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CONFIDENTIAL
This form should be typed or clearly

written in black ink and returned

as requested in the advertisement
	APPLICATION FOR A NON-TEACHING APPOINTMENT


1. VACANCY DETAILS
	Job Title:






Closing date:




2. PERSONAL DETAILS
	Surname:






Forenames:

	Title:







Date of Birth:

	National Insurance No: 

	Home Address:









Postcode:

	Home Telephone No:





Mobile Telephone No:

	Email Address:


3. ARRANGEMENTS FOR INTERVIEW
	If you have a disability, are there any arrangements which we can make for you if you are called for an interview and /or work based exercise:


( Yes


( No



	If yes, please specify (eg- ground floor venue, sign language interpreter etc)




4. PRESENT OR MOST RECENT EMPLOYMENT
	Job Title:






Salary:

	Date started:






Notice period required:

	Date left (if applicable):

	Reason(s) for leaving (if applicable):



	Employers Name:





Telephone No:

	Address:






Postcode:


	Main Duties and Responsibilities:



5. PREVIOUS EMPLOYMENT
	Please include below details of all previous employment


	Name and Full Address of Employer
	Job Title and Main Responsibilities
	Dates
	Reason(s) for Leaving

	
	
	From
	To
	

	‎

	
	
	
	


6. SECONDARY, FURTHER AND HIGHER EDUCATION
	Name and location of school, college or university
	Dates
	Examinations Taken
(include date, level and grade)

	
	From
	To
	

	
	
	
	


7.   TRAINING AND DEVELOPMENT  (Include job related activities relevant to your application)
	Name and location of training provider
	Dates
	Examinations taken

(include date, level, grade, where known)

	
	From
	To
	

	
	
	
	


8. MEMBERSHIP OF PROFESSIONAL ORGANISATIONS
	Professional Organisation
	Level of Membership
	By Examination

Yes / No
	Date Awarded

	
	
	
	


9.   SUPPORTING STATEMENT
	Please use this section to provide further information in support of your application.  This needs to be related to the requirements of the job and should cover the following:

· Experience, skills, knowledge and personal qualities which you consider make you suitable for the job

· Your reasons for applying



	


(Attach additional sheets if necessary)
10.   ADDITIONAL INFORMATION
	Do you hold a full current driving license?
	( Yes


( No



	Do you have the use of a car?
	( Yes


( No



	Will this be your only employment?

	( Yes


( No



	Are you related to any employee of Bodmin College or to the partner of such a person? If yes, please provide details:

Name:

Department:
	( Yes


( No

Position:

Relationship:




11.   REFERENCES
	Please give two referees.  One should be your present employer, or if you are currently unemployed, your last employer, or if you are leaving full time education, your Headteacher or Principal.  The second should be a person who can comment on your skills and abilities in relation to the job for which you have applied.  Additional referees may be sought from previous employers, particularly for jobs working with children or vulnerable people.  References for shortlisted candidates will be taken up prior to interview unless you request otherwise.



	Name:

Job Title:

Address:

Postcode:

Telephone No:

Email Address: 

Relationship:

I do/do not wish this reference to be taken up prior to interview (Please delete as appropriate)
	Name:

Job Title:

Address:

Postcode:

Telephone No:

Email Address: 

Relationship:
I do/do not wish this reference to be taken up prior to interview (Please delete as appropriate)


12.  GDPR STATEMENT FOR RECRUITMENT
	All information given on this application form will only be used to determine an applicant’s suitability for the job and will be kept only for those purposes and equal opportunities monitoring.  
We will need this information in order to make safe and effective employment decisions for the benefit of our school and the citizens we serve.

The data will only be shared with staff and governors that have a legitimate interest in the employment decision.  However, we have a duty to protect the public funds we handle so we may use the information you have provided on this form to prevent and detect fraud, especially Benefits, Council Tax, NNDR, Housing/Rents, salaries, employment, pensions and Members allowances.   We may also share this information, for the same purposes, with other organisations which handle public funds.    It will not be exchanged or sold to any third party.   

The application form will be held on file in a secure area. Application forms for unsuccessful candidates will be retained for a period of six months before being destroyed.   
You have a number of rights under GDPR:

· The Right to be Forgotten

· The Right to Rectify incorrect personal data

· The Right to Withdraw consent

· The Right to be kept informed about the processing of your data
Please contact the DPO (address below) if you wish to enforce these rights.  Please be aware that this course constrain our ability to process your application.

Data Protection Officer: Gareth Morris

Email: Mg@bodmincollege.co.uk 


13. PROTECTION OF CHILDREN 
	Your signature is required below only if you are applying for a job working with children or vulnerable adults.    

If the job gives opportunity for access to children or vulnerable adults, Bodmin College has a statutory obligation to check with the Disclosure and Barring Service (DBS) in order that any criminal background including spent convictions, bind-over orders or caution is disclosed to the Governing Body.  It is an offence to apply for the role if you are barred from engaging in regulated activity relevant to children.
Only those who have been checked can be employed by Bodmin College.   In the event of a successful application a Disclosure will be sought from the DBS.

I certify that the information given in this application, is to the best of my knowledge correct, and authorise the Governing Body to make enquiries of the DBS, if it is decided to offer me the job and if the job for which I am applying is subject to a DBS check.   

Finally, if your application form is received electronically without your signature, and you are asked to attend for interview, you will be asked to sign the form at a later date, but in the meantime, please indicate your declaration that the information is correct by ticking the box below.

(    
I declare that to the best of my knowledge all the information on this form and any additional material supplied is correct and that it may be used for purposes registered by the Council under the Data Protection Act 1998.  I understand that the withholding of relevant information or providing any false or misleading statement could result in the application being rejected or summary dismissal if appointed and possible referral to the police.  

Signature …………………………..………….                            Date ………………………………………….

(all successful candidates will be requested to sign this declaration, even if an electronic signature has been used for the time being) 


Please return your completed application form to sarah.ford@bodmincollege.co.uk 
Please state where you first saw this advert.  If you saw it online, please state the website.  This will help us review our advertising as appropriate
September 2021 
