APPLICATION FOR EMPLOYMENT
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Date as postmark or on e-mail 

Dear Applicant

Thank you for requesting an application form for employment at the Abingdon and Witney College; this is enclosed.  We also enclose some guidance notes to assist you in the completion of the application form as well as some general statements on how we manage the recruitment and selection process.

Please note that the College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.
If you need help or have any queries regarding the completion of this form, please do not hesitate to contact the HR team.  Our telephone number(s) is below.  Alternatively you can contact us at hr@abingdon-witney.ac.uk.
Yours sincerely
HR Department
Abingdon Campus

Tel: 01235 216288 or 01235 216462
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Section One
	EQUAL OPPORTUNITIES POLICY AND MONITORING FORM 

	Abingdon and Witney College follows best practice in its recruitment and selection procedures and is committed to ensuring that no discrimination takes place at any stage of the process on grounds of sex, marital status, age, colour, nationality, ethnic origin, sexual orientation or disability.  All candidates will be guaranteed an interview if they are considered to meet the specific requirements of the job.  

To adhere to our policy, only Section Two of this application form (pages 3 to 6 inclusive) will be seen by the short-listing and/or interview panels.  Panel members will therefore not be in possession of any personal details and we would ask that you do not reveal any facts that might indicate this information.

In order to monitor the effectiveness of this policy, we ask candidates to complete the Equal Opportunities Monitoring Form below which will not be taken into account when making an appointment. If you are offered an appointment it will be on the understanding that there is nothing in your personal circumstances which might prevent you from carrying out the full duties required of the post.

	PERSONAL DETAILS

	Surname:
	
	First Name(s):
	

	Previous Surnames Used:
	

	Preferred Title (please circle) [Ms/Miss/Mrs/Mr/Dr]:

	Preferred first name (if different from above)  

	E-mail:
	
	Home Phone:
	

	Postal Address:
	
	Daytime Phone:
	

	
	
	Mobile:
	

	
	
	Other contact no.
	

	Do you consider yourself male or female? [please circle]
	Male
	Female

	Post Applied for
	
	Driving Licence?  [please circle]    Yes      No

	Date of Birth: 
	
	National Insurance Number:
	

	DISABILITY

	Do you have a disability which you consider has a substantial effect on your ability to carry out normal day to day activities? [Please circle yes or no]
	YES
	NO

	If YES please give details:

Are there any adjustments that need to be made for the purposes of the interview? 

(please bear in mind that most interviews include written numeracy and literacy tests)
Are there any adjustments that need to be made for the purposes of the job?



	ETHNIC ORIGIN

	How would you describe your ethnic origin?

	BLACK
	WHITE

	African
	
	UK
	

	Afro-Caribbean    
	
	Other [please specify]
	

	Asian [Indian, Pakistani, Bangladeshi, Sri Lankan]
	
	

	UK
	
	

	Other [please specify]
	
	

	Where did you see this post advertised?
	

	Are you related to any staff members or Governors? (please name)
	


Section Two 









Please complete the following four pages as clearly as possible using a dark coloured ink.
Position(s) applied for: ………………………………………………..………………………………………
If Lecturer, subjects you wish to teach: ……………………………………………………………………
IMPORTANT

The short-listing panel will see only the following four pages (Section Two) for short-listing purposes.    

You should, therefore, use the space provided to demonstrate that your skills and experience match those detailed in the Person Specification of the job for which you are applying.    
	QUALIFICATIONS OBTAINED


	Name of Secondary School, College or University
	Examinations passed and Qualifications obtained
[with grade or class, including GCSEs or equivalent]

	
	


	QUALIFICATIONS TO BE TAKEN

	Name of School, College or University
	Date to be taken
	Qualifications sought.  Examinations/subjects to be taken           [including GCSEs or equivalent]

	
	
	


	Professional Development:

	Body/Provider
	Date
	Details of Course/Training/Method of Attainment

	
	
	


	EMPLOYMENT HISTORY [Starting with current or most recent employer]

	From:
	To:
	Name and Address of Employer
	Job Title
Full/Part-Time
	Main Duties
	Reason for leaving

	
	
	
	
	
	

	CURRENT (or LAST) SALARY
	
	NOTICE PERIOD
IF APPLICABLE
	


	ADDITIONAL INFORMATION

	Please explain how your experience, qualifications, achievements and abilities relate to the post applied for with a particular focus on how you meet the criteria in the person specification.  You can include all relevant information including voluntary/community activities and leisure interests.  Further sheets may be attached if necessary.  Please note: CVs are not acceptable.



	MEMBERSHIP OF PROFESSIONAL BODIES



	Give details of any membership of professional bodies.


