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www.jcc.ac.uk
		E-mail: personnel@jcc.ac.uk 
Telephone: 0121 446 2200
Staff Application Form 

Please read our guidance notes before completing this form
	
Application for the post of:  
	



	
1. Personal Details 


	
Title: 
	
First Name(s):
	
Surname:

	Address:



Post code:
	

E-mail address: 

	
	
National Insurance no:

	
Home telephone number:
	
Work telephone number:

	
Mobile telephone number: 

	
Do you have the right to work in the UK?  YES / NO (Please note that you will be required to provide evidence of this)



	
2. References


	Please give details of two people to whom we can apply for references concerning your suitability for this post. Your referees should be your current (or most recent) employer, and your previous employer. If this employment has been within education, this should be your Headteacher/ Principal, unless in exceptional circumstances. If you are not currently working with children, but have previously done so, one referee must be your last employer where you were employed to work with children. If you are in, or have just left full-time education, please give details of your course tutor. References will not be accepted from relatives or friends. 

	Referee 1
	Referee 2

	Name:
	
	Name:

	Position:

	Position:

	Address:


	Address:





	Postcode:
	Postcode:

	Tel No:
	Tel No:

	E-mail address:
	E-mail address:

	Relationship:
	Relationship:

	May this reference be taken up before interview?   
YES / NO
	May this reference be taken up before interview?  
YES / NO




	
3. Current or Most Recent Employment  


	Please give details of your current or most recent employment.



	Date started in current post: 

	Post title:

	Name of employer:


	Address of employer:


Postcode: 

	
Current salary:

	
Salary point (if known):

	
Any additional payments e.g. responsibility allowances 


	
Full time or part time:

	
Period of notice required:

	Type of school/college: (please tick)

11-16 School    11-18 School    Sixth Form College   College of F.E   Other please state: 

	
Date left (if applicable): 
	
Reason (s) for leaving / wishing to leave:




	
4. Education and Professional Qualifications 


	Please give detail of your education from age 16 upwards, in order with the most recent first. If shortlisted, you will be required to produce evidence of your qualifications at interview.


	

School/College/University
	

Subject and Title of Qualification
	

Grade Achieved
	
Date(s)  Awarded

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	










	

5. Previous Employment and Experience

	
Please give details of all previous employment since leaving full time education, starting with the most recent first.  If you have had a period where you were not in paid employment, please give details.   NQTs should state their experience to date.

	
Name and Location of Employer
	From
MM/
YYYY
	To
MM/
YYYY
	
Job Title
	
Salary
	
Brief Description of Duties
	Full time or Percentage of
	
Reason for Leaving

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	 
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



If there are any gaps in your employment or education history, please explain them below.  
	Dates
	Reason for break

	From (Month/Year)
	To (Month/Year)
	

	
	
	

	
	
	

	
	
	





	
6. Membership of Professional Institutions 



	
Name of Body
	
Status of Membership
	
Date Awarded 

	
	
	

	
	
	



	

7. Training and Continuing Professional Development 



	Please list recent relevant training courses or professional development which you have undertaken.    

	
Title of Course
	
Date Completed
	
Length of Course
	
Organising Body

	
	
	
	


	
	
	
	


	
	
	
	


	
	
	
	


	
	
	
	




	
8. Supporting Information  


	Please provide additional information in support of your application.  Please give details of your experience, achievements, aptitudes and abilities which make you particularly suitable for the position for which you are applying.  You should give full details of your duties and responsibilities in your present or most recent job.  You may also wish to include voluntary or community work which has given you particular skills or experience.  
You should relate this information to the requirements of the job description and the person specification.  

	









































































	
10.  Disclosure of Criminal Background  


	All posts at the College are exempted under the Rehabilitation of Offenders Act 1974.  All applicants are required to declare any criminal conviction(s) or charges, including bindovers, cautions which are “unspent” and/or any pending prosecutions.  

Do you have any criminal convictions, cautions, bindovers or have any prosecutions pending?  YES / NO

If yes, please provide details and dates:

The successful candidate will be requested to apply for Disclosure and Barring Service check, although a criminal record will not necessarily be a bar to obtaining the post. 

Please note that failure to disclose any previous convictions subsequently discovered after employment could result in disciplinary action leading to dismissal.



	
11. Positive About Disabled People  


	The College uses the “Double Tick” symbol which means we are committed to the employment of people with disabilities and wish to encourage more applications from people with disabilities.

We therefore guarantee to interview all applicants with a disability who can meet the essential criteria set out in the person specification and to consider them on their abilities.  For this purpose, applicants should clearly indicate whether they consider themselves to have a disability on the attached monitoring form.  If applicants with a disability need any special arrangements for interview, they should enclose a letter giving details of these and marked for the attention of the Personnel Manager, prior to interview.    
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12. Declaration of Interest 


	Do you know any member of the College’s Governing Body or member of staff?  Yes/No

If yes, please state the relationship:

Please note that failure to declare any such relationship may lead to disqualification for appointment or to dismissal. 

	

	
13. Online Checks 


	An online search will be carried out as part of due diligence on all short-listed candidates.


	





	
14. Declaration


	Your application will only be used to inform the selection process, unless you are successful, in which case it will form the basis of your personal record with the College which may be stored in manual and/or electronic files. Please read our Privacy Notice for more information regarding how the College will use your information by following the link  and clicking on ‘Staff Privacy Notice’:

https://www.jcc.ac.uk/wp-content/uploads/2022/09/EMPLOYEE-AND-JOB-APPLICANT-privacy-notice-2022.pdf


Once read, please sign the declaration below, otherwise without your consent we will not be able to process your application further. 

I confirm that I have viewed the Privacy Notice, and I consent to this information being held by the College in line with that notice and within the terms of the General Data Protection Regulation 2018. 

I agree to Joseph Chamberlain College processing the personal data contained in this form, or any other data obtained from me or other people for any purposes connected with my application, subsequent appointment, or for any other legitimate reason. 



	Signed:

	Date:

	
I declare that the information given on this form is true and complete to the best of my knowledge.

I understand that any wilful omission or false information could lead to the disqualification of my application, or, if appointed, to my dismissal.



	Signed:

	Date:



If you submit your application by e-mail, you will be asked to sign this declaration if you are invited for interview. 
 					                                            	  
Thank you for your interest in working at Joseph Chamberlain Sixth Form College.   
     
	
15.  What To Do Now  


	Please check that you have completed all parts of this form and signed the declaration above.  If you are posting your application please mark the envelope for the attention of the Personnel Office (Applications) at the above address.  Alternatively, you can e-mail your application as an attachment to personnel@jcc.ac.uk 






Recruitment Monitoring

Joseph Chamberlain College is an equal opportunities employer and will assess applicants for posts without regards to gender, sexuality, religious belief, ethnic origin, age or disability.  
 
We want to ensure that all applicants are treated fairly.  In order to assist us in monitoring the effectiveness of our processes, you are invited to complete this form and return it with your application. 

All the information contained will remain confidential, will not be circulated to the shortlisting panel and forms no part of the selection process.  It may, however be necessary to share information about disability during the interview process, in order to make reasonable adjustments.  

	Position applied for:  
	


	Age: 
	 


	Please mark an x to indicate the following:

	Gender:	
	Male 
	
	Female
	
	Other
	
	Prefer not to say    
	
	

	Do you have a disability? 
NB. Please refer to Section 11 of the application form.
	Yes
	
	No
	
	
	
	Prefer not to say
	
	  

	
	
	
	

	To which of these ethnic groups do you consider yourself to belong to? (Please indicate one) 


	Code 
	Ethnic Origin 
	
	Code 
	Ethnic Origin 
	

	11
	Asian or Asian British – Bangladeshi
	
	19
	Mixed – White and Asian
	

	12
	Asian or Asian British – Indian 
	
	20
	Mixed – White and Black African
	

	13
	Asian or Asian British – Pakistani
	
	21
	Mixed – White and Black Caribbean
	

	14
	Asian or Asian British – other Asian background
	
	22
	Mixed – other Mixed background
	

	15
	Black or Black British – African
	
	23
	White – British
	

	16
	Black or Black British – Caribbean
	
	24
	White – Irish
	

	17
	Black or Black British – other Black background
	
	25
	White – other White background
	

	18
	Chinese
	
	99
	Another other ethnic background 
Please specify: 
	

	
	
	
	00
	Prefer not to say 
	


	

	Please indicate your sexual orientation:
	Heterosexual
	
	 Gay
	
	Lesbian
	

	
	Bisexual
	
	Prefer not to say    
	




	Please indicate your religion or belief:
	Christian
	
	Buddhist
	
	Hindu
	
	Jewish
	
	Muslim
	

	
	Sikh
	
	Atheist
	
	No Religion
	
	Prefer not to say
	
	Please specify any other: 

	





	Where did you see the advertisement for this post? 
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