[image: image1.jpg]|
Richmond Adult Community College





Please complete this form in black ink or typed script as it will be photocopied

Please do not attach a CV as it will not be considered

Please refer to the Guidance Notes for Completing Application Form

Applicants should note that in the event that they are successful in obtaining employment at the College, information will be taken from this application form to assist in setting up employee records

Application Details 

Your Name in Block Capitals…………………………………………………………………………………
Job title …………………………………………………………………………………………………………
Job reference number …………………………………………………………………………………………..
Department / Based at ………………………………………………………………………………………….
If the post you are applying for is open to job sharing, are you applying as a job sharer?

(Please tick appropriate box)

YES (
NO (
Closing date for receipt of applications ………………………………………………

Please return the completed form by the date mentioned above to:
Human Resources Department

The Richmond Adult and Community College

Clifden Centre
Clifden Road
Twickenham
TW1 4LT 

Tel 020 8439 8927 Email: hr@racc.ac.uk
Fax: 020 8843 7999
How did you hear about this vacancy?

Job advertisement

I heard about this job through (please tick appropriate box)

Advertisement

(
state title of newspaper / magazine / journal ………………………..

Job Centre / Library 
(
state which one …………………………………………………………

Any other source
(
please describe …………………………………………………………

Personal Details

Surname …………………………………………………Title (Mr, Mrs, Miss, Ms, Dr etc)…………
Forename(s) ………………………………………………….Date of Birth …………………………
Name you wish to be known as ………………………………NI Number……………………….……
Correspondence / Home Address ………………………………………………………………………

…………………………………………………………………Post code ……………………………..
Telephone number
Home ……………………………… Work …………………………………….

Mobile …………………………….. Email...….………………………………...
We may need to contact you by telephone to arrange an interview.  If you do not wish us to do so, please tick here   (
Are you legally entitled to work in the UK? (Please tick appropriate box)
YES (

NO (
If the job for which you are applying requires you to drive please indicate whether you hold a full driving licence, valid in the UK (Please tick appropriate box)
         

YES (
            NO (
Present Employment Details

Name and address of your present or last employer (including department where appropriate)

…………………………………………………………………………………………………………….

…………………………………………………………………………………………………………….

…………………………………………………………………………………………………………….

Are you still with this employer?
(Please tick appropriate box)
YES (

NO ( 

If NO please give leaving date and reason for leaving……………………………………………………
Job title …………………………………………………………………………………………………..

Grade (if appropriate) ……………………………Date employment commenced: …………………….

Current or last basic salary / wage
£ ……………………… per annum / week

Any other remuneration / benefits ……………………………………………………………………….
Period of notice required to terminate employment …………………….. weeks / months (please delete)

Brief description of your current duties

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….………………..……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Previous Employment Details

Please list all previous employment in date order (most recent first) including temporary work.

	Employer’s name and address
	Job title
	Dates employed

From            To
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Education

Please list Secondary School / College / University attended and details of other training you have undertaken which is relevant to the post for which you are applying.

	Name of School / College / University
	From
	To
	Qualifications and Results

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Professional Qualifications & Training courses Attended

Please be aware that you will need to provide evidence of all qualifications attained

	Course details (please give details of membership of professional associations if appropriate)
	From
	To
	Qualifications obtained
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Relevant courses attended other than those identified above
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


NB: Professional qualifications may be required for appointment

Parental Leave / Annual Leave

Please state the dates of birth of all natural children under age sixteen and adopted or disabled children under eighteen and the amount of any parental leave, if any, taken in relation to each child.  Please also provide details of any holidays you have already booked and wish to take.

	Date of Birth
	Amount of Parental  leave already taken
	
	Holiday booked

  From              To
	Number of working days

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Skills, Abilities, Knowledge and Experience

Please describe how your skills, abilities, knowledge and experience match those set out in the Job Description and Person Specification.  This should include any relevant experience gained in previous jobs and from experience gained at home, in the community or through voluntary, leisure or college activities.  You are advised to read “Guidance for Completing Application” before completing this section.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

(Skills, Abilities, knowledge and Experience continued) …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Please continue on separate sheets of paper if necessary, ensuring you put your name and reference number on each sheet used.

References

Please give the name and address of two people who can provide a reference for you.  These should be previous employers and should include your present employer; include school or college staff if you have no previous employment history.  Please do not give friends or relatives as referees.  The College reserves the right to take up references from any previous employer.

Name

………………………………….
Name:

…………………………..………..

Address
….………………………………
Address: 
…..………………………………..


………………………………….


……………………………………

 
...…………………………..……


……………………………………

Telephone:
..……………………..………….
Telephone: 
..……………………………….….

E-mail:

…………………………….……
E-mail:
 
…………………………….……...

If you are short-listed, we may contact your referees prior to interview.  If you do not wish us to do so, please tick here  (
Other Information

I am / am not (delete as appropriate) related to a member of the Governing Body of the College or to a Senior Manager of the College.  This includes spouse / partner of the above and also child, grandchild, brother, sister, nephew, niece of either that member / Senior Manager or their spouse / partner.

Enter details if applicable ………………………………………………………………………………

Failure to disclose such relationships will disqualify an applicant or, if appointed, render the appointee liable to dismissal from the College’s service without notice.  NB: Canvassing any member of the Governing Body of the College, directly or indirectly, by any applicant for a post in the College’s service will disqualify the candidate from appointment

Some information provided by you on this form will be held on a computer system and will be subject to the controls of the Data Protection Act 1998.

Declaration

Have you ever received a caution or been convicted of a criminal offence?

YES (

NO (
If YES please give details of offence(s) and date(s) ……………………………………..…………………………………………
NB: All posts at the College are subject to enhanced vetting checks as part of the recruitment process.  Further details will be required in addition to those already supplied in this application form to satisfy the vetting procedures.
Disclosure of a criminal background – including spent convictions, bind over orders and cautions – will not necessarily debar you from employment.  (You should be aware that any caution or conviction will be disclosed to the College in the enhanced vetting process and understand that any false statements or failure to disclose cautions or convictions on this form will justify your dismissal from the College).
I declare that, to the best of my knowledge, the information given in this form and other accompanying documents (e.g. Rehabilitation of Offenders Act 1974 [Exceptions] Order 1986 form) is true and accept the requirement set out above.

Applicant’s signature …………………………………………….. ……………Date ……………………………..............................
If you wish us to acknowledge receipt of your application; please attach a stamped self-addressed postcard to your form and tick here (
If you have not heard from us within six weeks of the closing date; we regret that your application has not been successful
Monitoring Information

Please tick appropriate boxes

	Code
	Ethnic Category
	Tick
	
	Code
	Age Category
	Tick

	11
	Asian/ Asian British – Bangladeshi
	
	
	01
	Under 25
	

	12
	Asian/ Asian British – Indian
	
	
	02
	25 - 29
	

	13
	Asian/ Asian British – Pakistani
	
	
	03
	30 - 34
	

	14
	Asian/ Asian British – Any other
	
	
	04
	35 - 39
	

	15
	Black / Black British - African
	
	
	05
	40 - 44
	

	16
	Black / Black British - Caribbean
	
	
	06
	45 - 49
	

	17
	Black / Black British – Any other
	
	
	07
	50 - 54
	

	18
	Chinese
	
	
	08
	55 - 59
	

	19
	Mixed / White and Asian
	
	
	09
	60 and over
	

	20
	Mixed / White and Black African
	
	
	
	
	

	21
	Mixed / White and Black Caribbean
	
	
	Are you
	Tick

	22
	Mixed / Any other mixed background
	
	
	Married
	

	23
	White- British 
	
	
	Single
	

	24
	White - Irish
	
	
	
	
	

	25
	White – any other 
	
	
	Are you
	Tick

	98
	Any Other
	
	
	Male
	

	99
	Not known
	
	
	Female
	


Do you currently have a disability?

YES  (

NO  (
If “Yes – please advise nature of disability:

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Have you ever had a disability in the past?
YES  (

NO  (
If “Yes” – please advise nature of disability:

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Briefly outline any help and support you would require at interview and, if appointed, when in post.

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Job advertisement

I heard about this job through (please tick appropriate box)

Advertisement

(
state title of newspaper / magazine / journal ……………………………
Job Centre / Library 
(
state which one ………………………………………………………….
Any other source

(
please describe ………………………………………………………….
Diversity & Equal Opportunities: The College actively opposes all forms of unfair discrimination and is committed to the principle that no job applicant or employee shall be discriminated against on grounds of gender, marital status, being a lesbian or a gay man, age, religious beliefs, HIV status, disability covering sensory and physical disabilities, learning difficulties, and mental health status), race, colour, nationality or national or ethnic origin.
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