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	Gonville & Caius College




CONFIDENTIAL – Application for Employment

To ensure that all applicants are treated equally, this form is in a standardised format so only the details we require are provided.  If more space is needed, please continue on a separate sheet of paper marked with your name and post applied for.

	Position applied for:


	


PERSONAL DETAILS

	Surname:


	Other Name(s):
	Title:

	Address:


	Home telephone no.

Mobile telephone no.

Work telephone no.

(May we use your work number to contact you?)

Yes / No
Email address:


GENERAL INFORMATION

	Have you previously been employed or applied to work at this College?

If, YES, please give details including dates.


	Yes
	No

	Period of notice required by your current employer:


	Current salary:  £

	Please provide details of any existing holiday commitments:



	Do you have a National Insurance Number?  (Not temporary)
	Yes
	No




ELIGIBILITY FOR UK EMPLOYMENT

	Are you eligible for employment in the United Kingdom?

Please indicate below which ORIGINAL documents you can provide:

British passport

European Economic Area passport or identity card

Travel document indicating authorisation to reside and work in the UK

Birth certificate 

Document showing National Insurance number (not temporary)
	Yes
	No


EDUCATION

A.  Formal academic and professional qualifications.
	Dates
	School/College/University attended
	Qualifications

	
	
	


B.  Other relevant training or qualifications (eg short courses, on-the-job training, etc.)

     Membership of professional and technical associations.

	


EMPLOYMENT HISTORY

Please list full particulars of all employment since leaving full-time education accounting for any period during which you were not employed.  Please list your most recent employer first.  If you need more space, please use additional pages following the same format. 
	From (month/year)
	To (month/year)
	Position held:



	Name and address of employer:
	Duties:



	
	Current salary/salary on leaving:  £



	
	Reason for leaving:




	From (month/year)
	To (month/year)
	Position held:



	Name and address of employer:
	Duties:



	
	Current salary/salary on leaving:  £



	
	Reason for leaving:




	From (month/year)
	To (month/year)
	Position held:



	Name and address of employer:
	Duties:



	
	Current salary/salary on leaving:  £



	
	Reason for leaving:




	From (month/year)
	To (month/year)
	Position held:



	Name and address of employer:
	Duties:



	
	Current salary/salary on leaving:  £



	
	Reason for leaving:




ADDITIONAL INFORMATION
	Please highlight the relevant skills you have to carry out the job you are applying for.



	Is there any further information you would like to give in support of your application?




REHABILITATION OF OFFENDERS ACT

If the answer to either of these questions is yes, you will not necessarily be excluded from employment.  Each case is considered on its own merit.  Please refer to the note below regarding the Rehabilitation of Offenders Act. 

	Have you ever been convicted of any criminal offence?                               Yes / No
	Are there any outstanding summonses or charges against you?                          Yes / No


If yes, details giving the nature of the offence, date and sentence imposed should be supplied in a sealed envelope marked confidential and addressed to the Personnel Officer.

The Rehabilitation of Offenders Act 1974 provides that if an offender remains free for a specified rehabilitation period he/she becomes, at the end of that time, a rehabilitated person and the conviction is spent.  The length of the rehabilitation period depends on the sentence imposed for the original offence.

REFERENCES

Please give the names and contact details of two referees who can provide information in support of your application.  One of these should be your current employer or, if you are not in employment, the name of your most recent employer.  School or college leavers should give the name of a teacher or tutor.  Please ensure that your referees are aware of your application and that you have their permission to submit their name.

	Name:

Organisation:

Address:

Daytime telephone no.:

Email:

Position held in relation to applicant:

Do we have your permission to contact this referee following a conditional offer of employment to you?

                                                           Yes / No
	Name:

Organisation:

Address:

Daytime telephone no.:

Email:

Position held in relation to applicant:

Do we have your permission to contact this referee following a conditional offer of employment to you?

                                                           Yes / No


DATA PROTECTION ACT 1998

Information given in this form will remain private and confidential and only used for the purpose of recruitment and selection.  Personal data in respect of successful applicants will be held for personnel administration purposes.  Processing will take place in accordance with the provisions of the Data Protection Acts 1984 and 1998.  In signing this form you are giving consent for this information to be processed.  Information relating to unsuccessful applicants will be destroyed as soon as possible and no later than six months from the date of appointment.

DECLARATION
I declare that the information given in this application and in any supporting documentation is correct and complete.  I understand that any false declaration renders me liable to disqualification or to summary dismissal if engaged.

I understand that any offer of employment will be subject to receipt of satisfactory references.
Signed:    ………………………………………………      Date:    ……………………………

	Thank you for your interest in employment with Gonville and Caius College.  Please return your completed form to:             

                                                     The Human Resources Officer

  Gonville & Caius College

  Trinity Street

  Cambridge    CB2 1TA
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