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JOB APPLICATION FORM

Mission Statement
St Mary’s College is a Roman Catholic College operating under the trusteeship of the Marist Fathers.
We base our philosophy on the true Christian values proclaimed in the Gospel and seek to provide a challenging, high
quality education whereby all members of the College community can grow as balanced individuals, morally,

intellectually and spiritually.

Sub Mariae Nomine

Safeguarding and Protecting Young People

St Mary’s College is committed to safeguarding and promoting the welfare of
children, young people and vulnerable adults. We expect all staff and volunteers
to share this commitment. We operate safe recruitment procedures and make sure
that all appropriate checks are carried out on staff and volunteers who work with

us.
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Page to be removed prior to shortlisting

	Application for the Post of:
	
	Candidate No:
	


	Personal Details:

	Surname
	
	Title (Mr, Mrs, Miss, Ms, Dr, Other)
	

	Forename(s)
	
	Known As
	

	Previous / Maiden Name(s)
	
	Date of Birth
	

	Postal Address

(including postcode)
	

	Home Tel No
	
	Mobile No
	

	E-mail Address
	


	Do you have (QTS) Qualified Teacher Status?
	Yes / No
	Date of qualification as a Teacher
	

	Teacher Training

	Secondary / Post-16 Further Education
	Have you completed a probationary year?
	Yes / No

	DFES Number
	
	IFL / GTC Membership Number where applicable
	

	If you are not a UK national, do you have a valid work permit?
	Yes / No
	National Insurance Number
	

	Do you hold a full / provisional driving licence?
	Yes (full)
	Yes (provisional)
	No


	Present or Last Post:

	Name and Address of Employer

	

	Tel No
	
	May we contact you on this number?
	Yes (

No (

	Title of Post
	
	Full time (
	Part-time (

	Date of Appointment
	
	Current Annual Salary:
	£


 pa

£

pro-rata pa

	Reason for leaving present / last post
	
	Date of leaving (if applicable):
	

	Notice Period required for current post
	


	Post-16 Education and Qualifications

	Please give information about any education received and qualifications obtained.  Include grades for ‘A’ levels, Vocational Qualifications, Maths & English GCSE / O’ level etc qualifications; give class and division for Degrees and Teachers’ Certificates. 

	Establishment
	Qualification
	Full / Part-time
	Date(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Further Training

	Recent courses, seminars and in-service training over the past three years and which you consider relevant to the post

	

	

	

	

	

	

	


State the subject(s) you are qualified to teach, and any other areas of interest / specialism you have which may be relevant to your application
	

	

	

	

	

	


	Membership of Professional Bodies

	Details:




	Employment Details: Previous Posts

	In chronological order, please give details of previous appointments (not including present post).  Providing an explanation for any gaps :

	Name & Address of Employer
	Position held (F/T or P/T)

Main duties & age range taught (if applicable)
	Dates employed from and to 
and reason for leaving 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Further Information – Experience, Achievements and Interests

	Please refer to the job description and person specification when completing this section.
Please use this space to submit any additional information which you consider relevant to your application.  Please indicate why you have applied for the position and state those aspects of your education, training, experience, personal skills and attitudes which make you suitable for this post.  (please use additional sheets as necessary)
Please note, CVs will not be considered as part of the recruitment process.

	


	St Mary’s College collects and retains information from job applicants in order that details of suitable future job opportunities can be forwarded to you, if appropriate.

Applications and personal details will be retained for six months.

Please indicate by inserting an ‘x’ in the box below if you do not want your details retained.


I do not wish my details to be kept on file should I be unsuccessful in my current application.   


	Safer Recruitment
Welfare, protection & safety of students

	Children Act 1989

The Children Act 1989 seeks to offer greater protection to children.  The Act places a statutory obligation on schools/colleges to safeguard and promote the welfare of children attending them; accordingly the Governors of St Mary’s College require all applicants to provide the following information:















	Has the Secretary of State for Education ever issued you with a personal warning
 or caused your name to be included on List 99 which names those who may not be employed in schools/colleges?


	Yes 
	No

	Have you ever been the subject of an investigation or enquiry by the Police or Local Authority in relation to a child or children?

	Yes
	
No

	Rehabilitation of Offenders Act (Exceptions) (Amendments) Order 1986
Rehabilitation of Offenders Act 1974
Protection of children:  Disclosure of criminal background of those with access to young people The Rehabilitation of Offenders Act 1974 provides that certain criminal convictions became ‘spent’ after the passage of time, that is, the law will treat them for most purposes as if they had never happened and is not necessary to disclose them on application forms.  However, the Rehabilitation of Offenders Act (Exceptions) (Amendment) Order 1986 contains certain classes of employment where a person can be asked to disclose spent convictions.  The post for which you are now applying falls within that Order and you are therefore required to detail all previous above whether or not they are spent.

Failure to disclose information concerning previous convictions may lead to dismissal or disciplinary action by the college.  Any information given will be treated in the strictest confidence and will be considered only in an application for posts to which the order applies.

WARNING TO CANDIDATES
As this post is classed as having substantial access to persons under the age of 18, appointments will be subject to a police check and any previous criminal convictions.

You must declare either ‘No convictions’ or give details of all offences you have been convicted of (see Details of Spent Convictions).

Please list below criminal convictions




	Criminal Records Disclosure

	Employees will be asked to obtain a Disclosure Certificate from the Criminal Records Bureau.




	References

	Please give details of two people we may approach for references, one of which should be your present/last employer.  The references you provide should cover the last five years of employment and must not be family members or friends.  If you are a school/college leaver or have been out of work for five years, please give two personal referees who can comment on your suitability for the role.  Any offer of employment will be subject to satisfactory references being received.   References will be sought for short-listed candidates prior to interview.

	Name 


Position 


Address 


Telephone no: 


Fax no: 


E-mail 

	Name 


Position 


Address 


Telephone no: 


Fax no: 


E-mail 



	Declaration

	Please detail below if you have any family or close relationship to an existing employee or Governor of St Mary’s College.

I certify that to the best of my knowledge and belief that all entries on this form are correct and copies of any testimonies or other enclosures are without addition or omission and I agree that should my application for this post be successful, you may make appropriate checks with the police or other such bodies to validate the above information.  I understand that providing false information is an offence which could result in my application being rejected or if appointed, possible summary dismissal and referral to the Police.

Signature:  ……………………………………………………………..
Date:  …………………………………………………………………...
(If this application is made electronically you will be asked to sign this form if invited to interview).




	Notes to Applicants

	Before signing this form please ensure that every relevant section has been completed.  

The form should be returned as instructed in the details of the post / advert.
This is an application for a post in Roman Catholic College where the Governors are the employers.   The College welcomes applications from people of all faiths who feel they can support the distinctive nature of the College.  


	Please return completed applications to:

	Laura Cain
HR Department

St Mary’s College

Shear Brow

BLACKBURN

BB1 8DX


	hr@stmarysblackburn.ac.uk
Tel: 01254 580464

	NB
The College cannot accept responsibility for postage.  Please ensure your application has full postage for 
guaranteed delivery
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To enable us to monitor our Equal Opportunities Policy, we should be grateful if you would fill in this questionnaire.  Failure to complete this questionnaire will not prejudice your application. However, only by collecting this information can the College progressively assess its performance against the aims of the policy and identify where improvements can be made.  This information will be treated as strictly confidential, and will not be made available to members of the selection panel.
	Position Applied for:
	

	Name of Applicant:
	


	Please give details of any time lost from work due to illness or medical disorder over the last 2 years:

	


Please ( as appropriate

	Gender:
	Male

(
	Female

(
	Prefer not to say
(

	Marital Status:
	Divorced

(
	Married / Civil partnership 

(
	Separated

(
	Single

(
	Widowed

(
	Prefer not to say 
(

	Sexual Orientation:
	Bisexual

(
	Gay Man

(
	Gay Woman / Lesbian

(
	Heterosexual

(
	Prefer not to say (


	Ethnic Origin
	
	Disability

	I would describe my ethnic origin as:
	
	Do you have a disability or learning difficulty?  Please tick the relevant box

	· Asian or Asian British – Bangladeshi
	
	· No known disability

	· Asian or Asian British – Indian
	
	· Dyslexia

	· Asian or Asian British – Pakistani 
	
	· Other learning difficulty

	· Asian or Asian British – any other Asian Background
	
	· Visual impairment

	· Black or Black British – African 
	
	· Hearing impairment

	· Black or Black British – Caribbean
	
	· Mobility problem

	· Black or Black British – any other Black background
	
	· Please indicate if you are a wheelchair user

	· Chinese 
	
	· Mental Health difficulty

	· Mixed – White and Asian
	
	· ‘Unseen’ disability eg asthma, diabetes, epilepsy

	· Mixed – White and Black African
	
	· Disability other than listed

Please describe the nature of this disability

………………………………………………………….

………………………………………………………….

	· Mixed – White and Black Caribbean
	
	

	· Mixed – any other Mixed background
	
	

	· White – British
	
	

	· White – Irish
	
	

	· White – any other white background
	
	If you require any special arrangements/adjustments making for job interview, should you be shortlisted, we will contact you to discuss these arrangements further.

	Categories as used by the Office for National Statistics
	
	


	Religion/Belief
	
	Recruitment Source

	I would describe my religion as:
	
	Where did you hear about this post?

	· Baptist
	· Muslim
	
	· Friend / Relative / Word of Mouth

	· Catholic
	· None
	
	· Newspaper  / On-line (Please give details)

	· C of E
	· None declared
	
	

	· Hindu
	· Other (please state)
	
	· Other (please give details)

	· Jewish
	
	
	

	· Methodist
	· Sikh
	
	· St Mary’s College Web-site


















































CONFIDENTIAL


EQUAL OPPORTUNITIES MONITORING FORM 
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