DONCASTER COLLEGE

NOTES FOR GUIDANCE TO HELP YOU COMPLETE YOUR APPLICATION FORM

INTRODUCTION

Thank you for applying for a position within Doncaster College.  The enclosed application form has been designed to help candidates provide all the information needed by the College, and to put all candidates on an equal footing.  Please do not submit curriculum vitae as a substitute as this will not be considered.
It is important that the information you provide is correct.  Make sure that you check the dates and details of qualifications and previous employment.  If you provide false information or deliberately omit any relevant facts, it will result in either disqualification from the selection process, or where the discovery is made after the appointment, render you liable to be dismissed.

In order to be fair to all candidates, we stick rigidly to closing dates.  Make sure you send off your form in good time.

Attached to the application form is an Equal Opportunities Monitoring Form.  The information you provide is necessary to enable us to meet the legal requirement to monitor all processes throughout the whole employment relationship.  The information you give us will only be used for statistical purposes and will not be made to available to anyone else. The date of birth field has been moved to the Equal Opportunities Monitoring Form to ensure that this is not made known to the short listing and interview panel this is however a required field to ensure correct identification of candidates and an offer of employment can not be made without it.

Failure to complete the Equal Opportunities Form will result in your application being withdrawn from the selection process.
We welcome applications from people with disabilities; all candidates will be treated fairly and on the basis of merit.  If you are selected to attend for interview you will be invited to indicate any special facilities or arrangements that you may require to assist you during the selection process.  

Doncaster College wishes to be recognised by the community as an organisation that provides good employment opportunities for people from ethnic minorities and we want individuals who apply to us as an employee, to know that they will receive fair treatment and be considered solely on their ability.

All appointments to Doncaster College are subject to the presentation of appropriate documentation confirming your right to reside in the UK and to undertake the type of work for which you may be employed.

SECTIONS OF THE FORM

Personal Details

Please complete all parts of this Section.  
Please ensure that you include your full name, including any middle names, and all previous surnames.

It is understood that only teaching staff will be registered with the DfES and only if they have a teaching qualification.

Education and Professional Training

Please list your education and professional training commencing with the secondary school that you attended.  

Where relevant, candidates should detail any additional qualifications or membership of professional bodies.

Other Training Courses

Please list details of any training courses you have attended.

Present Employment

Provide the information relating to your present employment, briefly outlining the duties you undertake.  If you are unemployed, leave this section blank.

Previous Employment

Details of your previous employment should be provided in date order commencing with your most recent employer. You must include a full history in chronological order since leaving secondary education, including periods of any post-secondary education or training, and part-time and voluntary work as well as full time employment with start and end dates, explanations of periods not in employment , education and training, and reasons for leaving employment

References

Provide names and contact details of two, preferably three, referees, one of whom should be your current or most recent employer.  Indicate with a cross in the appropriate box where you do not wish the College to contact someone prior to interview.

One referee must be the your current or most recent employer.  If you are not currently working with children or vulnerable adults but have done so in the past a reference must also be obtained from the most recent employer by whom you were employed to work with children or vulnerable adults. 

References will not be accepted from relatives or from people writing solely in the capacity of friends

Please note that an offer of employment cannot be confirmed until the receipt of satisfactory references.

Relevant Experience

It is important that you explain how your skills, abilities, experience and qualifications make you suited to the job for which you are applying.  Read very carefully the job description and person specification attached to the post, and provide information to fit the criteria listed.  Ensure that you write something about each of the points.  Do not underestimate previous experience, whether it is paid, unpaid or voluntary work.  

Provide details of what you have done and how you did it; and remember that even though your skills and experience may not match directly, they may be transferable to the duties of the job.  For instance, if you are currently unemployed, or in an occupation that does not require the skills that we are asking for, you can demonstrate that you have transferable skills by thinking about what you do outside work, eg., member of a sports team/local organisation, being a parent, running a home.  It is important to provide examples that demonstrate you have the skills.  So if a job needs organisational 
skills, explain where you have had to use them to carry out a task.  Another specification could be teamwork.  Many of us work in teams but we are interested in your personal responsibilities and achievement.  Tell us what you did, not what the team did.

Do not make assumptions or take things for granted.  Equal Opportunities and Recruitment and Selection Policies mean that selection panels look only at the evidence before them, relate the evidence to the criteria and do not rely on any other knowledge gained from personal contact or elsewhere.

If you continue your letter of application on further sheets of paper, please make sure you indicate this in the box provided.

Other Information

You are asked to state whether you are disabled so that we can comply with the requirements of the Disability Discrimination Act (Amendment) (DDA) Regulations that require an employer to make reasonable adjustments.  If you indicate on your application form that you consider yourself to have a disability, it provides the opportunity to discuss any adjustments that may be required to enable you to carry out the job, should you be successful.

Please give details of any family working within the College or any close relationship to existing employees or employers (including governors)

Consent to Process

Doncaster College will use your application form during the recruitment process and in the event that you are offered a position.  The application form will be kept together with your terms and conditions of employment and be used to process such information as may be necessary for the proper administration of the employment relationship, both during and after employment, provided that proper regard is had to such data protection principles that may be in force.  In the event that you are unsuccessful, this form will be retained for one year and subsequently disposed of confidentially.

Disclosure of Criminal Convictions

Applicants should note that all posts within Doncaster College are exempt from the provisions of the Rehabilitation of Offenders Act, 1974.  Applicants who are called for interview will be required to give details of cautions and convictions, if any, for criminal offences.  The successful candidate will be asked to apply for disclosure that will provide details of all previous convictions and cautions.  Information about the Disclosure scheme can be found at www.disclosure,gov.uk.  Past convictions will not necessarily be a bar to obtaining a position.

Declaration

Please sign and date the declaration.

General Points

Check the closing date and allow time for your application to reach us.  We suggest that you keep a copy of your completed application together with the job description and person specification.

Your application form should be well organised and concise.

You may find it helpful to do a rough draft first, as this helps to avoid mistakes and allows you to organise your application properly.

Do not send the same application for all jobs – pay attention to the requirements listed in the person specification.

We decide who to interview from the information you give in your application.

INTERVIEWS

The questions you will be asked at the interview will be based on the criteria listed in the person specification.  Think carefully about this criteria and consider what questions might be asked.

Try to arrange a practice interview with a friend or work colleague.

Interview panels want to hear what you have done in the past, and how you would apply that to your new post.  Candidates often make the mistake of telling a panel what they have done but not what they have learnt and how they would apply this in the future.

If you are applying for a teaching post, you may be asked to bring examples of your work to show the panel.  If you are already teaching, you could also bring examples or photos of your students’ work to illustrate how you teach.

For some posts, a short practical exercise or presentation is required.  Full details will be given in the letter inviting you for interview.

Please note: if you are offered employment with this College, the offer is subject to verification of all qualifications; police and medical clearance and the receipt of satisfactory references.

Doncaster College does not tolerate any prejudicial behaviour by any member of the College.  The College is committed to ensuring that it does not discriminate either directly or indirectly against individuals on the grounds of gender, race, disability, sexual orientation, religion or belief, employment status, age.  

Please note the College operates a No Smoking Policy throughout all its sites.

Finally, thank you for applying.  We look forward to receiving your application.

Human Resource Management

June 2007
	DONCASTER COLLEGE

	If you are completing this application by hand, please write clearly using BLACK INK

	Application for the Post of:
	Post Ref:

	Personal Details

	Surname:
	First names:

	Address:

Post Code:
	Preferred Name:

	
	Title (e.g. Mr/Mrs/Miss/Ms):

	
	Previous Surname(s):

	
	Home Tel No

	
	Work Tel No

	Email:
	Mobile Tel No:

	DfEE Registered No:

(applicable to teachers only)
	National Insurance No:

	Education and Professional Training

	Secondary Schools, Colleges, Polytechnics, Universities:


	Dates:
	F/T or P/T
	Qualifications:
	Grade/ Class:

	Education and Professional Training (continued)

	Other Qualifications / Membership of Professional Bodies:
	Dates:
	Qualifications:
	Level:

	Other Education or training courses:
	Dates:

	Present Employment

	Position:
	Employer’s Name and Address:

	Salary:
	Grade:
	

	Date Appointed:
	

	Notice Required:
	

	Reason for wanting to leave current employer:

	Please outline your duties, responsibilities and place in the organisation:

	Previous Employment 
	You must include a full history in date order since leaving secondary education of all paid or unpaid work including start and end dates, explanations of periods not in employment , education and training, and reasons for leaving employment

	Name and Address of Employer:
	Post Held:
	Dates:
(dd/mm/yy)
	Reason for Leaving:


	Previous Employment 
	(Continued – please use additional sheets if required)

	Name and Address of Employer:
	Post Held:
	Dates:
(dd/mm/yy)
	Reason for Leaving:

	References 
	Name, address, telephone number and email of two, preferably three, persons.  One must be your current or most recent employer.  Please indicate with a cross in the box if you do NOT wish the College to approach any of the referees before interview.  Please note that an offer of appointment cannot be processed until satisfactory references have been received.

	1.


	2.
	3.

	Tel No:

E-mail:
	Tel No:

E-mail:
	Tel No:

E-mail:


	Relevant Experience

	Please outline aspects of your experience and any particular achievements or distinctions which you consider relevant to this application, and say why you are applying for this post (if necessary, please continue on a separate sheet).

It is important that you refer to the Notes for Guidance on Relevant Experience before completing this section.


If your application includes enclosures, please state the number of sheets 




	Other Information

	Are you related to anyone or in a close relationship with anyone working within the College or employed by the College, including Governors?  If yes, who and what is your relationship?
	Do you consider yourself to have a physical or mental impairment?


YES                               NO 

Are there any individual requirements you have which you would like to discuss to facilitate your employment for the post for which you have applied?


YES                               NO 

	Please give details / dates of any serious illness / injury in the last ten years:
	

	Consent to Process

Doncaster College will use this application form during the recruitment process and in the event that you are offered a position.  This form will be kept together with your terms and conditions of employment and be used to process such information as may be necessary for the proper administration of the employment relationship, both during and after employment, provided that proper regard is had to such data protection principles that may be in force.  In the event that you are unsuccessful, this form will be retained for one year and subsequently disposed of confidentially.



	

	Disclosure of Criminal Convictions

This post is exempt from the provisions of the Rehabilitation of Offenders Act, 1974.

Applicants who are called for interview will be required to give details of cautions and convictions, if any, for criminal offences.  The successful candidate will be asked to apply for disclosure.  Information about the Disclosure scheme can be found at www.disclosure.gov.uk (past convictions will not necessarily be a bar to obtaining a position).

	

	Declaration
I understand that canvassing support of the College Corporation or Senior Management of Doncaster College, directly or indirectly, will disqualify my application.  The information provided is, to the best of my knowledge, correct and I give my consent to process.  All offers of employment with this College are subject to verification of all qualifications; obtaining satisfactory CRB disclosure; medical clearance; receipt of satisfactory references and the Principal’s approval.
If you return this completed application form by email we will assume you have given your consent to process and the above declaration.




Please return this form in Word format by email to jobs@don.ac.uk 

Alternatively you can return this form in an envelope marked ‘Confidential Application’ to:

Human Resource Management

Doncaster College

High Melton, Doncaster

DN5 7SZ
	DONCASTER COLLEGE

	EQUAL OPPORTUNITY MONITORING FORM

	Request for Information from Applicants

	Doncaster College, in accordance with its policy on equal opportunities, confirms its commitment to a comprehensive policy on Equality and Diversity in employment in which individuals are selected and treated on the basis of their relative merits and abilities and are given Equality of Opportunity within the College.

The aim of this policy is to ensure that no job applicant or employee should receive less favourable treatment on any grounds not relevant to good employment practices.  The College is committed to a programme of action to make this policy fully effective.

To enable the College to pursue this policy effectively and to meet other legal requirements, it is necessary to monitor applicants and appointees to College posts.  To ensure that we have the most accurate information for this purpose it is important that all applicants complete the questionnaire below.
Failure to complete the Equal Opportunities Form will result in your application being withdrawn from the selection process.

Responses will be treated in the strictest confidence and will be separated from your application on receipt to ensure that this information is not used as part of the recruitment procedure.

The information collated will form a confidential database, which will be used in statistical analysis only.

The details of successful candidates will be recorded on our HR and Payroll system to use in statistical analysis of employee data.

 

	

	POST APPLIED FOR: 

	POST REFERENCE NUMBER:

	

	
Have you been employed by this College before?    Yes                 No     

If yes, please give approximate dates:    From:                                     To:

	

	Nationality:
	
	UK Post Code:

	

	Male
	
	Female
	
	Date of Birth: 

	


	Ethnic Origin

	Asian or Asian British
	√
	
	Mixed
	√

	Indian
	
	
	White and Black Caribbean
	

	Pakistani
	
	
	White and Black African
	

	Bangladeshi
	
	
	White and Asian
	

	Any other Asian background
	
	
	Any other mixed background
	

	Black or Black British
	√
	
	White
	√

	Caribbean
	
	
	White British
	

	African
	
	
	White Irish
	

	Any other black background
	
	
	Any other white background
	

	Chinese
	√
	
	Any Other Ethnicity
	

	Chinese
	
	
	Please give details:

	Male
	
	
	Female
	

	Disabled Persons

	A disability or health problem does not preclude full consideration for the job, and applications from people with disabilities are welcomed.

Do you consider yourself to have a disability?  Yes                 No  

If yes, please tick the box  alongside any of the statements below that you feel apply to yourself:

	I am a person with dyslexia
	
	I am a mental health system user
	

	I am blind / visually impaired person
	
	I have an unseen disability (e.g. diabetes, epilepsy, asthma)
	

	I am a deaf / hearing impaired person
	
	I am a person with learning difficulties
	

	I am a wheelchair user / have a mobility impairment
	
	I have a disability not listed above
	

	I need personal assistance / support at work
	
	

	

	To enable us to assess the effectiveness of our advertising, please tick below to indicate where you first learnt of this vacancy:

	Times Education Supplement (Newspaper)
	
	Jobs Doncaster Web Site
	

	Times Education Supplement (Web site)
	
	Jobs.ac.uk
	

	Doncaster Free Press
	
	FE Jobs Web Site
	

	Specialist Publication – please specify
	
	Job Centre
	

	Communicate


	
	Job Centre Plus Web Site
	

	Doncaster College Web Site
	
	Any other source – please specify
	


Date:





Signed:









