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All sections on the Employment Application, Personal Details and Diversity Monitoring Forms must be completed.  Incomplete or late applications will NOT be put forward for shortlisting. Please use dark ink and ensure your name and the post title are stated on any additional sheets.  Please DO NOT use staples, glue or sellotape.

We do appreciate the effort that you have put into this application and thank you for your interest in working for the College.

If you require this form in a different format (i.e. large type, please contact the HR Department).
Details of the post for which you are applying

	Post Title: 

Faculty/Department (of post applied for):    




Your name

	Surname:                                                                             Initials: 




Current/most recent employment
	Employer: 

Address:

Nature of Business: 

Position held:                                                                      Hours per week:

Reason for leaving (or considering leaving): 

Start date:                  Leave date/Notice period:                   Salary: £               per 

Please summarise the main duties of your position: 



Full employment history including any paid or voluntary work  
Please provide explanations for any gaps i.e “in full-time education”. If you do not provide a full history your application may not be put forward for shortlisting.  Please start with your most recent employer.  Please continue on a separate sheet if necessary.

	Full Date

DD/MM/YY
	Name and address of organisation.  Nature of business.
	Job title, hours worked and brief outline of duties

  
	Reason for leaving

	From
	To
	
	
	

	  /   /
	  /   /
	
	
	


Education (Schools and Colleges attended from age 11)
	Name of Educational Establishment
	Dates
	Qualification gained
	Grade

	
	From

DD/MM/YY
	To

DD/MM/YY
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	


Higher Education (Universities or other educational organisations)
	Name of Educational Establishment
	Dates
	Qualification gained
	Grade

	
	From

DD/MM/YY
	To

DD/MM/YY
	
	

	
	    /     /
	    /     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	

	
	/     /
	/     /
	
	


Recent short courses / training events / first aid certification (please provide dates)

	


Membership of Administrative, Professional or Technical Bodies (please provide dates)

	

	


Additional skills, (e.g. languages)
	


Supporting Statement 

Please read the job description and person specification.  Using examples, show how your knowledge, skills and experience meet each of the essential requirements of the person specification and as many desirable requirements as possible.  You should draw on your relevant experiences including paid employment, voluntary work and leisure activities as evidence.

Please state ‘see attached’ if you have enclosed any additional sheets. CVs will not be accepted.
	


Declaration

	I confirm that the information given to you is, to the best of my knowledge, true and complete. Any false statements may lead to rejection or, if employed, to dismissal.

If you return this form electronically, then as well as printing your name below, you will be required to sign your application form at interview stage, if selected.

Signature:                                                                             Date:







DIVERSITY MONITORING
Exeter College is committed to the principles of Equality and Diversity. Diversity celebrates that we are unique individuals who bring a variety of talents and skills to the College.  Equality does not result from treating everyone the same, because we all have individual and different needs, but from a positive understanding of the differences between individuals.  

In order to monitor the effectiveness of our policies and procedures and how well we meet our legal requirements all applicants are requested to complete this form.  The information you provide will be treated as strictly confidential and will be used only for Equality and Diversity purposes.  It will not be taken into consideration for shortlisting or interviewing purposes.  If you are appointed, the information you have provided will be transferred to your personal record to enable the College to meet our monitoring requirements.

	Post for which you are applying: 

Faculty/Department (of post applied for): 




Personal details
	Surname:                                                        
	Forename(s):

	Title: Mr/Mrs/Miss/Ms/Dr/Other                                             
	Date of Birth:
	NI Number:    

	Nationality:                                                                                                                                       
	Marital status:

	DFE Number (Teachers):                                                       
	IfL Number (Teachers):

	Address: 
	
	

	Postcode: 
	
	

	Telephone  Home:                                       
	Work:

	Mobile:                                                       
	E-mail: 


Data Protection Act 1998

	Information held by Exeter College complies with and is stored in accordance with the Data Protection Act 1998. The information you have provided in the ‘Personal Details’ section will be used for Payroll purposes and may be disclosed to the Inland Revenue. It may be disclosed to internal departments of the College for security and administrative purposes. Information provided by you on the Application Form may be copied for use as part of our administrative procedures.


Do you consent to the details on these forms being used as stated above?  Yes           No   



Relationships

	Are you or is any member of your family related to or have a close relationship with an employee or governor of the college?     

         

 Yes                         No

If yes, name:                                             
Relationship:                       
Position:



Driving Licence

	Do you have a full current driving licence?   (Only applicable if person specification states a driving licence is essential). 

                                                                   
 Yes                         No                                                                                                                                                                                                                                                           




	How did you initially hear about this vacancy?  (please tick appropriate box below)


Word of mouth:                   Express and Echo (paper):                  TES (paper):

College Website:                  Express and Echo (online):                 TES (online):

FeJobs:                               Other (please specify):




References

	Please give the names of two employer references. Both must be work related, one must be your current or most recent employer and one should be a previous employer. Character references cannot be accepted. If you are or have been self employed, references can be from certified professionals. If this is your first employment, we will accept references from past tutors/teachers. 

If you do not wish us to contact your current employer at this stage please tick box. 

Please note – once you have verbally accepted a job offer, we will automatically contact your two referees.


	Name:

Address:
Post Code:                                                     
How known to you:                                         
Telephone No:                                                
Nature of business:

Job Title:

E-mail:
	Name:

Address:
Post Code:                                                     
How known to you:                                         
Telephone No:                                                
Nature of business:

Job Title:

E-mail:


Right to work in the UK

	Do you have the right to work in the UK?                  Yes                        No

Do you require a work permit?                                 Yes                        No

When was the work permit issued?   DD/MM/YY        
When does the work permit expire?  DD/MM/YY

Have you lived or worked abroad for a period of longer than one month in the last five years? 
If so then please provide details.
Please provide any additional information relating to your eligibility to work in the UK.




Disability 

	The Disability Discrimination Act (DDA) defines a disabled person as someone who has a physical or mental impairment that has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities. 

Do you consider yourself to have a disability?            Yes               No

Are there any adjustments we could make to enable you to participate in our selection process?  Please provide details:


We are accredited to the Disability Symbol award, part of this means we are 
committed to interview all disabled applicants who meet the minimum criteria 
for a job vacancy and consider them on their abilities. 






The Safeguarding Vulnerable Groups Act 2006

	The Safeguarding Vulnerable Groups Act 2006 aims to minimise the risk of harm to children and vulnerable adults by workers who might seek to cause them harm.  The College has a legal obligation to check those employed in ‘regulated activity’ are not barred from working with children or vulnerable adults. (All roles at the College are deemed as ‘regulated activity’.)

Do you give consent for the College to check you do not appear on any barred lists?


Yes                  No                                      




Rehabilitation of Offenders Act 1974

	Please read the following carefully and complete as appropriate. (If you are employed, failure to provide full details could result in dismissal or disciplinary action).
The post for which you have applied is exempt from Section 4 (2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 which requires you to reveal any information concerning ‘spent’ or other convictions.  

All convictions, cautions, reprimands or warnings must be declared including those for which the sentence given was an absolute or conditional discharge. Any information given will be treated in strict confidence and will be considered only in relation to your application for this post. The College does not discriminate against candidates with irrelevant criminal convictions.


Have you had any convictions since age 17?
Yes
No

Is Yes, please give details:



Please note – Employees are not able to commence work until the appropriate pre employment checks have been carried out and satisfactory responses received by the College.
Your employment is conditional upon the receipt of satisfactory references, satisfactory clearance from the Criminal Records Bureau and satisfactory Occupational Health fitness.

Without these responses, there may be a delay to your employment commencement date.  This applies to all posts within the College.

Monitoring Ethnicity

	How would you describe yourself (please tick one box only):
Asian or Asian British - Bangladeshi                              Mixed – White and Asian


Asian or Asian British – Indian                                      Mixed - White and Black African

Asian or Asian British – Pakistani                                  Mixed – White and Black Caribbean                                                   

Asian or Asian British - any other Asian background       Mixed – any other Mixed background

Black or Black British – African                                     White - British

Black or Black British – Caribbean                                 White – Irish

Black or Black British – any other Black background       White – any other White background                                                                   

Chinese                                                                      Prefer not to say 
Any Other           


	My age is:       16 – 20                      21 - 30                        31 – 40  
              41 – 50                      51 – 60                        61 - 70                      70+          



	My gender is -This should be your gender at birth or on a 
Gender Recognition Certificate. (please tick appropriate box):    Male                Female                          



	I confirm that the information that I have provided is to the best of my knowledge, true and complete.  Any false statements or failure to disclose convictions may lead to a rejection, withdrawal of an offer of employment, or, if employed, to dismissal.

If you return this form electronically, then as well as printing your name below, you will be required to sign your personal details form at interview stage, if selected.

Signature:                                                                       Date:


Confidential





All sections of this form must be completed.  The information provided will be separated from your application for short-listing purposes.











PERSONAL DETAILS FORM





Confidential








EMPLOYMENT APPLICATION FORM











