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                                C O N F I D E N T I A L
APPLICATION FORM
App. No.: _______________________________ (for Office use only)
	Application for appointment as:

Job Reference No.:



Please complete in black ink or type/word process and email to: hr@distancelearningcentre.com (preferred) or post to: Human Resources, DistanceLearningCentre.com Ltd, 44 Rochdale Road, Darwin House, Todmorden, West Yorkshire, OL14 7LD.
Please read any guidance notes enclosed with your application pack before completing this form.

Please note that the enclosed Equal Opportunities Monitoring Form must be returned with your application form. Your completed application form and the monitoring form must be received by the closing date stated in the advertisement for your application to be considered.

1. PERSONAL DETAILS

	Surname:


	Forename(s):

	Address:
Post Code:
	Home Telephone No:

Business Telephone No:

Mobile Telephone No:

	E-mail address: 

	National Insurance Number:
	DFE No. (Teaching Staff only):



	Please indicate any dates that you would not be available for interview due to holidays.
	 


2. QUALIFICATIONS & TRAINING
Qualifications

Please give details of all qualifications you have gained starting with your secondary education and working up to the present day. Continue on a separate sheet if required.

	Secondary Schools/Education

	From
	To
	Qualifications Gained

	
	
	
	

	College or University


	F/T or P/T
	From
	To
	Qualifications Gained

	
	
	
	
	


Note: If selected for interview, you will be asked to provide evidence of qualifications attained
Training
Please give details of any training and development activities you have completed, including vocational updating which you feel is relevant to your application and not covered by any other section. Please continue on a separate sheet if required.
	Training/Development Undertaken (including short courses)


	Date
	Duration

	
	
	


3. MEMBERSHIP OF PROFESSIONAL BODIES
	Name of Professional Body
	Level of M/Ship
	Date of Entry
	By Exam

(YES/NO)
	Status/Duties

	
	
	
	
	


4. PRESENT OR MOST RECENT EMPLOYMENT
	Name of  Employer:                                                

Address:  
Tel. Number:
	Job Title: 
Date appointed: 
Grade (if appropriate): 
Annual Salary (Gross): 
Other remuneration or benefits:

Notice period: 


	Brief description of duties/responsibilities: 



	Reason for Leaving:




5. PREVIOUS EMPLOYMENT

Please give details of previous employment accounting for any gaps in between jobs, and including whether the position was full time or part time. Start with your most recent position and work back, continue on a separate sheet if necessary.
	Employer


	From
	To
	Position Held
	FT/PT
	Main duties/responsibilities
	Reason for leaving

	
	
	
	
	
	
	

	Please give details of any gaps in your employment history.




6. ABOUT YOURSELF

Please use the space below to explain how your experience and skills acquired in your previous work will enable you to meet the requirements of the post you have applied for. Please address the essential requirements shown on the Person Specification. You are invited to include any interests or activities outside work which you consider relevant.  Your explanation should be as full as possible and should mirror the format of the Person Specification. You may continue on an extra sheet if necessary. Please limit this to no more than one extra side of A4.
	


7. REFEREES
Please give two referees, both of whom must be your present and/or most recent employer(s). Please note that references from friends or relatives cannot be accepted.
	Current or most recent employer
	

	Name:                                                                                                                                          

Position:

Organisation: 
Address: 
Tel No:
	Name:                                                                        
Position: 
Organisation:

Address: 
Tel No:


References will normally be taken up as part of the interview process and your referees may be contacted at this stage. If you do not want us to contact your referees at this stage please tick the relevant box(es) above.
8.  ENTITLEMENT TO WORK IN THE UK

In order to comply with the Asylum and Immigration Act 1996 all prospective employees will be requested to provide evidence of their eligibility to work in the UK. You will be requested to produce an official document e.g. your birth certificate or passport, or a document showing your National Insurance Number, or a current work permit.

Do you require a work permit to work in the UK?     YES/NO        

If YES, do you have a valid work permit                 YES/NO

If YES please give expiry date of permit ___________________

9.  MEDICAL HISTORY

a)
If, during the past 5 years, you have had any illness or injury causing you to be absent from work, school 

            or college for 3 weeks or more, please give details below:


__________________________________________________________________________________________
b)
How many days sickness absence have you had during the last 2 years.____________________
	10. PENSION


Are you currently in receipt of an ill-health retirement pension?     YES/NO If YES please give details 

_________________________________________________________________________________
11. DATA PROTECTION ACT 1998

The DLC will use the information provided on this form to process your application and provide data that the DLC is required to hold and supply to Government Departments and other bodies, in accordance with the Data Protection Act 1998.
12. CRIMINAL CONVICTIONS
Rehabilitation of Offenders Act 1974 

The DistanceLearningCentre.com Ltd aims to promote equality of opportunity and is committed to treating all applicants for positions fairly and on merit regardless of race, gender, marital status, religion or belief, disability, sexual orientation and age. 

The DistanceLearningCentre.com Ltd undertakes not to discriminate unfairly against applicants on the basis of a criminal conviction or other information declared. 

If you are applying for a post involving access to young persons and vulnerable adults, your offer of employment may be subject to a satisfactory criminal record check. 

Failure to reveal information relating to any convictions could lead to withdrawal of an offer of employment. Individuals applying for positions which involve ‘regulated activity’ are required to have an enhanced criminal record check and, where appropriate to the role, this check will also include any information which may be held against the barred lists for working with children and/or adults.

The full definition of ‘regulated activity’ is defined in the Safeguarding Vulnerable Groups Act 2006, as amended by the Protection of Freedoms Act 2012 which came into force on 10 September 2012.
	Are you currently bound over, or do you have any unspent convictions issued by a Court or Court Martial in the UK?