Recruitment of Offenders and Criminal Convictions Statement
PLEASE READ THE FOLLOWING ON THE RECRUITMENT OF EX-OFFENDERS

1. Purpose

Abingdon and Witney College is committed to the principle of equality of opportunity and, subject to the over-riding consideration of protecting children and vulnerable people, undertakes to treat all applicants for positions fairly and not discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed
2. Scope
· All potential job applicants 

· Existing staff who have unsupervised contact with children and/or vulnerable adults in the course of their work. 
3. Policy Statement

· As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Abingdon and Witney College complies fully with the CRB Code of Practice. 

· Abingdon and Witney College is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background. 

· This written policy on the Recruitment is made available to all Disclosure applicants at the outset of the recruitment process. 

· We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications and experience. 

· A Disclosure is only requested for staff who may assist students in the course of their work.  For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position. 

· Where a Disclosure is to form part of the recruitment process, we encourage all applicants to provide details of their criminal record at an early stage in the application process. We request that this information is sent direct to the HR Department at Abingdon and Witney College and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process. 

· Unless the nature of the position allows Abingdon and Witney College to ask questions about your entire criminal record we only ask about "unspent" convictions as defined in the Rehabilitation of Offenders Act 1974. 

· We ensure that Information about offences is only disclosed to staff who have been trained to identify the relevance of it – normally HR staff.  Line managers may be informed if appropriate.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974. 

· In a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment. 

· A disclosure will only be asked for when a job offer has been made. 
Section Three

Recruitment of Offenders and Criminal Convictions Statement (continued)

· We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment. 

· Having a criminal record will not necessarily bar applicants from working with us. This will depend on the nature of the position and the circumstances and background of the offences with due consideration given to our responsibilities to protect children and vulnerable adults. In particular, when considering the relevance of a criminal record, risk assessments will be based on: 

· the seriousness of the offence and its relevance to the safety of service users, other employees, clients and property; 

· an examination of any relevant information regarding the circumstances leading up to the offence; 

· whether the applicant’s circumstances have changed since the offence was committed, making re-offending less likely; 

· the length of time since the offence took place; 

· the level of supervision required and available, and the ability to manage risks and provide safeguards; 

· whether the offence has since been decriminalised by Parliament; 

· whether the post involves any direct responsibility for finance or items of value; 

· whether the offence was a ‘one-off’ or part of a history of offending; 

· the circumstances surrounding the offence and the explanation(s) offered by the convicted person. 
4. Adherence to Policy

Responsibility for the implementation, monitoring and development of this policy lies with the HR Department.  Day to day operation of the policy is the responsibility of departmental managers who will nominate a representative to ensure that this policy is adhered to.
5. Complaints
Any applicant wishing to raise a complaint should do so, in writing, to the Head of HR within 15 working days, at the latest, of the alleged incident. An investigation will then be conducted by a representative of the HR Department who has not previously been involved in the selection procedure. The Head of HR ruling will be final. The individual will receive written notification as to the outcome.
Please now complete the details overleaf and sign the declaration.

Details of Criminal Cautions/Convictions/Offences/Conduct
The Rehabilitation of Offenders Act 1974 [Exceptions] Order 1975 provides that all cautions, convictions and offences of whatever nature [including motoring offences] and when they were committed must be revealed when applying for this position.  This includes all ‘spent’ convictions.  Please list all such cautions, convictions or offences below. Certain criminal cautions and convictions may affect your eligibility for employment within the College.

	date of
conviction
	nature of summons/charge/ caution/allegation
	court
	sentence
or order

	
	
	
	


IMPORTANT – if you have no cautions or convictions, please write ‘none’ clearly in the second column above 
	REFERENCES



	Please supply details of two referees; one should be your current or most recent employer

	Name:

……………………………………………
Job Title:       
……………………………………………
Address:        
……………………………………………
                     
……………………………………………

                      
……………………………………………
Post Code:     
……………………………………………
Telephone No: …………………………………………..
----------------------------------------------------------------------
May we take up a reference without permission from you?




                                YES/NO
	Name:    
……………………………………………   

Job Title:     
 ……………………………………………  

Address:       
…………………………………………… 

                     
……………………………………………
                      
……………………………………………
Post Code:     
……………………………………………
Telephone No: …………………………………………..
----------------------------------------------------------------------
May we take up a reference without permission from you? 


 

                                   YES/NO

	DECLARATION

	I certify that the information given on this application form is correct.  If offered a post, I have no objection to an Enhanced check by the Criminal Records Bureau [CRB] and a medical check.

Signed: ……………………………………..……………………………     Date: …………………………………
Name (block letters) ……………………………………………………



Once completed, this form should be returned by mail to:    

Human Resources, Abingdon and Witney College, Wootton Road, Abingdon, OX14 1GG 

or by e-mail to hr@abingdon-witney.ac.uk
For HR use - Applicant Ref: ………………………
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For HR use - Applicant Ref: ………………………








For HR use - Applicant Ref: …………………..
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