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Thank you for your interest in employment with Southampton City College.  This form should be completed in full.  We will treat the information you give us as private and confidential.  You should not send a CV (curriculum vitae) as an alternative to completing any section of this form.  Any content submitted to us on a CV, will not be considered as part of your application.
Please complete this form clearly and ensure you sign the declaration at the bottom of Section F.

	Vacancy applied for
	

	Vacancy reference number
	
	Applicant Number
	


(To be completed by Southampton City College)

	Section A - Personal Details

	Last name
	
	Mr
	Mrs
	Miss
	Ms
	Other
	

	Any Previous Last Name(s)
	

	First Name(s)
	
	Known As
	

	Address
	

	Postcode
	
	Telephone No. (Home)
	

	Email Address
	

	Telephone No. (Work)
	
	Telephone No. (Mobile)
	

	May we ring you at work? (We will use this with discretion)
	Yes
	
	No
	

	National Insurance Number
	


	Positive about disabled people

	The college is a “Positive About Disabled People” Employer.

	The 1995 Disability Discrimination Act defines disability as substantial and long term.

	Do you have a disability?
	Yes
	
	No
	
	

	Do you need any special provision? If so, please give details below:

	

	*If you wish to discuss this matter in confidence please contact our Equality and Diversity Co-ordinator on (023) 80 57 7308.


	Equality of Opportunity
This monitoring form will be detached from the application form and will not be used by those

involved in the selection process


	Section B – Equal Opportunities

	Personal Details

	Date of birth
	D
	D
	M
	M
	Y
	Y
	Gender:      Male
	
	Female
	

	Ethnic Origin (please tick the box that most closely relates to you)

	White or White British:
	Mixed:

	British:
	English
	
	
	White & Black Caribbean
	
	

	
	Scottish
	
	
	White & Black African
	
	

	
	Welsh
	
	
	White & Asian
	
	

	
	Irish
	
	
	

	Other White background (please specify below)
	Other Mixed background (please specify below)

	
	
	
	
	

	

	Black or Black British
	Asian or Asian British

	Caribbean
	
	
	Indian
	
	

	African
	
	
	Pakistani
	
	

	
	Bangladeshi
	
	

	Other Black background (please specify below)
	Other Asian background (please specify below)

	
	
	
	
	

	

	Chinese
	Other Ethnic background (please specify below)

	Chinese
	
	
	

	

	Nationality

	What is your country of birth?
	

	

	Religion

	What is your religion?
	

	


	Applicant Number
	

	Section C – Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975

	Southampton City College aims to promote equality of opportunity for all job applicants with the right mix of talent, skills and potential. 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. Please note that the post for which you are applying may involve unsupervised access to children and young persons. As Southampton City College meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974, applicants for positions who are offered employment will be subject to a criminal record check from the Criminal Records Bureau before the appointment is confirmed. This will include details of cautions, reprimands or final warnings, as well as convictions.

If you have EVER been convicted of a criminal offence you should tick the ‘yes’ box. If you have NEVER had any convictions you should tick the ‘no’ box.
If you have a conviction you may have been advised that convictions become ‘spent’ after time and you do not need to declare them, but as a learning environment where you may have unsupervised access to children and vulnerable adults this ruling does not apply and all convictions should be detailed on a separate sheet of paper attached to the application form.

	Have you ever been convicted of any criminal offenses?
	Yes
	
	No
	
	

	If yes, please give details of the conviction(s) and the date(s) on a separate sheet and return it with this form.
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 statement above is correct. A copy of the check will also be sent to you by the CRB for your own records.
Please be assured that if you do have a conviction it will remain completely confidential between yourself and the Human Resources department, no information will be passed onto the department to which you are applying for the post. Please also be assured that having a conviction does not bar you from employment at the College. The College aims to promote equality of opportunity for all job applicants and each case will be looked at on its particular circumstances and background.

