[image: image5.jpg]


[image: image6.png]



	JOB APPLICATION FORM
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Please return completed application forms to: recruitment@suffolk.ac.uk 
Human Resources 

Suffolk New College

Ipswich

Suffolk

IP4 1LT

Recruitment telephone helpline: 01473 382801 
This Job Application form is available in large print.  Other formats are also available from the Human Resources Department on Telephone 01473 382801.
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The information you provide in your application is very important as it will be used for shortlisting purposes.  It is therefore vital that you complete the application in full providing as much detail as possible.  All sections of the application form must be completed, CV’s will not be considered.  Suffolk New College will check the information provided in your application.  Giving incorrect information may result in withdrawal of the offer of employment or termination of your contract.  Application forms will only be considered if they are received by the published closing date. If you do not hear from us, please assume you have not been shortlisted for an interview. 
Equal Opportunities Monitoring and Declaration Pages- Suffolk New College has a strong commitment to Equality and Diversity.  As part of this, we ask all applicants to complete the ‘Equal Opportunities monitoring’ section within the form.  This data is confidential to Human Resources and all data will be processed in accordance with the Data Protection Act 2018 which includes the General Data Protection Regulations 2018.  These sections will be separated from the Application Form prior to the shortlisting process. As part of our on-going commitment to Equality & Diversity, we guarantee that all applicants who have a declared disability or are from a Black or Minority Ethnic background and who meet all of the essential criteria of the job role will be short-listed. 
Criminal Convictions- As you are applying for a job within a College of Further Education, you must always declare any convictions, cautions, bind overs, reprimands or final warnings, which would not be filtered in line with the current Rehabilitation of Offenders Act Guidance. The relevance of these records will be assessed in accordance with Disclosure & Barring Service guidelines.  
We are unable to consider you application if an equal opportunities monitoring and declaration pages have not been completed.
Job Share- You do not need to identify a job share partner in order to apply to job share.  However, a job share appointment being made will depend on having at least two suitable applicants for the post to fulfil the hours of the post, unless a potential job share partner is already in place. 
Current/Most Recent Employment- Please give details of your current or most recent job and a brief description of the duties, responsibilities and achievements.  Try to use examples that are most relevant to the role that you are applying for.
Educational History- Please clearly list any course(s) you have completed and the dates of achievement plus any course(s) which you are currently undertaking, specifying the date you expect to complete them. Please provide details and the level of study of any Maths and English qualifications.  
Employment History- Please give details of all your previous posts including any voluntary work in date order, ensuring that you explain any gaps in employment as fully as possible.  If you have not been employed for some time, please provide details of any other experience or training which you have undertaken.
Personal Statement -This is the most important section of the application form. It is important that you provide evidence and give specific examples of how you meet the essential and desirable criteria set out in the Person Specification and gives you the opportunity to explain why you are the best person for the job.  Clearly explain how your experience, knowledge, skills, and/or achievements demonstrate your abilities in the particular area. Include details of paid/ unpaid work or other activities which are relevant to the job you are applying for. 
References- You must detail all employment history for the most recent 3 years. You must provide at least two references. One of your referee’s must include your line manager at your most recent employment and have direct knowledge of your work. If you are self employed please provide details of any recent customers.  Please detail your most recent work involving children even if this falls outside of the 3 year referencing policy. References will not be accepted from relatives or partners/spouses or those writing solely in the capacity of friends.  

	Full Name:


	
	Previous Surnames: 
	

	Date of Birth: 


	
	Age last Birthday: 
	

	Male    

             
	
	Female             
	
	Intersex
	
	Non-binary
	
	Prefer not to say
	

	Prefer to use my own term:


	


DISABILITY: Do you consider yourself to have a disability? ( applicable option                           
	No
	
	Yes – Learning Difficulty
	
	Yes – Prefer not to say the nature
	

	Yes - Physical
	
	Yes – Mental Health
	
	Prefer not to say
	


ETHNICITY: Please tick the box which most clearly describes your ethnic/racial origin ( 

	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
	
	Other, Please specify:


	NATIONALITY

Please state your Nationality:  

	RELIGION (OPTIONAL)  
Please declare your religion below if you wish: 
	SEXUAL ORIENTATION (OPTIONAL)  

Please tick the relevant box below if you wish√   


	
	
	Heterosexual    [image: image1.wmf] 

 

  
	Gay                  [image: image2.wmf] 

 




	
	
	Lesbian             [image: image3.wmf] 

 


	Bisexual           [image: image4.wmf] 

 

    




DECLARATIONS

REGISTER OF INTEREST

Please disclose if you have a relationship of any kind with the following; Corporation Members, Staff Members, Students at Suffolk New College? 






YES/NO

If yes, please provide details: 

CRIMINAL CONVICTIONS
Please give details of any criminal convictions, cautions, bind overs or reprimands below. As you are applying for a position at a College of Further Education, where you are likely to have contact with Children or Vulnerable Adults, you must always declare any convictions, cautions, bind overs, reprimands or final warnings, which would not be filtered in line with current Rehabilitation of Offenders Act Guidance: 
If none of the above, please state NONE. 

DECLARATION

I am can confirm that I am not on the government Children’s Barred List which lists those whose employment has been barred or restricted from working in specific posts. I am not included on the DBS vetting and barring lists for the protection of Children and Vulnerable Adults. I am not disqualified from working with children or adults, and I am not subject to any sanctions by a regulatory body. I can confirm that the information I have supplied on this job application form is correct.  I understand that giving false information or omitting relevant information could disqualify my application and, if I am appointed, could lead to my dismissal. 

