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Application for Employment
Please return the completed form to: 
Post: Human Resources Department, Cambridge Regional College, Kings Hedges Road, Cambridge, CB4 2QT 
Email: jobs@camre.ac.uk
Human Resources Department Enquiries: Tel: (01223) 418349 Fax: (01223) 418354 Email: jobs@camre.ac.uk
General Enquiries: Tel: (01223) 418200 Minicom: (01223) 418243   Web: www.camre.ac.uk
[image: image3.png]


[image: image4.png]O

Association of Colleges





Application for the post of:






        

Ref:
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Please indicate where you saw this post advertised or how you came to hear of the vacancy: 
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Newspaper (Please specify) 


Internet (please specify) 
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 FORMTEXT 


 FORMTEXT 
Agency (Please specify) 

Member of college staff

               Job Centre

Internal Bulletin

               Speculative Mailshot

Other (please specify)



We would like you to fill in this application form so that we have accurate information about you, your qualifications and experience and your current work situation. This information is required for our records.


Surname: 
Forenames: 

Previous Surnames (If applicable):


Home Tel No:
 
Mobile Tel No:
Address for Correspondence:
Business Tel No:







Email:


Postcode:
National Insurance No:

Please note that where an email address is provided, this will be used for any communications from the College in relation to this vacancy.

Post Title: 
Date Appointed:                                (DD/MM/YY)

Name & Address of Employer: 
Salary & other Benefits/Allowances:





Period of Notice required:                         months/weeks    

Tel No: 






Date of leaving:

Fax No:
Reason for leaving: 

E-mail:

Please give a brief summary of the main duties and responsibilities of your current/most recent position:


In this section we need to know about your previous working situations. Please give a chronological list starting with the 
most recent. You may wish to include details of unpaid/voluntary work. Please also give details of any gaps in employment.

	                Name & Address of 
Employer

             
	DD/MM/YY
	           Post Title

(if part-time please indicate no of hours worked)


	               Reason for Leaving

	
	             From  
	To
	
	

	
ff


	
	

	



Are you a member of a professional body? 
Yes 
No

Please tell us about your membership of relevant professional bodies and indicate whether membership is by examination:
If you are a member of the Institute For Learning (IFL), please state your registration number:


Please give details of two people we may approach for references who know you in a professional capacity. One should be your present or most recent employer. Please note, we will only approach your referees prior to interview if you are in agreement.

Reference 1: (Current or most recent employer) 
Reference 2:

Name: 
Name:

Address: 
Address:



Tel No: 
Fax No: 
Tel No:
Fax No:

Email: 
Email:
Association to Applicant
Association to Applicant:

May we obtain this reference prior to your interview? 
May we obtain this reference prior to your interview?
Yes 
No 
Yes 
No

	School, College
	Course & Subject(s) taken
	Qualifications Gained

	

	
	



Other Courses Attended:


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

(Evidence of this will need to be provided prior to commencement)

Are you able to travel between sites and attend other locations as necessary?      Yes
No

Are you related to any employee or governor of Cambridge Regional College?
Yes
No  


If the interview date was advertised, please indicate if you are able to attend this date.

Yes                              No                            Not applicable

Please indicate any dates or periods of time over the next two months when you are unavailable for interview (such as a booked holiday)

Please give details of how your skills, knowledge and experience meet the criteria outlined in the employee profile for the position you are applying for, please also give examples. This information will be used in the shortlisting process. Please continue on continuation sheet if necessary.


· I consent to the information I have provided being processed for employment related administration in accordance with the Data Protection Act 1998. Should your application be unsuccessful, your details will be kept on file for 6 months, unless you specifically request that they be removed.
· I declare the information on this form, to the best of my knowledge, is true and accurate.
· I understand that the College reserves the right to withdraw an offer of employment, or terminate employment already commenced, if the information given by me is inaccurate or misleading.
· I possess all the qualifications which I claim to hold and if successful I will be required to produce certificates. 
· I am not barred by the Independent Safeguarding Authority (ISA) from working with children or vulnerable adults.
· I am prepared to complete an Enhanced Criminal Records Bureau Disclosure.

· I have the right to live and work in the United Kingdom.
Please tick this box to agree to the declaration statement above. 
Signature of applicant:                                                                    
      Date:


                                                                        



Please use this page as a continuation sheet should you wish to add any additional information to your application form where you have been unable to fit it in to any of the previous sections. 

Confidential

Cambridge 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. A person’s suitability will be looked at as a whole in the light of all information available. 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 when the discrepancy comes to light. If you wish to discuss this further please contact the Human Resources Department, on 01223 418349, in confidence for advice. All staff will be subject to an Enhanced Criminal Records Bureau check and we adhere to the CRB Code of Practice - a copy of which is available on request or by visiting the CRB website http://www.crb.homeoffice.gov.uk/default.aspx 

	



You will be required to undertake an Enhanced CRB Disclosure check, if you are successfully appointed to this job.  

