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Shipley College Application for Employment                       

                                                                                                                                                                    


	If applying on line please place a cross in the 

box to indicate signature                                      (     Date ___________________       



	Name




	Post applied for




	Closing Date




	Interview Date (if known)



Please return this application form to:

	Central Administration, Shipley College, Exhibition Road, Saltaire, Shipley, West Yorks, BD18 3JW



	
	Fax: 01274 327208




	Date form received (for Personnel use only)




	Candidate Number (for Personnel use only)
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Shipley College exists to deliver high quality education and training that meets the needs of

individual students, communities and business in the Bradford district


EQUAL OPPORTUNITIES MONITORING INFORMATION

	For office use only

	Ref No:
	PC


CONFIDENTIAL

THIS SHEET IS FOR MONITORING PURPOSES ONLY.  IT IS REMOVED PRIOR TO THE SELECTION PROCESS.

Each individual application will be given a personal reference number which will enable us to maintain the confidentiality of your application.

We appreciate your time taken to complete this sheet to assist us in ensuring we fulfil our role as an Equal Opportunities Employer.

	Post Title
	

	Advert seen in:
	


Shipley College is actively committed to a policy of equality and opportunity for all through education and encourages applications from both men and women, from members of ethnic minority groups and from people with disabilities.  In order to monitor the effectiveness of the College policy and the associated procedures, we invite all applicants to complete the form below.  The information given will be detached from the main application form and not be used in the selection process.

	GENDER:

           (   Male               (   Female

	DATE OF BIRTH:            
	AGE:


	How would you describe your ethnic origin? (please tick)

Asian or Asian British - Bangladeshi
11
(
Mixed - White & Asian


19
(
Asian or Asian British - Indian

12
(
Mixed - White & Black African

20
(
Asian or Asian British - Pakistani
13
(
Mixed - White & Black Caribbean
21
(
Asian or Asian British - any other 
14
(
Mixed - any other 


22
(
Black or Black British - African

15
(
White - British



23
(                     Black or Black British - Caribbean
16
(         White - Irish



24
(
Black or Black British – any other
17
(
White - any other 


25
(
Chinese




18
(
White – other European


26
(
                                                                         
Prefer not to say          


27
(







Any other



98
(
   




     Not known/not provided

99
(
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GUARANTEED INTERVIEW SCHEME
Shipley College is committed to the employment and career development of disabled people.  To demonstrate our commitment we use the Disability Symbol, which is awarded by the Employment Service.  As a symbol user we guarantee an interview to anyone with a disability whose application meets the essential selection criteria for the post.
WHAT DO WE MEAN BY DISABILITY?

The Disability Discrimination Act 1995 (DDA) defines a disabled person as someone who has a physical or mental impairment which has a substantial and adverse long-term effect on his or her ability to carry out normal day-to-day activities.  The DDA Amendment Act 2005 has revised this definition to include any individual with HIV, cancer or multiple sclerosis (MS) from the point of diagnosis.

I consider myself to have a disability as defined above       YES  (         NO  (
Please give  further details:



Physical impairment
(

Mental ill health

(


Learning difficulty
(

Prefer not to say
(
How does this affect you carrying out day-to-day activities?

If you have a disability are there any arrangements which we can 

Make for you if you are called for interview?                                   (  YES        (  NO
If yes, please specify (eg: parking, ground floor venue etc)                    


DISCLOSURE OF CRIMINAL BACKGROUND

The nature of the work involved is such that College posts are exempt under the terms of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.

Successful candidates for posts will be required to apply for disclosure of information through the Criminal Records Bureau Disclosure Service.  The level of disclosure will be dependent upon the degree of student contact.

You are asked to give below details of all convictions including those which for other purposes are “spent” under the provision of the Act.  If you are offered employment, then 

any failure to disclose such convictions could result in dismissal or disciplinary action by the College.

Have you ever been convicted of a criminal offence or been given an official caution? ( Yes   ( No

If yes, please give details, including any ‘spent’ convictions/cautions (continue on a separate sheet if necessary)
	Date:


	Offence:


	Sentence:


The fact that convictions have been recorded against you does not automatically prevent you from being considered for this appointment.  However, you are required to answer the question above and if your response is ‘YES’, you must give details of all convictions, cautions and bindovers, giving dates.  Any information provided will be kept completely confidential and is considered only in relation to your appointment to this post.  The successful candidate for this appointment will be required to apply for Disclosure through the Criminal Records Bureau.  Further information on the Disclosure scheme can be found at www.disclosure.gov.uk.

DATA PROTECTION DECLARATION

The College needs to keep and process certain information about its employees and potential employees.  In doing so the College will comply with the Data Protection Act 1998.

