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	Office use only: 

	Date Received
	
	Ref. No.
	


Application for Employment

N.B. Please complete all sections in full using black ink or type, and tick boxes as appropriate.

	Position applied for
	


1. PERSONAL DETAILS

	Initial(s)
	Last name

	
	


Please complete the section below if relevant to the job for which you are applying

	Do you have a full and valid driving licence that allows you to drive in the UK?  

  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
  No 
	Will you have your own transport available for work?  

 FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

If yes, please state the type of transport:




2. EDUCATION, QUALIFICATIONS AND MEMBERSHIPS

Please note we require a full education history with months and years if known, starting with the most recent first. All gaps must be accounted for in section 4.

Please continue on a separate sheet if necessary

	Where you studied

School/ College/ University

Workplace/ Institute
	From  month/

year 
	To

month/year
	Courses attended and qualifications gained (if applicable)


	Grade



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Please list any professional bodies of which you are a member, stating the type of membership and whether it is attained through qualification, examination or any other method.  



	Name of professional Body
	Type of membership
	Membership/ registration number
	Method of attainment
	Renewal date (if applicable)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3. EMPLOYMENT/ WORK EXPERIENCE  
Present (or most recent) employer 

	Name of organisation
	

	Postal address


	

	Postcode
	

	Telephone number
	

	Nature of business
	

	Period of notice required 

(if applicable)
	

	Dates employed 


	From 

month/ year
	
	To

month/ year
	

	Position(s) held (most recent first) 
	

	Date appointed to present position
	month/ year
	
	Current salary
	£

	Salary range 
	£ 
	Other allowances 
	

	Please give a brief summary of the main duties and responsibilities of your current/ most recent position. 



	Please state your reason for leaving or wishing to leave this position




Previous Employment/ Work Experience

Please list your previous employers, since leaving full time compulsory education (age 16), most recent first with months and years if known. Please continue on a separate sheet if necessary. 

All gaps must be accounted for in section 4. 

	From

month/ year
	To

month/ year
	Name and address of employer 
	Position
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Have you taken any periods of parental leave within the last 5 years?  FORMCHECKBOX 
  Yes   FORMCHECKBOX 
  No

If yes, please give details of any periods that you have taken in the last 12 months:




 4. GAPS IN EDUCATION/ EMPLOYMENT

Please account for any gaps in between your education/ employment and note that all periods since leaving full-time compulsory education (post 16) should be accounted for e.g. periods of unemployment, voluntary work, self-employment, raising a family etc. 

Please continue on a separate sheet if necessary.
	From

month/ year
	To

month/ year
	How occupied

	
	
	


 5. REFERENCES

Please give details of two referees who are not related to you.  The first referee must be your current or most recent employer.  (If you have been self-employed, this referee should be able to comment on your work).  If you have not previously been employed, this referee should be able to comment on your experience/ performance as a student/ pupil.  The second referee can be a past employer or someone that you have known for a minimum of 12 months.  References are not normally taken up until we have decided to invite you to an interview.  

Referee 1 – Current/ most recent employer (if applicable) 

	Name (including title)
	

	Job title or status
	

	Organisation
	

	Capacity in which you know this person
	

	Postal address


	

	Postcode
	

	Telephone number
	

	E-mail address
	

	This person can be approached prior to interview
	        FORMCHECKBOX 
  Yes           FORMCHECKBOX 
  No 

       (Please tick as appropriate)           

	Type of Reference

(please indicate) 
	       Employer  FORMCHECKBOX 
   Academic  FORMCHECKBOX 



Referee 2

	Name (including title)
	

	Job title or status
	

	Organisation
	

	Capacity in which you know this person
	

	Postal address


	

	Postcode
	

	Telephone number
	

	E-mail address
	

	This person can be approached prior to interview
	        FORMCHECKBOX 
  Yes           FORMCHECKBOX 
  No 

       (Please tick as appropriate)           

	Type of reference (please indicate)
	       Employer  FORMCHECKBOX 
   Personal  FORMCHECKBOX 
  Academic  FORMCHECKBOX 



6.  DISCIPLINARY ACTION

	If you are currently employed, do you have a current disciplinary sanction(s) against you?

 FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No

If yes, please give brief details: 

If you are currently unemployed, did you have any disciplinary sanction(s) against you on the date that you left your employment? 

 FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No

If yes, please give brief details: 

 


7. ELIGIBILITY TO WORK IN THE UK

	Nationality
	

	Do you have the right, under UK immigration rules, to live and work in the UK? 

                                  FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No       FORMCHECKBOX 
  Unsure

Please note that if your application is successful you will be required to provide evidence of your right to work in the UK. 



