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APPLICATION FORM

GUIDANCE NOTES

In accordance with the General Data Protection Regulation (EU) 2016/679 and Data Protection Act 2018, East Surrey College Corporation (trading as Orbital South Colleges) treats personal data collected during the onboarding process in line with the Corporation's General Data Protection policy. Information about how your data is used and the legal basis for processing your data is provided in the Corporation's Privacy Policies (which can be viewed on the Corporation website or requested from HR). 
Completing the Application Form

· Please complete the enclosed form giving as much information as possible that is relevant to the post for which you are applying.

· The job description outlines the main responsibilities and duties of the post and the person specification outlines the criteria for the ideal applicant. Please read both of these documents carefully before completing the application form. Applicants are matched solely against these criteria and applicants which best match them are invited for interview. 

· It is important therefore that you reply in detail to the requirements of the Job Description and Person Specification and, whenever possible, include some evidence of how you meet the criteria.

· Large quantities of appended material should not be included – a concise, accurate and well-structured application is more likely to receive a favourable response. CVs will only be considered in addition to a fully completed application form.

· Your previous experience should form a continuous record therefore any gaps in employment (e.g. for child raising, voluntary work) should also be included.

· The supporting statement section of the application form is very important and allows you to demonstrate how your experience and achievements match the job criteria. Remember that this evidence may be drawn from any aspect of your life – not necessarily just from formal education or employment. 

· If you have a disability and/or require assistance at interview, please state clearly on your application how you feel we may help. You may prefer to discuss this with the HR when making your application or when called for interview. 

References

· Reference details provided must include your current or most recent employer, and should cover all employers during the last 5 years. 
· Please note your references may be contacted before your interview, however if you do not wish for us to contact them prior to interview please ensure you have ticked the relevant box on the application form.
Equal Opportunities monitoring

· East Surrey College Corporation is committed to equal opportunities in all areas of work including recruitment and selection. We will ensure applicants are not discriminated against or disadvantaged by unnecessary job requirements. 

· To monitor our progress towards ensuring equality of opportunity, it is necessary to request special category information from all applicants to include gender, ethnic origin, marital status, disability and age. All information provided will be treated in confidence and only used for equal opportunities monitoring purposes. 

· The Equal Opportunities Monitoring Form will be detached prior to shortlisting and will form no part of the selection process. 

Rehabilitation of Offenders Act

· Because of the nature of the work for which you are applying, you are required to declare any criminal convictions and if you are successfully appointed to the post, the College will undertake an enhanced Disclosure & Barring Service (DBS) check. 

· If you have been prosecuted under the law and been found guilty, please ensure that you provide details in a separate envelope with your name and marked “Confidential”, stating the date and details of the offence and also the sentence. Any information given will be completely confidential and will be considered only in relation to an application for positions to which the order applies.

Returning your completed application

· All applicants must electronically sign the declaration section on the application form certifying that the information contained in the form and attachments are correct. You will be asked to sign the application form in person if you are selected for interview.
· Applications should be submitted electronically by the closing date given in the advert to recruitment@esc.ac.uk.
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APPLICATION FORM

	Post Applied for        
	

	College location (select)
	East Surrey College / John Ruskin College


Personal Details

	Surname


	
	First/Other Name(s)
	

	Title
	Mr, Mrs, Ms, Miss, Dr  (delete as appropriate)
	TPS No 
(lecturing posts only)
	

	Address 
(including post code)
	

	Contact Telephone Numbers:

	Home 


	
	Mobile
	

	Email Address
	

	Preferred Method of Contact
	


Present Situation

	Name of Employer


	
	Post Held
	

	Nature of Business
	
	Date Appointed
	

	Address 
(including post code)


	

	Brief Description of your current role & responsibilities – along with details of other posts held with the same employer
	

	Notice Required
	
	Current Salary
	


Previous Employment / Unpaid Work Experience / Voluntary Work (please ensure to record any employment gaps)
	Name of Organisation
	Position Held/ Nature of Work
	Full

or

Part Time
	Dates

From/To (Month/Year)
	Reason for

Leaving

	
	
	
	
	


Education and Qualifications 
	School/College/University Attended
	Dates

From/To
	Full or

Part Time
	Qualification(s) gained Level & Subject
	Grade
	Certificate Date 
(Month/Year)

	
	
	
	
	
	

	Other qualifications, studies or training courses attended during the last 5 years including any job related training. Please include any current studies or training.


	Date

	
	


Professional Memberships

	Name and Type of Membership of professional Body (with dates admitted). Please indicate if entry was by examination.

	


IT Knowledge

	Details of package(s) used / familiar with

	


Supporting Statement 

	Please use this section to give examples of how your skills, knowledge and experience match the requirements of the Job Description and Person Specification.  You may wish to include examples from work, voluntary work, College/School, home life or hobbies.  This section will be used as part of the shortlisting process so please include any information you feel will support your application.  



	


References

	Please provide details of employment references covering the last 5 years of your employment history. Please include details for all employers during this 5 year period (using an additional page/continuation sheet if required).


