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JOB APPLICATION FORM
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	POST NAME :
	

	POST REFERENCE :
	     

	APPLICATION  NUMBER :
	OFFICE USE ONLY


	SECTION ONE : PERSONAL DETAILS

	Surname:
	
	Title:
	

	Forenames:
	
	
	

	Permanent Address:
	

	
	

	
	
	Postcode:
	

	Home Tel No:
	
	Mobile No:
	

	Personal Email:
	
	Work Tel No:
	

	NI Number
	
	Work Email:
	


	Are you eligible to live and work in the UK without restriction? 
	              Yes  FORMCHECKBOX 
                  No   FORMCHECKBOX 



	If ‘No’, please give details of your visa or residence permit, including any expiry dates/work restrictions

	


	Do you require any adjustments to be made to enable you to participate in the recruitment process because of a disability? Please provide details of any assistance:

	


	RELATIVES

	Are you related to an employee or a governor at the College?          
Yes    FORMCHECKBOX 
             No   FORMCHECKBOX 


	If yes, please give details:


	


	HOW DID YOU HEAR ABOUT US?

	To help us monitor our advertising, please state where you first saw this post advertised: 

	Morgan Hunt    FORMCHECKBOX 
                 Referred by staff member   FORMCHECKBOX 
      Other, please specify  

	


	REFERENCES

	Please give details of two referees, from your two most recent employers, who can verify your employment record and give information about your suitability for this post.  References must include your current (or most recent employer if you are not currently working and should be your current or most recent line manager).

If you are applying to work in a role undertaking regulated activities with children or adults, one reference must be from an employer where you have held similar responsibilities in the past.  We will specifically ask your referees about your suitability to work with children/adults. References will not be accepted from relatives, colleagues or people writing in the capacity as friends.  We will also not accept references addressed to “whom it may concern” or references that do not address all the questions asked. If provisionally appointed, please inform your referee that we will be contacting them for a reference.


	Name:
	
	Name:
	

	Job Title:
	
	Job Title:
	

	Organisation:
	
	Organisation:
	

	Address:
	
	Address:
	

	Tel Number:
	
	Tel Number:
	

	Work Email:
	
	Work Email:
	

	Relationship:
	
	Relationship:
	

	Are you happy for this referee to be contacted before interview?        Yes   FORMCHECKBOX 

               No   FORMCHECKBOX 



	Are you happy for this referee to be contacted before interview?          Yes   FORMCHECKBOX 

             No   FORMCHECKBOX 





	DISCLOSURE OF CRIMINAL RECORD


All candidates for posts which give them access to undertaking regulated activities with children and/or adults are required to disclose details of all previous unprotected* convictions, under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  Failure to declare an unprotected conviction may result in withdrawal of an offer of employment or dismissal if it subsequently becomes apparent that you do have a criminal record. Any employment offered by the College will be subject to completion of an appropriate Disclosure and Barring Scheme (DBS) check and presentation to the College of a satisfactory original DBS Disclosure Certificate.
1) Do you consent to the College undertaking a DBS check and retaining a copy of the disclosure on file?












Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

2) Do you have or have you ever had any criminal convictions and/or cautions that are not protected by the Rehabilitation of Offenders Act?












Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

3) Are you on List 99, disqualified from working with children and/or adults, or subject to sanctions imposed by a regulatory body (e.g. the General Teaching Council)?












Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

4) Have you ever been interviewed in connection with or been the subject of any investigation or enquiry into abuse or other inappropriate behaviour by the Police or Social Services?

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If you have ticked ‘Yes’ to questions 2-4, please complete the ‘Declaration of Criminal Convictions’ form below.  Failure to complete this section will result in your application not being considered further.
*Please refer to the government guidance on the Rehabilitation of Offenders Act for the most up to date list of convictions that you do not need to disclose. Further information can be found on www.gov.uk. Declaration of a conviction will not necessarily mean disqualification from appointment. However, if it is subsequently found that you failed to declare a conviction, this will be regarded as gross misconduct, which could lead to your employment being terminated. The information you provide will remain confidential.

	DECLARATION OF CRIMINAL CONVICTION 

	Please give details, including date, nature of offence and sentence of all criminal convictions both spent and unspent. If none please write ‘none’ in the section below. 

