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ACADEMIC AND MANAGEMENT APPLICATION FORM
Please complete all sections of the application form as the information provided on this form will be used as part of the selection process.  Please use black ink or type to complete this form.  
	POST DETAILS

	Application for appointment as:
	     

	Department:
	     

	Subject area: 
	     

	Please state where you saw this advertisement:
	     


	SECTION ONE:
PERSONAL DETAILS (in capitals)

	Title:     
	Mr.  FORMCHECKBOX 
   Mrs.  FORMCHECKBOX 
   Miss.  FORMCHECKBOX 
   Ms.  FORMCHECKBOX 
   Dr.  FORMCHECKBOX 
   Other      

	Forenames (in full): 
	     
	Surname: 
	     

	Address: 
	     

	
	Postcode: 
	     

	Day Tel No:
	     
	Evening Tel No:
	     

	Mobile Tel No:
	     
	Email:
	     

	Where previous employment/education carried out under another name, please state name:
	     

	If applicable

	Department of Education & Science Ref No:
	
	Date of recognition as a qualified teacher:
	


	SECTION TWO:
EMPLOYMENT

Please state current grade of membership of professional and/or scientific bodies with dates of election, and/or qualification.

	PRESENT/LAST APPOINTMENT

Please provide details of your most recent employer.  Please continue on a separate sheet if necessary.  

	Dates (mm/yy)
	Authority or Employer
	Name & Type of School/College (or if not Teaching, Nature of Post or Activity)
	Position(s) held and brief details of duties
	Final salary (Excl. London weighting, allowances etc.)
	Reason for leaving

	From
	To
	
	
	
	
	

	     
	     
	     
	     
	     
	£     
	     


	PREVIOUS APPOINTMENTS 

Please provide details of all previous employment, starting with most recent first.  Please continue on a separate sheet if necessary.   

	Dates (mm/yy)
	Authority or Employer
	Name & Type of School/College (or if not Teaching, Nature of Post or Activity)
	Position(s) held and brief details of duties
	Final salary
	Reason for leaving

	From
	To
	
	
	
	
	

	     
	     
	     
	     
	     
	£     
	     

	     
	     
	     
	     
	     
	£     
	     

	     
	     
	     
	     
	     
	£     
	     

	     
	     
	     
	     
	     
	£     
	     

	     
	     
	     
	     
	     
	£     
	     

	SECTION THREE:
MEMBERSHIP OF PROFESSIONAL BODIES (if applicable)
Please state current grade of membership of professional and/or scientific bodies with dates of election, and/or qualification.

	Name of Professional Association or Institution
	Membership Grade
	Date Awarded
	How obtained?

(Exam, Invitation etc)
	For Office Use

	     
	     
	     
	
	

	     
	     
	     
	
	

	     
	     
	     
	
	

	     
	     
	     
	
	


	SECTION FOUR:
SECONDARY/FURTHER/HIGHER EDUCATION (in capitals)
Please start with your most recent education, continuing on a separate sheet if necessary.  

	Dates (mm/yy)
	School, College or University
	Examinations taken, results/grades obtained, Scholarships or other distinctions. (Please state the title of any thesis if applicable.)

	From
	To
	
	

	     
	     
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	SECTION FIVE:
OTHER RELEVANT PROFESSIONAL, OCCUPATIONAL OR SKILLS TRAINING

(i.e. those not covered in the previous section). Please start with your most recent training

	Dates
	Institute or Employer
	Type of Training e.g. Full time, Part time, Distance Learning
	Subject(s) Studied 
	Qualifications Gained

	From
	To
	
	
	
	

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	SECTION SIX:
SUPPORTING INFORMATION (Please continue on a separate sheet if necessary)

Please give further details in support of your application. These should include the following:

	1. Details of how your qualifications and experience make you a suitable candidate for the post.

     

	2. Details of research, publications, consultancies and examinerships. 
     

	3. Details of voluntary work undertaken and any activities/interests.

     

	4. Reason for applying for the post and any other information you consider to be relevant to your application.

     


Please write on a separate sheet (and attach to the application form) any information which you think is relevant but is not covered elsewhere.

	SECTION SEVEN:
GENERAL INFORMATION 

	1
Please give dates on which you will not be available for interview. If they clash with the interview date(s), we will try to arrange another suitable time, but this cannot be guaranteed.
	     