To ensure that we are treating applicants and our staff fairly, we encourage people to tell us their age, gender, marital status, ethnic origin, faith and beliefs and sexual orientation. We do this so that we can monitor who is attracted to working at the college and whether there are any groups in the community who we need to try harder to attract. This information is collected and held confidentially by the HR Department and is not made available to those involved in the short-listing or selection process. We appreciate that there may be some information which you do not wish to provide and we completely understand this. However, we would encourage you to do so where you feel that you can, as this helps us to understand how we can best meet your personal needs and to improve our practices generally.

Please tick the relevant boxes and fill in the information as appropriate.

1. Title:
2. Full Name: 
3. Position Applied for:
4. Date of Birth:

DD/MM/YY (this information if provided will be used for pre-employment checks)
5. Gender:
Male
Female



6. Marital Status:
Single
Married/Civil Partnership


Divorced
Separated
Widowed

7.
Ethnic Origin: 

      A. White
B. Black or Black British              
      

 British
White and Black Caribbean



 Irish
White and Black African                                                                               


 Any other White background


White and Asian






Any other Mixed background


C. Black or Black British
D. Asian or Asian British 



 Caribbean


Indian


 African


Pakistani



 Any other Black or British background

Bangladeshi






Any other Asian or Asian British background


E. Chinese or other Ethnic Group 


 
 Chinese


 Other Ethnic Group

8.
Nationality:
         

Country of Birth:
9.
Faith and Beliefs 


 Atheist/None


Baha’i 


 Buddhist

        Christianity


 Hinduism




Islam


 Jainism


Jehovah’s Witness


 Judaism


Pagan
  

 Prefer not to say


Rastafarian
 Other (please specify)


Sikhism
If you have ticked the ‘other’ box, please state your religion or belief below:
10.
Sexual Orientation:         



 Heterosexual/Straight


Bisexual      

 Homosexual/Gay/Lesbian    


Prefer not to say
Note: Information disclosed on this page (unless otherwise stated) will be used for monitoring purposes only and treated with strictest confidence. Information will be held on computer files. 

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. (This would include diabetes and dyslexia.)
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

Please note: If you disclose a disability and you meet the essential criteria you will be guaranteed to be interviewed for this role, unless you complete the opt out form. Information of this disclosure will not be passed on to the Recruiting Manager during the selection process. 
Assistance at Interview 

If we invite you for interview we will ask you whether you would like us to provide any assistance for your interview, such as a sign language interpreter, assistance in and out of your vehicle etc.  


Equalising Opportunities Statement


At Cambridge Regional College we treat everyone with respect.  We believe that all have a right to be valued and to have equality of opportunity regardless of gender, gender identity, disability, support needs, ethnicity, religion & belief, age, sexual orientation or social class.

We expect all staff and students to play an active role in promoting equality and challenging discriminatory behaviour.

We expect anyone who feels unfairly treated, is upset by inappropriate comments or jokes, feels they are a victim of abuse or experiences any form of discrimination or harassment to tell us.

We take any form of discrimination or harassment very seriously.

We value diversity and celebrate difference.

Note: Information disclosed on this page (unless otherwise stated) will be used for monitoring purposes only and treated with strictest confidence. Information will be held on computer files. 

'Two ticks' Positive about disabled people 
Cambridge Regional College is positive about employing disabled people and have been given recognition of this by Jobcentre Plus who awards this to employers who have agreed to take action to meet five commitments regarding the employment, retention, training and career development of disabled employees.

One of our commitments is to guarantee an interview to applicants with a disability who meet the minimum criteria for a job vacancy. Disability is defined as a physical or mental impairment with substantial and long term adverse effect on normal day to day activities. (This would include diabetes and dyslexia.)
Although we have this commitment, we would like to give you the option to opt out of this guarantee should you wish. If you disclose a disability (on your monitoring form) and if you meet the essential criteria you will be guaranteed to be interviewed for this role, unless you tick the opt out box below.


I wish to opt out of the guaranteed interview scheme (please tick the box) 
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Personal Details







































































Present/Most Recent Employment 
















































































Employment History
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Education, Training and Qualifications



































Additional Information









































Interview Arrangements





























Supplementary Information








Qualifications:




















Related experience:























Special Circumstances:




















Knowledge, skills and abilities:




















Disposition and approach:
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Continuation Page 

























































































































































































Statement of Criminal Convictions





PART A – I have the following conviction(s) and/or caution/reprimand(s) to declare including those regarded as spent: (Please specify the date and full details of each conviction and/or caution/reprimand)

















Signed __________________________________________        	   	Date_________________














PART B- I have no conviction or caution/reprimand to declare:             (please tick box to confirm)





Signed __________________________________________                         Date ________________








Recruitment Monitoring Form







































































 





























































































































































































































Disability 

















Guaranteed Interview Scheme – Opt Out Form