The information may be used for the following purposes:

· Administration of pay and payroll functions

· Administration of sick pay and sick leave schemes

· Managing the absence policy

· Checking suitability and fitness to work at the College

· Administration of the College and statutory maternity leave and pay schemes

· Managing and maintaining a safe College environment

· Managing duties and obligations under the Disability Discrimination Act

I give my consent to the College processing and recording information about me in the following categories:

· Race and ethnic origin

· Physical or mental health or mental condition

· Criminal records

	Signed:                                                                                      Date:


	If applying on line please place a cross in 

the box to indicate signature                               (                      Date:


	Shipley College Application for Employment                        

                                                                                                                                                                    


	
	Candidate No

	Guidance on Completing this form


Please refer to the enclosed ‘Guidance on Applying for a Post at Shipley College’ as you complete this form.
	Section 1: Personal Details


	FULL NAME: Surname
	Mrs/Miss/Ms/Mr/Dr


	Other Names


	Former names/surnames used


	Address


	
	Post Code:


	National Insurance No:


	TELEPHONE: Home


	Business/Daytime (only if we may contact you on this no.)


	TELEPHONE: Mobile
	E-mail address



	Do you have a full driving licence?           

   Yes     (                  No     (


	Section 2: Education and Vocational  Qualifications 


(Please give those qualifications which you consider are relevant to this post)

SECONDARY, FURTHER/HIGHER EDUCATION AND EXAMINATION RESULTS

QUALIFICATIONS: 

	Date
	School/College/University
	FT/PT
	Qualifications obtained
	Awarding Body
	Grade
	Date gained

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Shipley College Application for Employment                        

                                                                                                                                                                 


	Section 3: (Only to be completed when applying for a Teaching Post)


	Are you a qualified teacher?    Yes     (        No     (            


	If yes, where and when did you qualify?


	Qualifying examination                                                    DfES Number (if applicable)
	


	Are you registered with the Institute 
IFL 
Yes    (      No   (   Regn No_____________
for Learning or the General Teaching 


Council for England?



GTC
Yes    (      No   (   Regn No _____________


	Will this be your first teaching post?                   Yes     (      No   (


All applicants for a Teaching Post to complete:

	Special Subjects offered:


	


	Section 4: (Details of training courses attended)


	Course
	Organising Body
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Section 5: Membership of Professional Bodies


	


	


	Shipley College Application for Employment                        

                                                                                                                                                                    


	Section 6:  Current Post


	Post held
	FT/PT (If PT no. of hours worked


	Name of Employer


	Address of Employer


	
	Post code
	Tel :


	Date appointed
	Basic salary


	How much notice are you required to give to your present employer, if applicable?


	Section 7:  Details of previous employment/voluntary work


Most recent first (Please provide below an explanation for any gaps in employment/voluntary work)

	Name & Address of employer
	Position held/main duties
	Period From(month/year)
	Period To month/year)
	FT/PT  If PT, state number of hours
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Are there any gaps in your employment history               Yes     (      No   (
If yes, please give details


	Date from
	Date to
	Reason(s) for gap

	
	
	

	
	
	

	
	
	


	Shipley College Application for Employment                        

                                                                                                                                                                    


	Section 8:  Supporting Statement


Please summarise the reasons for your application and provide details of how you meet the requirements of the job description and person specification.  (continue on a separate sheet if necessary)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Shipley College Application for Employment                        

                                                                                                                                                                    


	Section 9:  Referees


It is Shipley College’s policy to normally take up references at the “pre-interview” stage.  The receipt of satisfactory references is a condition of employment, and it is the recruiters’ view as to whether the references are deemed satisfactory.

Please supply details of two people whom we can approach for a reference.  Please note that:

· One referee must be your current or most recent employer

· We cannot accept references from relatives or from people acting solely in the capacity of friends

· If you are not currently working with children but have been employed to so do in the past we need one referee from that employment

· We will ask all referees whether or not there is anything which points to an applicants unsuitability to work with children

· We may take up with you any issues that arise from the reference(s)

· Current employees of this College need supply only one referee:  this must be their current line manager at the College.

	Referee 1


	Full Name:


	Position 

Held:

	Address:


	Contact

Tel No:

	
	Mobile

No:

	
	

	
	

	Post Code:
	

	E-mail address:

	Can we contact this referee before interview:                 Yes     (      No   (


	Referee 2


	Full Name:


	Position 

Held:

	Address:


	Contact

Tel No:

	
	Mobile

No:

	
	

	
	

	Post Code:
	

	E-mail address:

	Can we contact this referee before interview:                 Yes     (      No   (


	Shipley College Application for Employment                        

                                                                                                                                                                    


	Section 10:  Declaration


I declare that the information given above and in any supporting documents is true and that   

nothing has been omitted that would affect this application.

I declare that I am not on the DfES List 99, disqualified from work with children (under 18’s) or vulnerable adults or subject to sanctions imposed by a regulatory body, and either has no convictions, cautions or bind overs, or has included details of their record on the ‘Disclosure of Criminal Background’ form.

I understand that any false or misleading information given in this application may render my contract of employment, if I am appointed, liable to summary termination.

I agree that the information provided on this application form will be used for data processing as defined in the Data Protection Act 1998

	Signed
	Date
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