	Current/Most Recent Employer:

	Name:


	
	Job Title:
	

	Organisation:

	
	Dates Employed:
	

	Email:


	
	Phone:
	

	Address:


	

	Previous Employer:

	Name:


	
	Job Title:
	

	Organisation:

	
	Dates Employed:
	

	Email:


	
	Phone:
	

	Address:


	

	Previous Employer:

	Name:


	
	Job Title:
	

	Organisation:

	
	Dates Employed:
	

	Email:


	
	Phone:
	

	Address:


	

	Previous Employer:

	Name:


	
	Job Title:
	

	Organisation:

	
	Dates Employed:
	

	Email:


	
	Phone:
	

	Address:


	

	Please also note that your referees may be contacted.  
 FORMCHECKBOX 
 Tick this box if you are in agreement for us to contact your referees prior to interview/offer of employment.


 FORMCHECKBOX 
 Tick this box if you are in agreement for us to contact your referees after offer of employment.




Rehabilitation of Offenders

	Do you have any convictions, cautions, reprimands or final warnings that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)
                      FORMCHECKBOX 
        YES             FORMCHECKBOX 
       NO     

If yes, please provide details in a separate envelope with your name and marked “Confidential”, stating the date and details of the offence and also the sentence.

REHABILITATION OF OFFENDERS ACT
Because of the nature of the work for which you are applying, this post is exempt from the provisions of section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exception) Order 1975. Applicants are therefore not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act (save those spent convictions and cautions which are considered to be protected as provided by the amendments to the Exceptions Order 1975 (2013)*). In the event of employment being offered and accepted, any failure to disclose such convictions which become known later could result in dismissal or disciplinary action. Any information given will be completely confidential and will be considered only in relation to an application for positions to which the order applies.

*Guidance and criteria on the filtering of these cautions and convictions can be found on the Disclosure and Barring Service website. 

Having read the above paragraphs I certify that either there are no convictions of which you should be made aware, or that a confidential envelope has been sent as requested.



	Signed         
	
	Date

	


Declaring an Interest

	In order not to influence the selection procedure adversely, please give details if you are related to or have a personal relationship with any employee of the East Surrey College Corporation (being East Surrey College or John Ruskin College) or its Governing Body.



	If yes, please state who and their role:



DECLARATION

PLEASE NOTE 
Should you be selected for interview, you will be required to provide one of a list of Home Office approved documents as evidence of your right to stay and work in the UK. This is in line with the Asylum and Immigration Act 1996.
	The details given in this application are correct to my knowledge. I understand that my application may be rejected or that I may be dismissed for withholding relevant details or information or giving false information.

	Signed
	
	Date
	


If you apply by email you will be asked to sign your application if invited to interview.
	How did you find out about this vacancy?

	Local Paper          FORMCHECKBOX 
                 ESC website     FORMCHECKBOX 
                  JRC website     FORMCHECKBOX 
                 Word of Mouth       FORMCHECKBOX 

Online Advert       FORMCHECKBOX 
 (please specify website)…………………………………………………………………

Other   FORMCHECKBOX 
 (please specify)………………………………………………………………………………………..

           


EQUAL OPPORTUNITIES MONITORING

East Surrey College Corporation (trading as Orbital South Colleges) is committed to providing equal opportunities employment. Which means ensuring that no job applicant or employee receives less favourable treatment on the grounds of gender, gender reassignment, pregnancy & maternity, age, race, colour, disability, nationality, ethnic origin, religion/belief or is disadvantaged by conditions or requirements which cannot objectively be justified.  Please complete the following sections to assist the monitoring of our policy.
This information will be used solely for monitoring purposes.  It will be treated as confidential and this sheet will be detached from your application form before shortlisting takes place.

	Q1
	Surname
	
	Q2
	Gender

	
	
	
	
	Male     FORMCHECKBOX 
         Female     FORMCHECKBOX 



	Q3
	Date of Birth 
	
	Q4
	Marital Status

	
	D
	D
	M
	M
	Y
	Y
	Y
	Y
	
	
	Single                      Married                  Civil Partnership       
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

	Divorced          Widowed                Separated     
	 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 



	Q5
	Sexual Orientation
	Heterosexual      FORMCHECKBOX 
     Homosexual      FORMCHECKBOX 
         Bi-sexual      FORMCHECKBOX 


	

	Q6
	Ethnicity 

	Asian                          FORMCHECKBOX 
               Black Other             FORMCHECKBOX 
            Bangladeshi               FORMCHECKBOX 
                                  

Chinese                      FORMCHECKBOX 
               Black African           FORMCHECKBOX 
            Pakistani                   FORMCHECKBOX 

Black Caribbean         FORMCHECKBOX 
               White                      FORMCHECKBOX 

Other (please specify)…………………………………………………………………………………….


	Q7
	Nationality
	
	Q8
	Religion
	


	Q9
	Disability: Do you consider yourself to have any disabilities? 

	Yes        FORMCHECKBOX 
           No      FORMCHECKBOX 

If yes, Please state your disability:

Registration No. (If applicable):

Is there anything about your disability which is relevant to your application for this post? If so, please provide details on a separate sheet marked confidential and include your name.




1

