	Application for the post of

Job Title: __________________________________________

Ref No:   ______________________________
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Return Address:

Human Resources

South Birmingham College

High Street  Deritend

Digbeth  Birmingham  B5 5SU


	
	


PLEASE COMPLETE THIS FORM USING BLACK INK OR TYPESCRIPT. CV’S MUST BE ACCOMPANIED BY A FULLY COMPLETED FORM.
PLEASE COMPLETE THE APPLICATION FULLY, AS THIS ASSISTS US IN THE SALARY ASSESSMENT IF YOU ARE SUCCESSFUL.
1. Personal Details

	Surname
	
	
	Preferred title

Mr/Mrs/Ms etc.
	

	
	
	
	
	

	Forename(s)
	

	
	
	
	
	

	Previous name(s),

if applicable
	
	
	DFE Reference No. if applicable
	


2. Current Employment

	Present post or activity 

(please state if unemployed)
	

	
	

	Name and address of employer (if applicable)
	

	
	

	

	
	
	
	

	
	
	Postcode
	

	
	

	Current Salary
	£
	Current Weekly Hours
	
	Weeks
	
	
	Grade/Scale
	

	
	

	Dates (Month & Year)
	Started
	
	Finished
	
	Period of 

notice required

	
	

	Reasons for

leaving/wishing to leave
	

	
	

	If not in paid employment please give a brief outline of your current situation/occupation.  Alternatively, please give a brief description of your current duties and responsibilities.




3. Professional Membership and other Training

Please give details of training to which you wish to draw particular attention and/or any professional membership(s) related to work.

	Training/Course title/

Membership
	Organising Body
	Duration
	Completion date

	
	
	
	

	
	
	
	

	
	
	
	


4. Previous Employment/Experience

Please complete in chronological order (most recent first). Please include periods not spent in paid employment with an explanation.

	From
	To
	Employer
	Job title

(if teaching please also indicate subject taught)
	Part-time/

Full time
	(If teaching hours/year)

	
	
	
	
	
	


5. Education and Formal Training

Please complete in chronological order (most recent first). Successful applicants will be required to provide proof of qualifications.

	From
	To
	School(s)/College(s)/University(s)
	Qualifications (GCSEs, NVQs, Degrees etc.)
	Subject
	Grade/Level

	
	
	
	
	
	


6. Additional Information

The information you provide in this section will be used in assessing your application.  Please give your reasons for making this application, relating your relevant qualifications, experience and personal attributes to the position for which you are applying. If necessary please continue on a separate sheet and attach it to this form.

	



7. Disclosure of Criminal Convictions  
    Statement of Policy
· It is the College’s practice to require applicants to disclose any previous convictions or cautions. 

· Any information you provide will be treated as strictly confidential and will be considered only in relation to the particular post you have applied for on this occasion.  If you wish you could enclose the details required in a sealed envelope.

· The disclosure of a criminal record, or other information, will not debar you from appointment unless it is considered that the conviction renders you unsuitable for appointment.  In making this decision the College will discuss the information with you and will consider the nature of the offence, how long ago and what age you were when it was committed, and any other factors which may be relevant.

· Please note that you are required to disclose all criminal convictions, including any which may be ‘spent’ under the Rehabilitation of Offenders Act 1974.  This is because the post you are applying for is covered by the Rehabilitation of Offenders Act 1974 (exemptions) Order 1975 or 1986 and therefore even ‘spent’ convictions must be disclosed.

Have you EVER been convicted of an offence or been subject to a bind-over caution?

Yes  (

No (
If yes please complete the table below.

	NATURE OF CONVICTION
	DATE OF CONVICTION
	SENTENCE IMPOSED

	
	
	


Successful candidates will be required to complete a disclosure, which will enable the Criminal Records Bureau to carry out the necessary checks with the Department of Health, The Department of Education and Skills and the Police.
Any failure to disclose convictions could disqualify you from appointment or result in disciplinary action, if a discrepancy comes to light.
8. Job Share
	Do you wish to Job Share?
	No (       Yes  (
	No Preference           (                   


9.  Work Permit and Driving Licence
	Do you need a work permit?
	No (       Yes  (
	
	Do you hold a current driving licence?
	No (       Yes  (


Please note that successful applicants will be asked to produce a copy of their passport or birth certificate, driving licence (where applicable), work permit (where applicable) and proof of qualification/s.

10. Referees

One of the referees should be your current employer.
	
	REFEREE ONE
	
	REFEREE TWO

	
	
	
	

	Name and Title
	
	
	

	
	
	
	

	Address
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Email Address
	
	
	

	
	
	
	

	Telephone
	
	
	

	
	
	
	

	Relationship to applicant
	
	
	

	
	
	
	

	Can references be obtained prior to interview?
	No (       Yes  (
	
	No (       Yes  (

	
	
	
	

	I hereby confirm that all the information given in this application is correct to the best of my knowledge, that all the questions related to me have been accurately and fully answered and that I am in possession of the qualifications I claim to hold.