	
Yes                                      No



	If yes, please supply details below:



	


Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)

To protect certain vulnerable groups within society, there are a number of posts within the DistanceLearningCentre.com Ltd that are exempt from the provisions of the Rehabilitation of Offenders Act 1974 (as amended). As the post you have applied for falls within this category, it will be exempt from the provisions of the Rehabilitation of Offenders Act by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013). 

Applicants for such posts are not entitled to withhold any information about convictions or other relevant criminal record information which for other purposes are ‘spent’ under the provisions of the Act. If you are successful with this application, any failure to disclose such information could result in dismissal or disciplinary action. Any information provided will be confidential and will be considered only in relation to posts to which the Order applies.

All individuals applying for positions which involve ‘regulated activity’ are required to have an enhanced criminal record check and, where appropriate to the role, this check will also include any information which may be held against the barred lists for working with children and/or adults.

The full definition of ‘regulated activity’ is defined in the Safeguarding Vulnerable Groups Act 2006, as amended by the Protection of Freedoms Act 2012 which came into force on 10 September 2012.
	Are you currently bound over or have you ever been convicted of any offence by a Court or Court-Martial in the UK?



	
Yes                                      No



	If YES, please include details of the order binding you over and/or the nature of the offence, the penalty, sentence or order of the Court, and the date and place of the Court hearing.



	

	Are you currently bound by any barring decision made by the Independent Safeguarding Authority (ISA) from working with children?

	
Yes                                      No



	Are you currently bound by any barring decision made by the Independent Safeguarding Authority (ISA) from working with vulnerable adults?

	
Yes                                      No




13. DECLARATION

To the best of my knowledge and belief the information I have given is correct. 
I understand that providing false information is an offence and could result in my application being rejected or disciplinary action being taken up to and including summary dismissal if I have already been appointed and possible referral to the police in certain circumstances, if I have knowingly given false information.

I am also aware of and agree to accept the conditions set out in the accompanying information relating to the provision of information on criminal convictions.

Signature:   _________________________________
Date:   __________________
________________________________________________________________________________________________

APPLICANTS CHARTER

Thank you for your enquiry about working for the DistanceLearningCentre.com Ltd. To assist you with your application we will:

· Supply you with the name and telephone number of someone (identified in the enclosed letter) to help you with your enquiries and give further information.

· Give you full details of the interview & assessment format including the names and designation of panel members.

· Take account of any specific needs you let us know about e.g. assistance with access, sign language interpreters, large print, taped information etc.
· Process your application confidentially and objectively.

· Contact you within 5 working days of the published closing date if you have been shortlisted. If you do not hear from us within this period, please assume your application was unsuccessful on this occasion.

· Endeavour to ensure that members of the selection panel have received training in interviewing and selection procedures.

· Give you a specific time for any interview and will see you within 30 minutes of it or we will give you an explanation for any longer delay.

· You will be fairly assessed against known appointment criteria without consideration of sex, race, colour, nationality, disability, religious belief, sexual orientation, age or marital status.

· Give you a selection decision within 3 working days or, if this is not possible, provide a reason for the delay within the 3 days.
· Provide feedback on an interview and/or assessment on request and will give you the name and contact number of the appropriate person.

· You will be given a clear explanation of the terms and conditions relating to any offer of employment.

· You will be allowed up to 24 hours to consider accepting an offer, if you request this.
· Any offer of employment will be confirmed in writing to you within 5 working days of verbal acceptance.
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STRICTLY CONFIDENTIAL

EQUAL OPPORTUNITIES MONITORING FORM   

	Job Applied for:                                                                                    Ref No:




Name: __________________________            Date of Birth: ______
Gender: ______________________________
Religion: (optional) ​​​​​​​​​​​​​​____________________
The DistanceLearningCentre.com Ltd is committed to being an equal opportunity employer and we select staff solely on merit irrespective of race, ethnic origin, disability, age, gender, marital status, sexual orientation, or religious beliefs. As an employer we aim to ensure that our Equal Opportunity Policy is fully and fairly implemented and you are asked to complete this form to assist us with this monitoring process. Please note that this form must be returned with your application form.
Please note that this information will not be used as part of the selection process in determining suitability for this post. This page will be removed from the Application Form before short-listing and will be used for monitoring purposes only.

	Please indicate your age group by  ticking the  appropriate box:

( Under 25    ( 25-29    ( 30-34    ( 35-39   ( 40-44   ( 45-49    ( 50-54   (  55-59  

(  60 & over


	Please indicate your marital status by ticking the appropriate box:

(  Single        (   Married or in a Civil Partnership      (  Living with Partner      

(   Separated     (   Divorced   ( Widow/Widower

Your preferred title:  DR/MR/MRS/MS/MISS/OTHER (please state) ____________



	Disability

Do you consider yourself to have a disability?
Yes (
     No ( 
If 'Yes', is this a disability that falls within the scope of the Disability Discrimination Act?       Yes  (
  No (
Will reasonable adjustments be required to enable you to carry out your job effectively?

Yes  (
  No (
If 'Yes', which aids or modifications might assist you to carry out the duties of the post and what assistance, if any, you may require if selected for interview e.g. use of interpreter, signer, wheelchair access etc.

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________




	Please give details of your Ethnic Origin (please tick appropriate box)

(
White British 



(
White Irish




(
Any Other White Background
(
Mixed White and Black Caribbean   

(
Mixed White and Black African


 

(
Mixed White and Asian

 

(
Any Other Mixed Background 

(
Indian






(
Pakistani





(
Bangladeshi
(
Any Other Asian Background
(
Caribbean
(
African
(
Any Other Black Background                           

( 
Chinese
(
Any other Ethnic Group
(
Prefer Not To Say


	Where did you see this post advertised or hear about this vacancy? 



Signed:
____________________________________
Date:
________
















































Application No.
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