As a final note, if you have any queries at all about this section or are still unsure which box you

should tick please contact a member of the Human Resources team on 023 8057 7427 or 023

8057 7380 or email recruitment@southampton-city.ac.uk. Failure to disclose criminal offences

could lead to your application being rejected or if you are appointed to your dismissal from the

College.

	Section D – Work Permit

	Are you permitted to work in the UK in accordance with the Immigration & Asylum Act 1996?
	Yes
	
	No
	
	

	You must provide the College with satisfactory evidence that you are entitled to work in the UK. This will be required at interview. Only original documents (not copies) are acceptable. Should your application be successful, before your employment can be confirmed, you must provide original documents showing your National Insurance number and other evidence of your entitlement to work, such as:
· Passport
· Birth Certificate
· Your National Insurance card

· P45 issued by previous employer
· Your most recent P60 issued by your previous employer

We will take photocopies of these documents, please let us know. Other documents may be

acceptable depending on the circumstances.


	Section E – Data Protection Statement

	We, Southampton City College, will process the personal information provided by you in the application form, and any other personal information provided by you now or in the future, in accordance with the Data Protection Act 1998, to assist us in considering your application for employment and, if you become an employee, for purposes relating to your employment.

For selection purposes, your personal information will be considered by our Human Resources Department (HR) and, where appropriate, relevant managers of the College. However, none of the sensitive information, e.g. health, ethnicity or criminal record (if any) included in this application form will be provided to the managers during the selection process (except where necessary to enable us to make arrangements for you to attend any interviews). Any appointment will be subject to references, Criminal Records Bureau Check, a valid Immigration check and the completion of a medical questionnaire which will be passed confidentially to our Occupational Health Professionals.
Should your application for employment be unsuccessful or if your application is placed on hold pending any suitable vacancy arising in the College, your personal information will be held on our HR database for approximately 6 months. After this period your personal information will be erased and your application form and any associated documents will be disposed of in a confidential and responsible manner.
If your application for employment with the College is successful, all of your personal information

(including sensitive information) provided in your application form, and any information provided by you now or in the future, may form part of your HR file and may be held on our HR database. Your personal information will be processed to assist in the service and administration of the College’s employment practices, e.g. payroll, performance reviews, equal opportunities and other monitoring. Your College manager may also have access to your personal information to assist in line management duties, e.g. performance reviews.
Should you leave the College’s employment, your personal information will be retained for a reasonable period of time in line with HR practice, including for the purposes of providing references and dealing with any queries in connection with your employment.

	Section F - Declaration

	I declare that to the best of my knowledge and belief all the statements and information given in this form and the replies to the questions in sections B, C and D are true and complete, and that I have not withheld any material fact. I understand that any appointment will be made on the basis that the information given on this form is true and correct. I understand that if I have failed to

disclose information or given incorrect information this may result in an offer of appointment being withdrawn, or in disciplinary action or dismissal at a later date.
I consent to the College obtaining information or references from any present or previous employers, or any other company or institution which the College considers appropriate. I also consent to those employers releasing information about my sickness absence while in their employment for the purpose of those references. We will only seek references if you accept an offer of an interview and / or employment with us.
I have read and understood the Data Protection statement in Section E and consent to the College processing my personal information as described in that section.

	Signature
	

	

	Date
	D
	D
	M
	M
	Y
	Y
	

	Please Return to:

Human Resources Department

Southampton City College

St Mary Street

Southampton

SO14 1AR


	Vacancy Applied For
	

	Applicant Number
	

	Section G – Qualifications

	Include most recent examinations, degrees, diplomas, professional examinations etc.

	School / College / University
	Course / Qualification
	Grade
	Date Obtained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Membership of Professional Bodies

	Name of Body
	By Examination
	Date Obtained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	Do you have qualified teaching (learning and skills) status?
	Yes
	
	No
	
	

	Are you a registered member of the Institute for Learning?
	Yes
	
	No
	
	

	If yes, what is your Membership Grade?
	

	If yes, what is your Membership Number?
	

	Those teachers with QTS do not require any further qualification on top of, however a mandatory CPD module around orientation to the FE sector will be required.

	

	Section H – Employment History

	Current or last employment (if you were employed by an agency please provide the agency contact details)

	Job Title 
	

	Department
	

	Date from
	D
	D
	M
	M
	Y
	Y
	Date to
	D
	D
	M
	M
	Y
	Y
	

	Notice Period
	
	Salary
	
	

	Reason for leaving or wanting to leave
	

	Employers Name
	

	Referee’s Name
	

	Address
	

	
	

	
	
	Post Code
	

	Telephone No.
	
	Fax
	
	Other (e.g. mobile)
	

	Email Address
	

	Previous Employment (most recent employment first, continue on a separate sheet if necessary)

	Please account for any gaps in your employment history

	Job Title
	Name and Address
	From
	To
	Reason for Leaving
	Final Salary

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Secondary / Other Employment

	To help us meet our statutory duty to comply with the Working Time Regulations 1998, please answer the following questions:

	Do you currently have any other employment that you propose to continue?
	Yes
	
	No
	

	If yes, how many hours do you work there each week?
	

	Employers Name
	

	Referee’s Name
	

	Address
	

	
	

	
	
	Post Code
	

	Telephone No.
	
	Fax
	
	Other (e.g. mobile)
	

	Email Address
	

	

	References

	Your present employer (or last if unemployed) will be contacted as one of your referees. If you have only given details of one referee please provide the details of another below.

	Referee’s Name
	

	Relationship to you
	

	Organisation Name
	

	Address
	

	
	

	
	
	Post Code
	

	Telephone No.
	
	Fax
	
	Other (e.g. mobile)
	

	Email Address
	

	If you are short-listed, do you agree to your references being taken up before interview? 

	
	Yes
	
	No
	

	If you have said no, please state why:
	

	Interests/Leisure Activities relevant to the post (include any voluntary work)

	


	Section I - Experience and Relevant Skills

	Please give full details of your skills and experience relevant to the post applied for with particular reference to the job description and person specification, including any relevant training courses attended.

	


	Continued from previous page

	


	Section J – Job Details

	Hours available to work
	Full-time
	
	Part-time
	
	Term time
	

	If you have ticked ‘part-time’ or ‘term time’, please give details of availability
	

	Dates not available for interview (in the next 4 weeks)
	

	Have you applied to work at the college before?
	Yes
	
	No
	
	

	If yes, please give details:
	Job Title
	

	Department
	

	Date Applied
	D
	D
	M
	M
	Y
	Y
	Did you attend an interview?
	Yes
	
	No
	
	

	Have you worked for the college before? (including temporary work)
	Yes
	
	No
	
	

	If yes, please give details:
	Job Title
	

	Department
	

	Dates of employment
	

	

	How did you learn about this vacancy?

	Speculative Enquiry
	
	
	

	Newspaper / Journal
	
	
	Please Specify
	

	Agency
	
	
	Please Specify
	

	College Employee
	
	
	Please Specify
	

	FE Jobs / Eteach
	
	
	Please Specify
	

	Graduate Jobs
	
	
	Please Specify
	

	My Southampton Jobs
	
	
	Please Specify
	

	Jobcentre Plus
	
	
	Please Specify
	

	College Website
	
	
	Please Specify
	

	Monster
	
	
	Please Specify
	

	Other Website
	
	
	Please Specify
	

	Other
	
	
	Please Specify
	

	

	Section K - Miscellaneous

	Do you hold a full UK driving license?
	Yes
	
	No
	
	

	Do you own a car?
	Yes
	
	No
	
	

	Are you related to any member of Staff / Corporation at Southampton City College?
	Yes
	
	No
	
	

	If yes, please provide details
	

	