	2
We are committed to ensuring equal opportunities for all, and as such is there anything you would like to request to enable a fair interview to take place?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	If yes, please provide details so that they can be taken into account:
	     

	3
If recommended for appointment, you will be asked to produce evidence of your right to work in the UK.  This requirement is in line with the Asylum and Immigration Act 1996.

	
a)
Do you need a work permit to take up employment in the UK?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	
b)
If YES, do you already have a work permit for your current employer?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	4a
Do you possess a current driving licence? 
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	4b
If yes, do you have regular use of a car during working hours?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	5
Are you subject to any legal restrictions in respect of your employment in the UK?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	If yes, please provide details:
	     

	SECTION SEVEN cont.

	6
Are you, to your knowledge, related to any member or employee of Central Bedfordshire College Corporation? 
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	If yes, please provide details:
	     

	7
If appointed, do you have any business and/or financial interests that might conflict with the duties of the post?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	If yes, please provide details:
	     

	8
Have you attached any continuation / additional sheets to this application?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	If yes, please provide details:
	


	SECTION EIGHT
REFERENCES

Please give below the names and addresses of people to whom we may apply for information about your work, experience and attendance record and indicate your relationship to the referee.

One referee must be your most recent or current employer (if previously employed). If you have just left school/college, you may supply details of your Head Teacher/Principal.

	Name: 
	     
	Name: 
	     

	Position: 
	     
	Position: 
	     

	Address: 
	     
	Address: 
	     

	Postcode: 
	     
	Postcode: 
	     

	Telephone:
	     
	Telephone:
	     

	Email:
	     
	Email:
	     

	Capacity in which known:
	     
	Capacity in which known:
	     

	May we contact prior to interview?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

	May we contact prior to interview?
	Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 


	If any referee knows you by a different surname please give details:
	     


	SECTION NINE
REHABILITATION OF OFFENDERS ACT 1974
This post is exempted occupation under the Rehabilitation of Offenders Act (1974) (Exemptions) Order 1975. We may, through the Criminal Records Bureau, make a check to establish any criminal record upon offer of employment.

Your submitted application form will be regarded as signifying your agreement that this may be done.  Applicants are not entitled to withhold information about convictions which for other purposes are spent under the Act.

	Have you ever been convicted of any criminal conviction?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	If yes, please provide details:
	     

	Are you prevented from taking certain employment in education institutions due to being listed on List 99 held by the Department for Education and Skills?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 


	If yes, please provide details:
	     


	SECTION TEN
DECLARATION

The Data Protection Act (2018) aims to ensure that all organisations who collect, process and store information about individuals do so correctly (i.e. people about whom information is collected know of its existence, and how to correct it if it is wrong). As part of the College’s management processes - and in order for the College to process your job application further - the College needs to, collect, process and store information about you as contained within the application form.
Your personal information is strictly confidential.  Our compliance with the EU General Data Protection Regulations (GDPR) guarantees that we will only use your personal information for the purposes of your employment.

Personal information contained within the application form will only be used for the post applied for and no other purpose. The information will be kept confidentially by the College and only used by the interview panel and Human Resource Department for the purposes of selecting the best candidate for the job. If an applicant is not appointed, then his/ her information will be destroyed and also removed from the College database after one year.

If an applicant is appointed to the post, the College will maintain his or her information collected for pay, contract and management purpose, and not for any other purpose. Information will be held on computer and on paper record. Any member has the right to request to see - and if necessary update or correct - the information held about them by the College by contacting Human Resources.

Further processing of this application is conditional upon the applicant agreeing to the processing of data for standard purposes. If returning this form by email, you will be asked to sign this application at your interview if you are shortlisted.

	I agree that Central Bedfordshire College may take reasonable steps to verify this information (e.g. by obtaining proof of qualifications).  I agree to Central Bedfordshire College processing and retaining the personal information contained on this form for any purposes connected with my application or my health and safety while on the premises, my employment record if appointed, and any institutional analysis.

	I declare that the information given in this application is correct to the best of my knowledge and belief and in particular that I have not omitted any material facts which may have any bearing on my application. I understand that any subsequent contract of employment with the College Corporation will be made only on this basis, and that any willful or negligent mis-statement could lead to my application being rejected or to my dismissal if engaged.

	Name: 

     
	Date: (dd/mm/yy)

	Signature:
     
	     

	Canvassing of members or employees of Central Bedfordshire College Corporation directly or indirectly in connection with this application will disqualify the candidate


When completed please return to:

Human Resources Department,

Central Bedfordshire College, 
Kingsway, 
Dunstable, 
Bedfordshire

LU5 4HG

or

recruitment@centralbeds.ac.uk
Last updated: 23/08/11
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