	Please mark this box with an “X” to confirm the information you have given is correct and complete:  FORMCHECKBOX 

Date (dd/mm/yyyy):      

	


	EQUALITY OF OPPORTUNITY MONITORING 

	In order to monitor the effectiveness of our Equal Opportunities Policy, we would request that all applications provide the following information, which will be treated as confidential. It will be detached from the application form prior to the short-listing stage.
Post name 
Reference Number
Full name 


	Gender:
	Female  FORMCHECKBOX 
        Male  FORMCHECKBOX 
             Intersex   FORMCHECKBOX 
       Non Binary   FORMCHECKBOX 
     Prefer not to say  FORMCHECKBOX 


	Are you married or in a civil partnership:                               Yes  FORMCHECKBOX 
                     No  FORMCHECKBOX 
    Prefer not to say  FORMCHECKBOX 

Age:                              16-24  FORMCHECKBOX 
       25-29   FORMCHECKBOX 
                30-34   FORMCHECKBOX 
               35-39   FORMCHECKBOX 
                      40-44  FORMCHECKBOX 
       

                   45-49   FORMCHECKBOX 
  50-54   FORMCHECKBOX 
       55-59   FORMCHECKBOX 
                60-64   FORMCHECKBOX 
                   65+  FORMCHECKBOX 
   Prefer not to say    FORMCHECKBOX 

Your Sexual Orientation

Bisexual
Heterosexual/straight  
Gay Man  
Gay woman/lesbian  
Prefer not to say  
Other please specify   


	What is your ethnicity (ethnic origin is the group to which you perceive you belong to, it is not your nationality, place of birth or citizenship: 
Asian or Asian British

Mixed

Black or Black British

Bangladeshi

White/Asian  

African

Indian

White/Black African  

Caribbean

Pakistani

White/Black Caribbean  

Other Black Background  

Other Asian Background  

Other Mixed Background  

Please specify

Please specify

Please specify

White

Chinese or Other Ethnic Group

Other Ethnic group 

British

Chinese

Arab

Irish

Other

Any other ethnic group

Other White Background  

Please specify

Please specify

Please specify

Prefer not to say



	Your Religion or Belief
No religion 

Hindu

Sikh

Baha’i

Jain

Muslim

Buddhist

Jewish

Other

Christian

Prefer not to say

Do you consider yourself to have a disability or health condition according to the terms given in the Equality Act?                                                                                              Yes   FORMCHECKBOX 

 No   FORMCHECKBOX 
          Prefer not to say   FORMCHECKBOX 

If you have a disability, would you like to be considered under the Guaranteed Interview Scheme?

                                                                                                       Yes  FORMCHECKBOX 
      No  FORMCHECKBOX 

What is the effect or impact of your disability or health condition on your ability on your ability to give your best at work? Please write in here: 

The information in this form is for monitoring purposes only.  If you believe you need a ‘reasonable adjustment’, then please discuss this with the recruiting manager. The College operates a ‘Guaranteed Interview Scheme’ as part of our commitment to promote equality of opportunity for applicants and employees with disabilities. Under this scheme if you have disclosed a disability you can request to be guaranteed an interview if you have demonstrated in your application that you meet the essential shortlisting criteria.
DECLARATION
I declare that the information given in this application is to the best of my knowledge complete and correct. I understand that the College reserves the right to seek verification of any information provided. I understand that if it is discovered that I have given false information I may be dismissed from the College’s employment and possibly referred to the Police or other regulatory body.

Agree: (Mark with an “X”)         FORMCHECKBOX 

Date (dd/mm/yyyy):                 
The College complies with the General Data Protection Regulations (GDPR) and the Data Protection Act 2018 (DPA). I agree to the College using the information contained in this form for the proper administration of the recruitment process and should I be successful I agree that the information will be used as part of the employment relationship.

Agree: (Mark with an “X”)         FORMCHECKBOX 
  

Date (dd/mm/yyyy):                      

	 I hereby authorise Waltham Forest College to take up references from my previous employer(s) and my present employer (once the offer of employment has been confirmed in writing.) In addition, I hereby authorise you to take up other reference checks as you may deem appropriate.

Signature

DATA PROTECTION STATEMENT
Waltham Forest College complies with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018 (DPA). The College will hold and use any personal data (including special categories of personal data) relating to you in accordance with its legal obligations, in the manner set out in the Colleges’ Privacy Notice and the Data Protection Policy which can be located on https://www.waltham.ac.uk.

Access to the information contained in your application form will be restricted to a limited number of authorised College staff, Morgan Hunt the Colleges’ recruitment provider and other third parties. The information may also be used for the purposes of compiling employee statistics and equal opportunities monitoring.
I give my consent to this information being processed and stored (by means of a computer database or otherwise) as described above, for the duration of my contract of employment and to fulfil the statutory, or recommended, retention periods when I am no longer an employee at Waltham Forest College.  

If you are unsuccessful, your application form will be retained for a maximum of one year. You may wish to opt out from your application being retained for a maximum of one year if you were unsuccessful and for your details to be deleted as soon as possible by ticking the box.                                                                FORMCHECKBOX 

I confirm that all the information given on this form is complete and correct by printing my name below.  
Full Name

Signature

Date

Waltham Forest College is committed to safeguarding and protecting the welfare of young people and vulnerable adults and expects all staff to share this commitment.
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	POST NAME : 
	

	POST REFERENCE :
	

	APPLICATION NUMBER :
	FOR OFFICE USE

	


The College operates a ‘Guaranteed Interview Scheme’ as part of our commitment to promote equality of opportunity for applicants and employees with disabilities. Under this scheme if you have disclosed a disability you can request to be guaranteed an interview if you have demonstrated in your application that you meet the essential shortlisting criteria. If you have a disability, would you like to be considered under the Guaranteed Interview Scheme?   
	Yes  FORMCHECKBOX 
      No  FORMCHECKBOX 



	SECTION TWO: EMPLOYMENT DETAILS                                 (Use additional application information sheet at end of form if required)

	Employer:
	

	Employer Address :

	

	
	

	            
	
	Postcode:
	

	Employed From :
	From:
	
	To:

	Job Title: 
	

	Final Salary
	£
	Grade (if applicable):
	

	Main Responsibilities:

	

	Notice Period:
	

	Reason for Leaving
	


	PREVIOUS EMPLOYMENT HISTORY                               (Use additional application information sheet at end of form if required)

	Please give details of all previous employment since leaving full time secondary education, starting with the most recent (please show any gaps in employment and provide an explanation). If you are still in full time education, please give details of any vacation or part time employment. The information given may be used to obtain references at a later date.



	From:
	     
	To:
	     
	Post Title:
	     

	Employer Name:

Employer Address:
	     
     
	Reason for Leaving
	     


	From:
	
	To:
	
	Post Title:
	     

	Employer Name:

Employer Address:
	     
     
	Reason for Leaving
	


	From:
	
	To:
	
	Post Title:
	     

	Employer Name:

Employer Address:
	     
     
	Reason for Leaving
	


	From:
	
	To:
	
	Post Title:
	     

	Employer Name:

Employer Address:
	     
     
	Reason for Leaving
	


	From:
	
	To:
	
	Post Title:
	     

	Employer Name:

Employer Address:
	     
     
	Reason for Leaving
	


	From:
	
	To:
	
	Post Title:
	     

	Employer Name:

Employer Address:
	     
     
	Reason for Leaving
	


	From:
	
	To:
	
	Post Title:
	     

	Employer Name:

Employer Address:
	     
     
	Reason for Leaving
	


	From:
	
	To:
	
	Post Title:
	     

	Employer Name:

Employer Address:
	     
     
	Reason for Leaving
	


	From:
	
	To:
	
	Post Title:
	     

	Employer Name:

Employer Address:
	     
     
	Reason for Leaving
	


	EDUCATION AND QUALIFICATION                                                                               Start with the most recent

	Academic and/or Vocational Qualifications

	Date Obtained
(mm/yyyy)

School/College or University

Subject or Course

Examination e.g. GCSE

Grade

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     


	Teaching Qualifications and Assessor Awards

	Date Obtained

(mm/yyyy)

School/College or University

Qualification/Award

Grade

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     



	GTC: General Teaching Council number:
	     

	IFL: Institute for Learning number:
	     


	Membership of Professional Organisations / Bodies


	Date Obtained

(mm/yyyy)

Organisation

Membership Level

Membership Number

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     



	Relevant Training Courses Attended



	Date Attended

(mm/yyyy)

Course Title

Training Provider

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     



	SUPPORTING STATEMENT

	In this section you must give full details of how your skills, abilities and experience match the person specification of the post that you are applying for. Please state the person specification criteria and then provide evidence to show how you meet it. E.g.:Level 2 English  -  I have successfully completed a Functional Skills English Level 2 course.


	     


	Supporting Statement (continued…)

	     



We will contact shortlisted applicants within three weeks after the closing date. If you have not heard from us by this date, you should assume your application has been unsuccessful.

HR Department
Waltham Forest College
707 Forest Road

Walthamstow
London 
E17 4JB
Email: humanresources@waltham.ac.uk 
Waltham Forest College is committed to safeguarding and protecting the welfare of young people and vulnerable adults and expects all staff to share this commitment.


	Additional Application Information Sheet 

	     