Signed…………………………………………………….. Date………………………

ENTITLEMENT TO WORK IN THE UK 

To comply with the Asylum and Immigration Act 1996 you will be asked to supply evidence of eligibility to work in the UK. 
Would you require a work permit if appointed? 






YES/NO

REASONABLE ADJUSTMENTS


Do you require any reasonable adjustments to be made to facilitate to you attending interview? 

YES/NO If yes, please provide details and outline any practical steps that you would like the College to take to ensure that the post is accessible to you: 

JOB SHARING (for more information on our Job Share policy please see the guidance notes)
The College considers applications for job share for all posts unless this is not practicable in the particular circumstances that apply. Are you applying to do this job on a job-share basis? 













YES/NO
If registered with DFE, please provide your Teachers Reference Number :  ………………………..

JOB APPLICATION FORM – PERSONAL INFORMATION (NOT TO BE SENT TO EMPLOYING MANAGER)
PLEASE READ THE GUIDANCE NOTES BEFORE COMPLETING THIS FORM

Complete this application form in black ink or typed.

POSITION APPLIED FOR
	Job Title:


	

	Department:


	

	Where did you first discover this vacancy? 
	


PERSONAL DETAILS

	Title

	Surname

	Forename(s) 


	Address


	National insurance number


	
	Home tel.


	
	Mobile tel.


	
	E-mail


	Name and address of current/most recent employer


	Job title 
Current/latest salary and any benefits
Weekly hours


	Date started in post 
	Date of leaving (if relevant) 


	Notice required 
	Reason for leaving 


	Main duties/responsibilities/achievements




CURRENT/MOST RECENT EMPLOYMENT
EDUCATIONAL HISTORY (Please include Secondary, Further and Higher Qualifications, including professional and teaching qualifications (most recent first)
	Examination subject  
	Level
	Date of exam
	Qualification achieved 

	
	
	
	


	Registration and Membership of Professional Bodies)

	Do you have Qualified Teacher Status (QTS) or                                                                       Yes/No
Qualified Teacher Status in Lifelong Learning Sector (QTLS)                                                   Yes/No

	Membership of other Professional Bodies

	From
	To
	Details

	
	
	


	Continuing Professional Development Undertaken (within last 5 years)

	From
	To
	Details of activity 

	
	
	


	If you are currently working within a College/School, please provide dates of your latest Ofsted Inspection and Ofsted Rating:


	


EMPLOYMENT HISTORY (please include periods of voluntary work and travel and ensure that you fully explain any gaps). For all Teaching posts, please state the subject and level taught.

	From
(MM/YY)
	To
(MM/YY)
	Name of Employer
	Job Title and Brief Description of Duties
	Reason for leaving
	Hours of work & salary

	
	
	
	
	
	


PERSONAL STATEMENT (please see guidance notes)
Please feel free to continue on a separate sheet if you require more space. Remember to write your name on each additional page.  
Education and Qualifications
Knowledge and Experience

Skills

Qualities and Attributes

Attitude
REFERENCES – Please note that Human Resources will make contact with your referees as soon as a verbal offer has been made following an interview. 
You must provide a minimum of 2 references. Please provide contact information for all of your employment or academic studies in the last 3 years. If you are a student, please ensure you clearly specify the institution of study, and your personal tutor. Please detail your most recent work involving children (even if this falls outside of the 3 year referencing policy). Should you have more than 3 references, please detail on additional paper and attach with your application.

Referee 1: Most Recent Employer







	Start Date (MM/YY)
	Name of Referee

	End Date (MM/YY)
	Relationship

	Company Name & Address

	Telephone

	
	Fax

	
	Email

	
	Work involving children:     Y   /   N


Referee 2:

	Start Date (MM/YY)
	Name of Referee

	End Date (MM/YY)
	Relationship

	Company Name & Address

	Telephone

	
	Fax

	
	Email

	
	Work involving children:     Y   /   N


Referee 3: 

	Start Date (MM/YY)
	Name of Referee

	End Date (MM/YY)
	Relationship

	Company Name & Address

	Telephone

	
	Fax

	
	Email

	
	Work involving children:     Y   /   N


DATA PROTECTION ACT 2018 & GENERAL DATA PROTECTION REGULATIONS 2018

I agree that information supplied by me in connection with this application may be held either on file or electronically and utilised as appropriate in the recruitment and selection process. I give my permission for Suffolk New College to contact the references listed above should an offer of employment be made to me. I understand that Suffolk New College will request information relevant to my employment including; absence records, disciplinary and capability records, safeguarding records and job performance. Please click here to to view our privacy policy. 

Signed………………………………………………… Date………………………………….

Guidance Notes





EQUAL OPPORTUNITIES MONITORING 


Unfortunately, we are unable to consider your application if these pages have not been completed.


Equal opportunities information is confidential to Human Resources (HR) and will be used only for purposes of statistical monitoring. Data will be processed in accordance with the Data Protection Act 2018 which includes the General Data Protection Regulations 2018.





As part of our on-going commitment to Equality & Diversity, we guarantee that all applicants who have a declared disability or are from a Black or Minority Ethnic background and who meet all of the essential criteria of the job role will be short-listed.  





These pages will be separated from the Application Form prior to the shortlisting process. All sections on this form with the exception of those marked ‘Optional’ must be completed and the document returned as part of your application.


  








