Referee

	
	

	Relationship to you
	Telephone No and Fax No. if known
	Email Address if known

	
	
	


An approach will be made to your present employer (if not given as a referee) for a confidential report unless you indicate otherwise below (please delete as applicable):

- 
I have no objection to you contacting my present employer

-
Please do not contact my present employer

Providing and misleading or false information or canvassing managers or members of the Corporation will disqualify you from appointment or, if appointed, will render you liable to dismissal.

I hereby declare that the information given on this form is accurate and complete and I have understood and complied with the requirement laid down in the previous paragraph.  I agree that the information given on this form may be used internally for registered purposes under the terms of the Data Protection Act of 1998.  I consent to the storage of the above information on manual and computerised files.

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,  security clearance, and employment references all of which are satisfactory to Huntingdonshire Regional College.

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

The Corporation has an active Equality and Diversity Policy.  To assist the Corporation in monitoring the effectiveness of this policy it would helpful if you would complete the following.  You may decide not to answer one or any of these questions but, if you do respond, we will ensure that this questionnaire is detached from your application form on receipt and that the information remains confidential.  If you prefer, you can send this form separately to the Human Resources Department.

Post Applied For: ……………………………………………………….
Date: ……………………………….……….

	1.a
	What is your sex?
	

	
	Male
	

	
	
	

	
	Female
	

	
	
	

	
	Prefer not to say
	

	
	
	

	b.
	Marital Status: 
	Married/Single/Civil Partnership/Divorced/Separated/Widowed

	
	
	

	2a.
	What is your Date of Birth?
	

	
	
	
	
	

	b.
	What is your age group?
	

	
	
	
	
	

	
	Under 18
	
	50-59
	

	
	
	
	
	

	
	18-29
	
	60-65
	

	
	
	
	
	

	
	30-39
	
	Over 65
	

	
	
	
	
	

	
	40-49
	
	Prefer not to say
	

	
	
	

	3.
	Do you have a disability?
	

	
	
	

	
	Yes
	

	
	
	

	
	No
	

	
	
	

	
	Prefer not to say
	

	
	
	

	4.
	What is your ethnic background?
	

	
	
	

	A
	wHITE
	

	
	
	

	
	British
	

	
	
	

	
	Irish
	

	
	
	

	
	Other White background (please specify)
	


	B
	Mixed
	

	
	
	

	
	White and Black Caribbean
	

	
	
	

	
	White and Black African
	

	
	
	

	
	White and Asian
	

	
	
	

	
	Other Mixed background (please specify)
	

	
	
	

	C
	Asian or Asian British
	

	
	
	

	
	Indian
	

	
	
	

	
	Pakistani
	

	
	
	

	
	Bangladeshi
	

	
	
	

	
	Other Asian background (please specify)
	


	
	
	

	D
	Black or Black British
	

	
	
	

	
	Caribbean
	

	
	
	

	
	African
	

	
	
	

	
	Other Black background (please specify)
	

	
	
	

	E
	Chinese or other Ethnic Group
	

	
	
	

	
	Chinese
	

	
	
	

	
	Other ethnic group (please specify)
	

	
	
	

	F
	Prefer not to say
	

	
	
	

	5.
	What is your sexual orientation?
	

	
	
	

	
	Lesbian or Gay
	

	
	
	

	
	Bisexual
	

	
	
	

	
	Heterosexual
	

	
	
	

	
	Prefer not to say
	

	
	
	


	6.
	What is your religion or belief?
	

	
	
	

	
	Christian
	
	Muslim
	

	
	
	
	
	

	
	Buddhist
	
	Sikh
	

	
	
	
	
	

	
	Hindu
	
	None
	

	
	
	
	
	

	
	Jewish
	
	Prefer not to say
	

	
	
	

	
	Other religion (please specify)
	


This form will be separated from your application form immediately upon receipt and its contents will not be communicated to those who are responsible for shortlisting or interviewing applicants.  Under the Data Protection Act 1998 the College is obliged to inform you that the data you have provided on this form may be processed and used on a confidential basis for monitoring purposes within the Human Resources Office.  Your signature below will be deemed to show that you consent to the Human Resources Office processing your personal data for specific purposes that may arise.

------------------------------------------------

EXPLANATORY NOTES ON ETHNIC ORIGIN

The following notes give brief details of the ethnic groups given on the monitoring form.  You should put a tick on the form against the one that you feel you belong to, or give details of the group you feel you belong to in the section marked OTHER.

AFRICAN
If either you or your parents/ancestors come from Africa

AFRO-CARIBBEAN
If either you or your parents/ancestors come from Africa or the Caribbean Islands

ASIAN (SOUTH)
If either you or your parents/ancestors come from Bangladesh, India, Pakistan, Sri Lanka

UK
If either you or your parents/ancestors come from England, Scotland, Wales or Northern Ireland

OTHER
If either you or your parents/ancestors come from a country not included in the list above, give the name of the country in the space provided.  This category can also be used if you are of mixed descent.

DEFINITION OF DISABILITY

A person who has a physical or mental impairment which has a substantial and long term adverse effect on his/her ability to carry out normal day to day activities.
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