Please Return to Human Resources

Private and Confidential

CANTERBURY COLLEGE EMPLOYMENT APPLICATION FORM

Please ensure that you complete all pages

	Application for the Position of:
	


	Closing Date:
	Post Advertisement Ref No:


	Please state where you learned of this vacancy:


	


PERSONAL DETAILS

	Mr/Mrs/Miss/Other _____

 * Please Select
	SURNAME:
	FORENAMES:

	HOME ADDRESS


	ADDRESS FOR CORRESPONDENCE 
(if Different)



	Please State your NI No:
	
	
	
	
	
	
	
	
	
	

	TEL. NO:

MOBILE:

EMAIL:
	
	 INSTITUTE FOR LEARNING (IFL) Registration No: 

	
	
	Dept of Education & Science Ref. No:


PRESENT OR MOST RECENT EMPLOYER

PRESENT/MOST RECENT (delete as appropriate)

	NAME
	ADDRESS




	JOB HELD AND BRIEF DESCRIPTION OF DUTIES




	Date employed from
	
	Current Salary & Benefits
	
	Notice required to Terminate
	

	Reason for Leaving




EMPLOYMENT RECORD

	Give details of previous employment in reverse chronological order.

	EMPLOYER
	DATES

From – To
	JOB TITLE/BRIEF DESCRIPTION OF DUTIES
	SALARY
	REASON FOR LEAVING

	
	
	
	
	



EDUCATION AND TRAINING

Secondary Education

	DATES
	SCHOOL(S) ATTENDED
	SUBJECTS TAKEN AND QUALIFICATIONS GAINED PLEASE GIVE GRADES

	From
	To
	
	

	
	
	
	


Further/Higher Education (including teacher training)

	DATES
	FULL OR PART TIME
	NAME OF UNIVERSITY POLYTECHNIC OR COLLEGE AND COURSE ATTENDED
	QUALIFICATIONS GAINED
	CLASS OF DEGREE 

eg Hons II
	DATE OF AWARD

	From
	To
	
	
	
	
	

	
	
	
	
	
	
	


Professional/Vocational Training

	ORGANISING BODY/COURSE TITLE
	QUALIFICATIONS GAINED (WHERE APPROPRIATE)
	FULL OR PART TIME
	DATES

	
	
	
	From
	To

	
	
	
	
	


Membership of Professional/Vocational Bodies

	NAME OF BODY
	TYPE OF MEMBERSHIP
	DATE OBTAINED

	
	
	


EXPERIENCE

	Please give further details of previous experience and any other information which you consider relevant (use a continuation sheet if necessary)

	

	INTERESTS




REFERENCES

Please give the names and addresses/contact details of two professional referees, of whom at least one must have direct knowledge of your past work and/or be your line manager.  You are particularly requested to give only the names of those who can immediately be approached.  Please ensure that you include your current employer or, if you are not currently working, your last employer.

NAME OF REFEREE





NAME OF REFEREE

	
	
	


DESIGNATION/POSITION




DESIGNATION/POSITION


	
	
	


ADDRESS AND COMPANY NAME



ADDRESS AND COMPANY NAME

	
	
	

	Relationship to Referee:


	
	Relationship to Referee:



	TEL. NO:
	
	TEL. NO:

	MOBILE NO:
	
	MOBILE NO:

	EMAIL:
	
	EMAIL:


	May be contacted before interview


YES

NO
	
	May be contacted before interview


YES

NO


SUPPLEMENTARY QUESTIONS

	Do you own or have access to a car/motorcycle?
	YES
	NO


	Do you hold a current valid driving licence?
	YES
	NO

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

If yes, do you hold a current work permit 
	YES

YES
	NO

NO


Canterbury College collects and keeps information from job applicants.  We keep your name and address and details of your application for a 6 month period.  The applicant agrees by virtue of signing the application form to the College processing such information as may be necessary for the proper administration of the recruitment process and employment relationship provided that proper regard is had to such data protection principles as may be in force.  If you do not want us to do this, please indicate by ticking the box below.