	Is your right to work in the UK time limited?

                                  FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No      

If yes, please provide details of the type of visa or work permit and any restrictions on work. 

Start date  _____________ Expiry date ______________




8.  AREAS OF PERSONAL INTEREST/ ACTIVITIES

	


9. SUPPORTING STATEMENT

Please explain how you see your experience, skills and knowledge meeting the requirements of the position applied for and give reasons why you wish to work at the Trust.  Please take into account the respective job description and person specification, and continue on a separate sheet(s) if necessary.

10. CRIMINAL CONVICTIONS

	Due to the nature of the work for which you are applying, this post is exempt from the provisions of Rehabilitation of Offenders Act 1974, by virtue of the Exceptions 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 a dismissal or disciplinary action.  Any information given will be confidential and will be considered only in relation to an application for positions to which the Order applies.  



	Have you any convictions, cautions or reprimands, warnings or bind-overs which you have incurred for any criminal offence(s)    FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

Have you any pending convictions, cautions or reprimands, warnings or bind-overs for any criminal offence(s)     FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No

If you have answered yes to either of the above questions, please give details:




The Trust reserves the right to verify any of the data supplied in your application. 
	I confirm that the above information is true and correct to the best of my knowledge.   I understand that if I have made any false or misleading statements, or withheld any relevant information, it may result in disciplinary action, including dismissal.

I consent to Ruskin Mill Trust processing, by means of a computer database or otherwise, any information I provide for the purpose of employment by the Trust, in accordance with the Data Protection Act, 1998.

Signature ……………………………………………..           Date ………………………….. 




	Please give any dates when you are not available for an interview within the next two months



	


The Trust normally keeps completed application forms for 12 months.  Please tick the box if you do not want us to keep your application form in the event that your application is unsuccessful  FORMCHECKBOX 
. However, your application will be kept on file for a minimum of six months. 

Please fully complete the Diversity and Equal Opportunity Monitoring Form and return it with your completed application form. 

Please return completed applications to Lindsay Wilkinson, Trust Head of Human Resources, Co Freeman College, 88 Arundel Street, Sheffield, S1 2NG
Ruskin Mill Trust is a Registered Charity No. 1137167
Sole trustee: Ruskin Mill Trust Ltd.  Company No. 7252866
A Rudolf Steiner Charitable Trust

Website www.rmt.org.uk
Diversity and Equal Opportunities Monitoring Form for Job Applicants 
Introduction

Ruskin Mill Trust (the Trust) aims to be an inclusive organisation and it is committed to providing a working and learning environment which is free from unfair discrimination and one that will enable staff and students to fulfil their personal potential.  The Trust aims to ensure that no individual is unjustifiably discriminated against on the basis of gender or marital status, race, ethnic or national origin, disability, religious or political beliefs, sexual orientation, age, family circumstance or other irrelevant distinction.

In order to monitor the effectiveness of the Trust’s policies and procedures and how well it meets its legal requirements, all applicants are requested to complete this Diversity and Equal Opportunities Monitoring Form.

Confidentiality

The Trust is committed to full compliance with the requirements of the Data Protection Act 1998 as currently in force or any successor legislation.  The personal information you provide will be treated as strictly confidential and will be used only for diversity and equal opportunities purposes.  It will not be taken into consideration for short listing or interviewing purposes.  
The data you provide on this form will be transferred to the Trust’s human resources system to help it monitor the diversity of applications that are received and to enable the Trust to develop appropriate policies and procedures regarding diversity and equal opportunities issues.

If you are appointed the information will be transferred to your personnel record to enable the Trust to meet monitoring requirements.  
Completion of the Form

Please fully complete this Diversity and Equal Opportunities Monitoring Form and return it with your completed application form. 

If you require assistance in the completion of this form, would like to receive it in a different format or have any queries that you wish to discuss, please contact the Department of Human Resources.       

	For office use only:

	Date received: 


	Our reference:


PLEASE COMPLETE THIS FORM IN BLOCK CAPITALS AND IN BLACK INK OR TYPE TO HELP MAKE SURE THE INFORMATION YOU PROVIDE IS CLEAR AND EASY TO READ, AND ALSO TICK THE BOXES WHERE APPROPRIATE

	Post applied for:


	Where did you hear about this vacancy? (For example the name of the newspaper, magazine, website etc.)




