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City College Plymouth

Human Resources

Kings Road 

Devonport

Plymouth

PL1 5QG

Telephone: 01752 305361 

Fax: 01752 305323

Email:  recruitment@cityplym.ac.uk
EMPLOYMENT APPLICATION FORM

The information from this application form will be processed and used in accordance with the Data Protection Act 1998.
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Thank you for applying for employment with City College Plymouth.
We welcome applications from all members of the community and are keen to recruit a full diversity of staff who reflect the make-up of Britain today.
You will find enclosed with this application form, a separate Equality and Diversity monitoring form.  This form will only be accessible to the Human Resources team, and will not form part of the recruitment process.  Any detail that you disclose with be treated in the strictest confidence.

We look forward to receiving your application.  If you have any queries, or would like to receive this form in a different format, please do not hesitate to contact the Human Resources team on recruitment@cityplym.ac.uk, or on 01752 305322.

Reference No:-  (for office use only)…………………………………………………………

APPLICATION FOR EMPLOYMENT

Post title: ………………………………...…………………………….………………………………….……
Dept: ………….……………………….……………………………...………………………………………..
YOUR DETAILS

Surname:  …………………………………….……..….
Title:  …………………………...…...................
Forenames: ……………………………………………
Previous/Other Names: …............................
Address: ………………………………………………………….……………………………..……..……...
………………………………………………………………………………………..……………….………....

Post Code…………………………………..……
Date of Birth:  ………………….………..….....
Home Tel. No: …………………………………..…
Daytime Tel. No: ………………………….…
Mobile: …………………………………………….
E-mail Address: ………….………..………...
IFL Number: (Teaching applicants only) ………………………………………….……………….….
National Insurance Number: …………………………………………….………………………………
Reference Number (for office use only):  ....................................................................

Post Title: .................................................       Dept:............................................................................

EDUCATION AND TRAINING (most recent first)

	Date from
	Date to
	Qualifications gained
	Grades/ Awards

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	If invited to attend an interview, you will be required to bring along your original qualification certificates for validation.



CURRENT PROFESSIONAL MEMBERSHIPS

	Grade of membership


	

	

	

	

	


UNPAID / VOLUNTARY / COMMUNITY SKILLS AND EXPERIENCE

Please include, if you wish, time spent on family responsibilities; continue on separate sheet if necessary.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….………………………………………………………………………………………………………………………………………………………………………………………………………………
PRESENT / LAST EMPLOYER

Employer’s name and address: …………………………………………………………………………....

………………………………………………………………………………………………………………..…………………………………………………………………………………………………………………..……………………………………………………………………………………………………………………..……………………………………………………………………….…………………………………………
Position held & brief description of your responsibilities: ………………………………………………....
…………………………………………………………………………………………………………..………..…………………………………………………………………………………………………………………..……………………………………………………………………………………………………………………..……………………………………………………………………….………………………………...……
Your current salary (plus benefits, if applicable): £……………………………………………………..…..
Date of commencement: ……………………………………………………………………………..……….
Date of leaving (if applicable): ………………… Length of notice required: ……………….…………….
Reason for leaving (if applicable): ……………………………………………….…………………………..
REFERENCES

Please give details of two referees. One must be your current or last employer. 

Name: ……………………………………………...
Position: ………………………………...…………
Address : ………………………………….………
…………………………………………………...…
………………………………….……………..……
Post Code: ………………………………………...
Telephone No: …………………………………….


Name: ……………………………….……………..

Position: …………………………….……………...
Address : ………………………………….………

…………………………………………………...…

………………………………….……………..……

Post Code: ………………………………………...

Telephone No: …………………………………….

DETAILS OF ALL PREVIOUS EMPLOYMENT (most recent first)

	Name & address of employer
	Position held and main duties
	Period
Month / Year
	Reason for leaving



	
	
	From

To


	

	
	
	From

To


	

	
	
	From

To


	

	
	
	From

To


	

	
	
	From

To


	


Please continue on a separate sheet if required.  
Please give details and an explanation for any gaps in your employment history.
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
SUPPORTING STATEMENT

Once you have read the job description and person specification, think carefully about your application and the extent to which you have the skills, knowledge and experience the post needs. All your past experience, such as caring for children or voluntary work can be relevant so, if it is appropriate, do include details on your application form.

The submission of a CV is NOT considered appropriate as an alternative to the completion of the formal application form, although it is acceptable in addition.
If you are applying for a Lecturing post, you also need to complete the enclosed Lecturer Competency Assessment Form.

Please use additional A4 sheets, if necessary.

TO BE COMPLETED BY ALL APPLICANTS
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
Thank you for your application and your interest in working for City College Plymouth.
NOTES - PLEASE READ CAREFULLY
1. Rehabilitation of Offenders

This post is, or may be, exempt from the provisions of Section (4) (2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act (Exemptions) Order 1975. Applicants are, therefore, not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the Act, and in the event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action by the College.  

In respect of paragraph 1 above, you are requested to disclose any convictions or outstanding criminal or civil proceedings against you should disclose the detail in a letter, sealed in an envelope and attached to the application form, marked "Private and Confidential, to be opened by the Director of HR only". Any information given will be treated confidentially and will be considered only in relation to an application for positions to which the order applies.

I confirm that I have read and understood the above paragraph.

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

2. Criminal Records Bureau - Disclosure Service

City College Plymouth is committed to the CRB Code of Practice. For all new employees a CRB Disclosure Check will be requested but a criminal record will not necessarily bar you from this position. You will be required to complete a form and provide personal identification information along with proof of address information. It is a condition of employment that you complete the form and provide the necessary information, failure to do so may lead to termination of your employment or withdrawal of your offer of employment. Further details of the CRB Disclosure Service guidelines, CRB Code of Practice and the CCP Policy Statement on the Secure Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure Information are available on request or from the CRB website.

3. Occupational Health Questionnaire

If you are appointed, you will be required to complete an Occupational Health pre-placement Questionnaire. Following receipt of your questionnaire, you may be contacted directly by the College’s Occupational Health provider who will further discuss your health with you, confidentially. The College will then be informed if you are fit for the proposed employment. 
4. The Data Protection Act 1998

The information that you provide on this application form will be held on the form itself and on our recruitment and selection database to assist the College with the recruitment process. The information will be seen by the Human Resources staff and by our departmental shortlisting team for the area with the current vacancy. If, as a result of the recruitment process, you are unsuccessful at any stage, your application form and any other documentation provided in support will be destroyed within 6 months of the interview date. If you are successful at interview, your application form and support documents will form the basis of your personal file at the College.

I have read, understood and agree to City College Plymouth utilising my data as described above.

Signed: _________________________________________________

Print name: _________________________________________________

Date: _________________________________________________

Failure to agree to any of the above may lead to no further consideration being given to your application.
4. DECLARATION

In applying for the post I confirm that to the best of my knowledge the details I have given are complete and correct. I understand that, if I am appointed, personal information about me will be computerised for personnel/employee administration purposes including analysis for management and statutory returns.


Signed: …………………………………………………………..    Date: …………………………….
This form, duly signed, should be returned by the closing date specified to:

Human Resources

City College Plymouth,

Kings Road, Devonport,

Plymouth, Devon, PL1 5QG
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