( I do not want you to keep my details on file if I am unsuccessful in my application.

STATEMENT

I declare that, to the best of my knowledge and belief, the information contained on this form is accurate.  I understand that, should my application be successful and it is discovered subsequently that information has been falsified, then disciplinary action may be taken which may include dismissal from the post.

	Signature


	
	Date


Declaration of Previous Convictions

Applicants for all posts at the College (including those internally advertised) are required to disclose any previous spent and unspent criminal convictions, cautions, warnings and reprimands. 

All information is treated as confidential and dealt with according to the CRB Code of Practice.

Under the Rehabilitation of Offenders Act, a conviction becomes spent after a defined period of time, depending on the type of conviction. Certain sentences under the Act can never be spent regardless of when they may have been served. These include any sentence of life imprisonment, any sentence of preventive detention and any sentence of imprisonment, youth custody or corrective training for a term exceeding 30 months.

	I have no previous spent or unspent convictions, cautions, warnings or reprimands
	
	Please complete the declaration at the bottom of this form and return it with your application form.

	I have had previous convictions, cautions, warnings or reprimands regardless of being spent or unspent
	
	Please complete the details in the box provided and return the completed form to the Human Resource Manager or Human Resource Team Leader.


	Details of spent or unspent convictions, cautions, warnings or reprimands:




The College will not discriminate unfairly against applicants with a criminal record. Where an individual has disclosed a conviction in their application, or a conviction is revealed through a Disclosure, a discussion will take place with the applicant regarding the nature of the offence and its relevance to the position. 
Failure to reveal information relating to spent or unspent convictions, cautions, warnings and reprimands could lead to withdrawal of an offer of employment/termination of employment. 

	Signed:
	Date:


	Full Name:


	Position applied for:
	Ref:


EQUALITY AND DIVERSITY MONITORING FORM 

(STRICTLY PRIVATE & CONFIDENTIAL)


POSITION APPLIED FOR AND POST REF 

	You are asked to complete this detachable form to assist with the equality and diversity monitoring processes at the College. The information on this form is not seen by recruiting managers and will be destroyed after 9 months.


MARITAL STATUS (please tick)

	SINGLE

	
	MARRIED
	
	WIDOWED
	

	SEPARATED
	
	DIVORCED
	
	CIVIL PARTNERSHIP
	

	OTHER
	
	
	
	
	

	AGE
	
	
	
	
	

	UNDER 30
	
	30 - 45
	
	
	

	46 – 55
	
	OVER 55
	
	
	

	GENDER
	
	
	
	
	

	MALE
	
	FEMALE
	
	
	


DISABILITY
The term ‘disabled’ covers a wide range of impairments and long-term medical conditions.  Some disabilities may be apparent, but there are conditions which some people may not realise are categorised as disabilities. These might include conditions such as diabetes, depression, multiple sclerosis (MS) and dyslexia.

	Do you consider yourself to have a disability? 
	Yes
	
	No
	


If you were to be short listed for an interview would there any special arrangements that we should make to ensure that we can support you?

	


ETHNIC ORIGIN – Choose one section form A to E, then tick the appropriate box to indicate your cultural background.
	A White
	B Mixed
	C Asian or Asian British
	D Black or Black British
	E Chinese or other Ethnic Group

	( British

( Irish

( Any other White background:

……………………..
	( White & Black 

   Caribbean

( White & Black 

   African

( White & Asian

( Any other Mixed background:

……………………..
	( Indian

( Pakistani

( Bangladeshi

( Any other Asian background:

……………………..
	( Caribbean

( African

( Any other Black background:

……………………..
	( Chinese

( Any other:

……………………..


Please return this form, along with your application, to The Human Resources Department, Canterbury College, New Dover Road, Canterbury, Kent, CT1 3AJ or e-mail it to recruitment@cant-col.ac.uk

































4