	1. Post applied for based at: 

(   Argent College (Birmingham)                (   Clervaux site (Darlington)                     

(   Coleg Plas Dwbl (Pembrokeshire)          (   Freeman College (Sheffield)                  

(   Glasshouse College (Stourbridge)          (   Ruskin Mill College (Gloucestershire)  
or
(   Brantwood Specialist School (Sheffield)       
or
(   Transform Residential Limited – 5 Valleys site (Gloucestershire)      
(   Transform Residential Limited – Pembrokeshire site (Pembrokeshire)

(   Transform Residential Limited – South Yorkshire (Sheffield)

(   Transform Residential Limited – Stourbridge site (Stourbridge) 
or

(    Trust (Corporate)     




	2. Surname/Family Name/Last Name:


	Title: Mr / Miss / Mrs / Ms / Other (please specify)

	First Name(s)/Personal Name(s):


	Known as (if different):

	Postal Address:

Postcode: 


	Home telephone no:



	
	Business/ work telephone no. (if convenient):



	
	Mobile telephone no:



	
	E-mail address: 




	3. Gender:                      (   I am male                              (   I am female


	4a. Date of Birth (Day/Month/Year)

____/___   /____
	4b. Age:

(  16-19   (  20-29   (  30-39   (  40-49   (  50-59   (  60-64   (  65+




	5. Current Status:
	(   Married

(   Single 
(   Civil Partnership

(   Living with Partner
(   Widowed

(   Divorced

(   I prefer not to say


	6. Carers and Single Parents

To assist the Trust to monitor whether carers and single parents are treated no less favourably 

Do you have caring responsibility for a dependant child/or children? ( 

                                                            and/or, other dependant(s) ( 

If other, please state who this is ________________________________




	7. Nationality: 

___________________________


	8. Disability

Please refer to the information below before answering this question



	The Disability Discrimination Act (1995) defines a disability as a physical or mental

impairment, which has a substantial and long-term adverse effect on a person’s ability to carry out normal day to day activities.

Do you consider yourself to be disabled/ have a disability as defined above, or if you do not consider yourself to be disabled, do you have any long-term health related

condition that impacts upon your ability to carry out normal day-to-day activities?

	(    Yes

(    No

(    I prefer not to say



	Please tick which category/ies you think best describes your disability(ies).

	(   Dyslexia
	(   Mental health difficulties

	(   Blind / Visually impaired 
	(   An unseen disability (e.g. diabetes,                          

     epilepsy, asthma)

	(   Deaf / Hearing impaired
	

	(   Wheelchair User/Other              

     mobility difficulties
	(   Multiple disabilities

	
	(   Learning disabilities

	(   Personal assistance e.g. support at       work required    
	(   Other disabilities (please specify):

         

	(   Autistic Spectrum Disorder
	


	9. Religion

To which of the following religions, bodies or belief systems, if any, do you belong or affiliate with? 

	(   Buddhist
	(   Jewish

	(   Christian 

(including Church of England, Catholic, Protestant and all other Christian denominations)
	(   Muslim

	
	(   Sikh

	
	(   Other (please specify) __________________

	
	(   I have no religious beliefs

	(   Hindu
	(   I prefer not to say


	10. Sexual Orientation

What is your sexual orientation?

	(   Bi Sexual
	(   Heterosexual / Straight

	(   Gayman
	(   Other (please state) ____________________

	(   Gaywoman/ Lesbian
	(   I prefer not to say 


	11. Ethnic Origin

Which one of the following groups do you feel most adequately describes your ethnic origin? 

	(   White British
	(   Asian or Asian British – Bangladeshi

	(   White Irish
	(   Other Asian Background ________________

	(   Other White Background ________________
	(   Black or Black British – Caribbean

	(   Mixed – White and Black Caribbean
	(   Black or Black British – African

	(   Mixed – White and Black African
	(   Other Black Background ________________

	(   Mixed – White and Asian
	(   Chinese

	(   Other – Mixed Background _______________
	(   Other Ethnic Background ________________

	(   Asian or Asian British – Indian
	(   Not known

	(   Asian or Asian British - Pakistani
	(   I prefer not to say


	12. Canvassing

Are you related to an employee(s) or trustee(s) of Ruskin Mill Trust? 

	  Yes  (       No   (
If yes, please give details:  

Name__________________________   Position __________________________________                                          

Relationship to you ______________________

            


I confirm that the above information is correct to the best of my knowledge.  I consent to Ruskin Mill Trust processing, by means of a computer database or otherwise, any information I provide for the purpose of employment by the Trust, in accordance with the Data Protection Act 1998.

Signature ______________________         Date _____________

Thank you for completing this Diversity and Equal Opportunities Form.  Please ensure that you return it with your fully completed application form, otherwise your application cannot be considered.
Department of Human Resources