I understand that any offer of employment is strictly subject to satisfactory references, medical and police clearance, and that any false statement would render me liable to termination of employment.

If I am submitting this form electronically, I hereby confirm that by typing my name in the signature box below, this application form has been completed by myself and that all the information contained herein is true and accurate.

I understand that the information given in this application will be held in paper and computer format and processed in accordance with the Data Protection Act 1998 and that I consent to the storage and use of such information for employment purposes.

Signature

Date




11. Equality and Diversity Monitoring




       STRICTLY CONFIDENTIAL 
South Birmingham College is committed to equality, diversity and inclusion for all.  We ensure that our appointments procedure is fair and unbiased and that offers of employment will be made solely on the basis of suitability for the job.  The College is opposed to all forms of racism, sexism, or any abusive and discriminatory behaviour on the grounds of age, disability, gender, race, religion or belief and sexual orientation.  To ensure that the College’s Equality and Diversity policy operates effectively (and for no other purpose) the College requires the following information.  This information will be detached on receipt and will not form any part of the recruitment selection process.

Information about you

	Surname
	

	
	

	Forename(s)
	

	
	

	Home Address
	

	
	

	City
	
	
	Postcode
	

	
	

	Telephone No.          
	Day time                                       Evening                                       Mobile No.

	
	

	Email Address
	


	Are you related to any of the College’s employees?
	
	
	Are you currently employed by the College?
	

	
	
	
	
	

	If yes, please state name and relationship
	
	
	
	

	
	
	
	
	

	Position Applying for
	
	
	
	

	
	
	
	
	

	Media: Please specify where the advert was seen
	
	
	
	


	Age
	Date of birth
	
	NI No.

	
	
	
	

	Gender
	Male
	
	Female


ETHNICITY

· The ethnic group categories provided in the following page are those used by the Learning Skills Council (2002) which govern the Further Education sector.

· Ethnic group questions are not about nationality, place of birth or citizenship.  They are about broad ethnic categories.  UK citizens can belong to any of these groups.

· Please tick the appropriate box related to the group to which you consider you belong or use the ‘other’ category and give details if you are from a group which is not covered by any of the listed categories.

I would describe my ethnic origin as:

	Asian or Asian British-

Bangladeshi
	TICK
	
	Asian or Asian British-

Indian
	TICK
	
	Asian or Asian British-

Pakistani

	TICK
	
	Asian or Asian British-

Any other Asian background
	TICK

	
	
	
	
	
	
	
	
	
	
	

	Black or Black British – African
	TICK
	
	Black or Black British-

Caribbean
	TICK
	
	Black or Black British-

Any other black background
	TICK
	
	Chinese
	TICK

	
	
	
	
	
	
	
	
	
	
	

	Mixed – White & Asian
	TICK
	
	Mixed – White &

Black African
	TICK
	
	Mixed – White & Black Caribbean
	TICK
	
	Mixed – Any other mixed background
	TICK

	
	
	
	
	
	
	
	
	
	
	

	White – British
	TICK
	
	White – Irish
	TICK
	
	White – Any other white background
	TICK
	
	Any other
	TICK

	
	
	
	
	
	
	
	
	
	
	

	If other, please state
	


Disability Discrimination Act 2005
The Disability Discrimination Act 2005 protects people who:

· are disabled

· have an impairment

· have long-term health condition

This is providing that this has a ‘substantial and long term* adverse effect on a person’s ability to carry out normal day-to-day activities’.

*Long term is defined as 12 months or longer (or if the condition is a new one, the expectation that it will be 12 months or longer)

	Do you think you have a disability in accordance with the terms of the Disability Discrimination Act 1995?
	No (                         Yes (


If you are disabled or have an impairment or a long-term health condition, we will guarantee to interview you if

· You meet the minimum requirements of the job

· You could meet the minimum requirements if we made reasonable adjustments to our premises, to the way we work, or to the equipment you would have to use.

	If you are short-listed for the job, please tell us about anything that we need to do to make sure you can attend an interview and demonstrate your skills.



	DATES YOU ARE UNAVAILABLE FOR INTERVIEW IN THE NEXT 8 WEEKS:



	

	Data Protection Act 1998

The personal information that you provide will be used for the purpose of promoting the provision of equality of opportunities in employment within the College and in assisting the College to meet its statutory duties under the Disability Discrimination Act 2005. I agree to the processing of the information that I have provided.

Signature

Date

If you are submitting this application form electronically please type your name in the signature box to confirm you have completed this form and you are verifying the details contained are correct


�








