




       
         Application for Employment Form – Non-Teaching Posts


	Location:    Bradford ☐       Doncaster ☐        Pontefract ☐      Wingfield Academy ☐    Please indicate all that apply
Post applied for:   





	Please indicate if you would be interested in:       Full Time   ☐         Part-Time   ☐         Please state no. of days per week: 



For Applications for New College Pontefract, New College Doncaster and New College Bradford please complete the Application form and return to Human Resources Department, NCLT, c/o New College Pontefract, Park Lane, Pontefract, WF8 4QR        Email: human.resources@nclt.ac.uk  Telephone 01977 702139.

For Applications for Wingfield Academy please complete the Application form and return to
Human Resources, Wingfield Academy, Wingfield Road, Rotherham, S61 4AU     
  Email: WFA-human.resources@nclt.ac.uk Telephone 01709 513002.  

If you require any help with the Recruitment and Selection process, please contact the relevant Human Resources team on the contact details above.
 Please ensure all sections are fully completed as incomplete applications may not be accepted. 
A Curriculum Vitae should not be submitted

	Personal Details

	Surname 
(BLOCK letters):
	Click here to enter text.
	First Names: (indicate preferred name if different)
	Click here to enter text.

	Home Address:
	Click here to enter text.
	Telephone (home):
	Click here to enter text.

	
	
	Telephone (work):
	Click here to enter text.

	Email Address:
	Click here to enter text.
	Telephone (mobile):
	Click here to enter text.



	Employment History

	Please give details of all the positions you have held since completing your full time education.  Start with your current then most recent position and work back.  Please also include details of any voluntary work undertaken and account for any periods of unemployment.

	Date From
	Date To
	Name and Address of Employer
	Job Title and Main Duties
	Salary
	Reason for Leaving
(if applicable)

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Please state the length of notice required by your current employer 
	Click here to enter text.

	Date From
	Date To
	Name and Address of Employer
	Job Title and Main Duties
	Salary
	Reason for Leaving
(if applicable)

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.



	Education, Training and Qualifications

	Please highlight any qualifications that match those stated in the Person Specification.

	Date From
	Date To
	Name and Address of Institution. Please include any part time studies.
	Qualifications Gained (include subject, level and grade)
	Date Awarded

	
Click here to enter text.
	
Click here to enter text.
	Secondary School
Click here to enter text.
	
Click here to enter text.
	
Click here to enter text.

	
Click here to enter text.
	
Click here to enter text.
	College
Click here to enter text.
	
Click here to enter text.
	
Click here to enter text.



	Date From
	Date To
	Name and Address of Institution. Please include any part time studies.
	Qualifications Gained (include subject, level and grade)
	Date Awarded

	
Click here to enter text.
	
Click here to enter text.
	University
Click here to enter text.
	
Click here to enter text.
	
Click here to enter text.





	Professional or other Training Attended

	Please include details of any other training that you have undertaken in the last 3 years which you feel may be relevant to your application.  Please continue on a separate sheet if necessary.

	Course/Award (please include topics covered)
	Organising Body
	Date(s)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Membership of Professional Bodies

	Body (CiPD, CIMA, IfL)
	Grade/Class of Membership
	Membership Number
	Date Awarded
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	Supporting Statement

	Please use the space below to detail the skills and experience that demonstrate your suitability for the role against the criteria detailed in the Person Specification.  This might include details about your previous responsibilities, training, skills, experience and achievements.  Please give examples wherever possible.
Please do not add additional sheets as these will not be considered with your application.

	Click here to enter text.



	Referees (These should not be family members)

	[bookmark: _GoBack]Please give the names of two persons to whom reference may be made.  One of these referees must be your current or most recent employer. We will not seek further permission from you to approach your referees unless you indicate otherwise. Please note we may only request references for internal candidates on their successful appointment.

	Name
	Click here to enter text.
	Name
	Click here to enter text.

	Occupation
	Click here to enter text.
	Occupation
	Click here to enter text.

	Employer Reference ☐
	Character Reference ☐
	Employer Reference ☐
	Character Reference ☐

	Capacity Known
	Click here to enter text.
	Capacity Known
	Click here to enter text.

	E-mail
	Click here to enter text.
	E-mail
	Click here to enter text.

	Telephone Number
	Click here to enter text.
	Telephone Number
	Click here to enter text.

	Address
	Click here to enter text.
	Address
	Click here to enter text.

	May we contact this referee prior to the interview?
	Yes ☐
	No  ☐
	May we contact this referee prior to the interview?
	Yes  ☐
	No  ☐



	Personal Relationships

	Are you related to, or do you have a close personal relationship with, any existing member of staff or governing body member within NCLT.
	Yes  ☐
	No  ☐

	If Yes, please state their name and position
	Click here to enter text.



	Declaration

	In signing this declaration section, I declare that all information provided by me as part of this application is true and complete to the best of my knowledge and belief.  I understand that either withholding or giving false information may disqualify my application, or, if discovered after appointment, may be regarded as grounds for dismissal.

I understand that, if offered this post, the appointment will be subject to further satisfactory pre-employment checks.

I have read and understood the Job Applicant Privacy Notice (on the Trust website).  All information in relation to your application will be kept confidential.  Should your application be successful, the data on this form will be used for trust purposes.  Information on unsuccessful candidates will be destroyed after 12 months.

	Signature of Applicant:   Click here to enter text.
	Date:  Click here to enter text.



	Where did you learn of this vacancy? Please indicate all that apply:

	Social Media
	Facebook   ☐
	Twitter   ☐
	Instagram   ☐

	TES online                                        
	   ☐
	Our Website
	   ☐

	TES Magazine
Job Centre Plus
Keeping in Touch Email
	   ☐
   ☐
   ☐
	Verbal/word of mouth
Teaching Vacancies.gov
Findajob.gov
	   ☐
   ☐
   ☐

	Other online jobs website
	   ☐
	Local newspaper
	   ☐

	Please indicate
	Click here to enter text.
	Please indicate
	Click here to enter text.

	Are you registered on the NCLT Keeping in Touch List via our website?                 Yes ☐            No ☐

	If you are not successful for this post would you be happy for us to contact you about other positions across the Trust?           
	Yes ☐            No ☐


If you do not hear from us within 2 weeks please assume that your application has been unsuccessful

	
Confidential Disclosure

	NCLT is committed to safeguarding and promoting the welfare of students and young people and expects all staff to share that commitment.

All applicants who are offered employment will be subject to an Enhanced Disclosure check from the Disclosure and Barring Service before their appointment is confirmed.  

As the job for which you are applying involves substantial opportunity of access to young people, it is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).  You are, therefore, required to declare any current or spent convictions and cautions you may have had, regardless of how long ago*.This form should be submitted with any application made for employment at NCLT. 

The disclosure does not necessarily mean that your application will not be progressed or that an offer of employment cannot be confirmed.  The main consideration should be whether the nature or timing of the offence makes you unsuitable for work within an education environment.

*Protected cautions and convictions do not need to be disclosed unless the job or activity is one which is of the utmost integrity. Please visit the following link for more guidance https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974


	
	Yes
	  No

	Have you ever been charged with a caution or conviction even if it is considered spent under the 1974 Act?* see above
	☐
	☐

	Has the Secretary of State for Education or the Secretary of State for Health ever issued you with a personal warning or caused your name to be included on the barred List (List 99) which names those who are unsuitable to work with children?
	☐
	☐

	Are you subject to sanctions imposed by a regulatory body, e.g. the General Teaching Council (GTC)?
	☐
	☐



	
I confirm that I have nothing to declare     ☐    or;

	
I enclose a confidential statement        ☐


	(please fill in the appropriate box above)

	Signature:
	

	Name: 
	

	Date:
	



I understand that either withholding or giving false information
will disqualify my application, or, if discovered after appointment, 
may be regarded as grounds for dismissal.



	


Equal Opportunities Monitoring

	NCLT is committed to a policy of equal opportunities.  To help us monitor the effectiveness of this policy it would be helpful if you would complete the following sections. The information is for statistical purposes only.  It will be treated confidentially and will not be used as part of the selection process.

	Forename(s):  
	Surname:  

	Title: Dr/Mr/Mrs/Miss/Ms/Other 
	Gender: Male/Female/Transgender/Non-Binary/ Prefer not to say

	Nationality: 
	Post Applied For:  

	AGE

	16 - 24
	☐
	40 – 44
	☐
	60 – 64
	☐

	25 - 29
	☐
	45 – 49
	☐
	65 or over
	☐

	30 – 34
	☐
	50 – 54
	☐
	Prefer not to say
	☐

	35 - 39
	☐
	55 - 59
	☐
	
	

	RELIGION / BELIEF

	Buddhism
	☐
	Hinduism
	☐
	Sikhism
	☐

	Catholicism  
	☐
	Islam
	☐
	Other
Please specify
	☐


	Christianity
	☐
	Judaism
	☐
	
	

	Prefer not to say
	☐
	

	SEXUAL ORIENTATION

	Lesbian
	☐
	Bisexual
	☐

	Gay
	☐
	Heterosexual
	☐

	Prefer not to say
	☐
	

	ETHNICITY           Please tick a box from the list below which best describes the ethnic group to which you belong

	White
	British                                          (A1)
	☐
	Other White Background           (A3)
	☐

	
	Irish                                             (A2)  
	☐
	Please specify
	

	Mixed Race
	White and Black Caribbean        (B1)
	☐
	Other Mixed Background           (B4)
	☐

	
	White and Black African              (B2)
	☐
	Please specify  Click here to enter text.

	
	White and Asian                          (B3)  
	☐
	

	Asian or
Asian British
	Indian                                          (C1)
	☐
	Chinese                                     (E1)
	☐

	
	Pakistani                                      (C2)
	☐
	Other Asian Background           (C4)
	☐

	
	Bangladeshi                                (C3)
	☐
	Please specify Click here to enter text.

	Black or
	Caribbean                                    (D1)
	☐
	Other Black Background           (D3)
	☐

	Black British
	African                                         (D2)  
	☐
	Please specify
	Click here to enter text.

	Other Ethnic Group
	Other                                           (E2)
	☐
	Please specify Click here to enter text.

	Prefer not to say
	☐
	

	MARITAL STATUS

	Single
	☐
	Widowed
	☐
	Civil Partnership
	☐

	Married
	☐
	Divorced
	☐
	Other
	☐

	Prefer not to say
	☐
	

	DISABILITY          A disability is defined as: A physical or mental impairment which has substantial and long term 
                                    effects on your ability to carry out normal day to day activities. 

	Do you have a disability?  If yes, please specify.  (New Collaborative Learning Trust is a Disability Confident Committed Employer. A disability or health problem does not preclude full consideration for the job).
	

	Would you require any special arrangements/facilities if you were invited for interview/testing?  If yes, please specify.
	

	If you believe you need a ‘reasonable adjustment’, then please discuss this with the Director of Human Resources.


This information will form part of the personal confidential record of the successful applicant. For other applicants, this information will be kept securely in accordance with our Recruitment and Selection Policy and then destroyed.
	Signed:  
	Date:  




	Office Use Only (Not to be completed by candidate)

	
	Comments by HR:
	Checked by interviewer:

	Gaps in Employment 
	
	

	Working Overseas
	
	

	Any Concerns re Safeguarding 
	
	

	Equality and Diversity 
	
	

	Declarations 
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