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Application for Employment

Highbury College, Dovercourt Road, Portsmouth, Hampshire, PO6 2SA
(Please do not enclose a CV)

Private & Confidential

Highbury College is committed to the development of positive policies to promote equal opportunities in employment, regardless of sex, marital status, sexual orientation, creed, colour, race, ethnic origin, disability or belief.

The information in part one of your application is not included in the selection process.

Please complete all of the sections in handwriting in black ink or in typescript.

PART ONE – Equal Opportnities

	Position Applied for:      
	Reference:      

	Full-time / Part-time / Morning / Afternoon / Evening
	Days / Time available:      

	Surname / Family Name:      
	Forename(s):      

	Address:      







Post Code:      

	Home Telephone:      
	Mobile:      

	Have you applied to this College before? 
YES      FORMCHECKBOX 
        NO       FORMCHECKBOX 
            If so, when?      


	Have you ever worked for this college before? If so, when? 
YES      FORMCHECKBOX 
        NO       FORMCHECKBOX 
            If so, when?      


	Do you have any relatives at the College?      
YES      FORMCHECKBOX 
        NO       FORMCHECKBOX 
            Please state their names:      

	Please state the source of your application e.g. newspaper, hearsay etc…      

	Please gives dates of any holidays booked:      

	Emergency Contact Name:      
Relationship:      
Contact Number:      




Part One – Equal Opportnities
Highbury College is commited to Equal Opportunities. In order to monitor the progress of our recruitment and selection processes we need you to complete the details as requested below. All information will be treated in the strictest confidence and will not be included in the selection process.
Nationality
	Ethnic Origin (please tick)

White:

 FORMCHECKBOX 
 British
 FORMCHECKBOX 
 Irish
 FORMCHECKBOX 
 Other (Please specify)      
Mixed Race:

 FORMCHECKBOX 
 White & Black Caribbean
 FORMCHECKBOX 
 White & Black African
 FORMCHECKBOX 
 White & Asian
 FORMCHECKBOX 
 Other (Please specify)      
Chinese or Other Ethnic Group
 FORMCHECKBOX 
 Chinese
 FORMCHECKBOX 
 Other (Please specify)      
	Black or Black British:

 FORMCHECKBOX 
 Black Caribbean
 FORMCHECKBOX 
 Black African
 FORMCHECKBOX 
 Other (Please specify)      
Asian or Asian British:

 FORMCHECKBOX 
 Indian
 FORMCHECKBOX 
 Bangladeshi
 FORMCHECKBOX 
 Pakistani

 FORMCHECKBOX 
 Other (Please specify)      



Gender and Age Equality

	Age Range (Please tick):


 FORMCHECKBOX 
 Under 16

 FORMCHECKBOX 
 45 – 54 
 FORMCHECKBOX 
 16 – 24

 FORMCHECKBOX 
 55 – 64 
 FORMCHECKBOX 
 25 – 34

 FORMCHECKBOX 
 65 within the next 6 months
 FORMCHECKBOX 
 35 – 44

 FORMCHECKBOX 
 65 + 
	Gender (Please tick):
 FORMCHECKBOX 
 Female
 FORMCHECKBOX 
 Male



Disability Details
In order to help fulfil our commitment as an Equal Opportunities Employer, if you consider yourself to have a disability, please answer the questions below.
	Do you consider yourself to have a disability?      YES      FORMCHECKBOX 
     NO      FORMCHECKBOX 

Please state the nature of your disability:      
     
Please state any physical or mental restrictions caused by your disability:      
     
Please state any reasonable adjustments we can make to assist you in your application:      
     
Please tell us if we can make any reasonable adjustments to the job to help you carry it out:
     



Part One – Medical Screening
All candidates who are shortlisted for interview will be asked to complete a medical questionnaire prior to the interview, If you are successful this will be passed to our Workplace Health Advisor for screening as part of our pre-employment enquiries.
	Please state the number of days and periods absent from work due to sickness in the past two years. Please give brief details of illness.

     


References
Please give below the names and addresses of two referees, including telephone numbers if possible, whom we may approach for a reference. At least one should be your present or most recent employer, the other should be someone who has known you in a professional capacity. Referees should not be relatives and should be able to cover the last three years. Personal referees should only be given when there is no previous employer or educational establishment from which a reference can be obtained.
	Reference 1 (please specify)

(Present or most recent employer):
Name:      
Job Title:      
Company Name:      
Address Line 1:      
Address Line 2:      
Town / City:      
County:      
Post Code:       


Telephone Number:      
Email address:      
Relationship / capacity in which known:      
May we appraoch this referee if you are short- listed?
YES       FORMCHECKBOX 
                  NO      FORMCHECKBOX 


	Reference 2 (Please specify)
(Personal or employment):
Name:      
Job Title:      
Company Name:      
Address Line 1:      
Address Line 2:      
Town / City:      
County:      
Post Code:       


Telephone Number:      
Email address:      
Relationship / capacity in which known:      
May we appraoch this referee if you are short- listed?

YES       FORMCHECKBOX 
                  NO      FORMCHECKBOX 




Part One – Disclosure of Criminal Convictions
We welcome applications from diverse candidates and if you have a conviction this will not necessarily bar you from consideration for employment. Each case is looked at on its particular circumstances and background. The provisions relating to the non-disclosure of criminal convictions do not apply to certain occupations.The job for which you are applying is exempted under the Rehabilitation of Offenders Act 1974 (Exemptions 1975). Therefore, it is necessary for you to disclose any criminal convictions (inc. cautions) even if, under the above act, they would otherwise be spent.
	Have you been convicted of any criminal offences?       YES       FORMCHECKBOX 
                  NO      FORMCHECKBOX 

If yes, please give details of conviction(s) and the date(s):

     


If you are appointed to a post you will be required to complete a Criminal Records Bureau application form (CRB Check).This check will confirm to the College if the above statement is correct. A copy of the check will also be sent to you from the CRB for

your records. Failure to disclose any criminal offences could lead either to your application being rejected or, if you are appointed, to dismissal if it is subsequently learnt that you have had criminal convictions.
Asylum and Immigration Act 1996

	National Insurance Number:      


A document showing your national insurance number, birth certificate or other proof of your entitlements to work in the UK will be required at interview. Only original documents (not copies) are acceptable.
	Do you require permission to live and work in the UK?  YES       FORMCHECKBOX 
                  NO      FORMCHECKBOX 



	Declaration
I accept that the information provided on this application form will be processed for the purposes of recruitment and selection and equality diversity monitoring. It will form part of my personal file if I am successful or kept by the College for six months if I am unsuccessful. Such use will be subject to the provisions of the Data Protection Act 1998. I certify that the information given in parts 1 and 2 of this application form is correct to the best of my knowledge. If appointed I undertake to make known to the Human Resources department any change in this information which may occur after this date. I understand that giving false information on this application form may result in an offer of appointment being withdrawn, or lead to disciplinary action or dismissal at a later date.
Signature:      




Date:       
For email applications please tick the box as confirmation of the above declaration:   FORMCHECKBOX 



PART TWO
	Position applied for:      


	Applicant Number:      


The decision to invite you to attend an interview will be based on the information you provide in this section.

Secondary Education

	Names / Addresses of Schools / Colleges attended and being attended
	From
	To
	Qualification Gained /

Examinations Passed

	     
	     
	     
	     


	If you are attending school/college, when did you intend to leave?      


	Additional training courses attended:

     


Part two - Employment History

Current or most recent post

	Employers Full Name / Address
	Type of Business
	Employed from
	Employed to
	Position held & brief  description of duties
	Final Salary
	Reason for leaving

	     
	     
	     
	     
	     
	     
	     

	Notice period:      


Other Previous Employment (most recent first)
	Employers Full Name / Address
	Type of Business
	Employed from
	Employed to
	Position held & brief  description of duties
	Final Salary
	Reason for leaving

	     
	     
	     
	     
	     
	     
	     


Part two - Other Previous Employment continued (most recent first)
	Employers Full Name / Address
	Type of Business
	Employed from
	Employed to
	Position held & brief  description of duties
	Final Salary
	Reason for leaving

	     
	     
	     
	     
	     
	     
	     


	Details of membership of professional bodies:

     


	Hobbies, interest, public/voluntary positions held:      


	Do you hold a full UK driving licence?     YES       FORMCHECKBOX 
                  NO      FORMCHECKBOX 
   Do you have the use of a car for work?      YES       FORMCHECKBOX 
                  NO      FORMCHECKBOX 



Part two – Supporting Information

	In what ways do you think your skills, knowledge and previous experience are relevant to the post for which you are applying?

     


Part two – Continuation sheet

	In what ways do you think your skills, knowledge and previous experience are relevant to the post for which you are applying?

     


