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Application form
Folly Lane, Hereford, HR1 1LT, Tel: 01432 273359, Website: www.hca.ac.uk, E-mail: jobs@hca.ac.uk
	Job applied for

	Surname
	Forenames
	Title Mr/Mrs/Miss/Ms/Dr etc

	Address

Post Code
Email address

Home telephone                                          Work telephone                                            (may we ring you at work?)

	If appointed how soon could you start work?
	National Insurance No: 

	Do you have a health problem or disability which you consider relevant to your application?     Yes/No

	If yes, Please specify

Applicants with a disability who meet the criteria in the person specification will be shortlisted for interview. Please contact Personnel separately if you need us to make particular arrangements for completing the application form or for the interview. 

	YOUR EDUCATION (Please complete in full – CVs not acceptable)

	School/College/University 
	From
	To
	Subjects/Qualifications
	Grade

	
	
	
	
	

	Other training/professional qualifications
	From
	To
	Subjects/Qualifications
	Grade

	
	
	
	
	


	Recent (or last) employment (Please complete in full – CVs not acceptable)

	Name and address of employer

	Job Held
	Date appointed 
	Date Left

	Reason for leaving
	Present or last salary

	Brief description of duties and responsibilities 


	Previous employment history  (Please complete in full – CVs not acceptable)

	From
	To
	Employer and job title 
	Duties and reasons for leaving

	
	
	
	


	Please give your reasons for applying for this post, explaining how your skills, experience and training are relevant to your application

                                            Continue on a separate sheet if necessary (maximum of one side of an A4 sheet)

	Please outline your main hobbies/interests and any positions of responsibility held


	CONVICTIONS/DISQUALIFICATIONS

All posts involving direct contact with children are exempt from the Rehabilitation of Offenders Act 1974.  However, amendments to the Exceptions Order  1975 (2013 & 2020) provide that certain spent convictions and cautions are ‘protected’.  These are not subject to disclosure to employees and cannot be taken into account.  Guidance and criteria on the filtering of these cautions and convictions can be found on the Ministry of Justice website. 
Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview.  You may be asked for further information about your criminal history during the recruitment process.  If your application is successful, this self-disclosure information will be checked against information from the Disclosure and Barring Service before your employment is confirmed. 

	REFEREES
Please supply the names and contact details of at least two referees who can comment on your suitability for this position.  One should be your current or most recent employer. (Note: if you are not currently working with young people/vulnerable adults but have done in the past, the second referee should be the employer by whom you were most recently employed in work with young people/vulnerable adults.  References will not be accepted from relatives or persons who only know you as a friend).



	Name                                                                               

Status                                                                                

Address                                                                             

E-mail address      

Telephone number
	Name                                                                               

Status                                                                                

Address                                                                             

E-mail address      

Telephone number



	Please note that we will contact referees if you are short-listed for this post and seek reference before interview.  In relation to work with young people/vulnerable adults, we will seek information about any past disciplinary issues relating to young people/vulnerable adults.  If you have any concerns about this please contact Personnel on 01432 273359.

	DATA PROTECTION

The information in this application form will be held securely both manually and Hereford College of Arts’ personnel computer database and will not be divulged to anyone outside of the organisation.  Information on the successful candidate may be held indefinitely.  Information on unsuccessful candidates will be held for up to one year.

The information on the equal opportunities monitoring form will only be used for monitoring our equal opportunities policy.  Any information required for statistical analysis will be used anonymously. 

	I confirm the above information is complete and accurate and I understand that any offer of employment is subject to a) references which are satisfactory to the College b) a satisfactory enhanced DBS certificate and check of the Barred List where relevant c) the entries on this form proving to be complete and accurate and d) a satisfactory medical report, if appropriate.   I confirm that I have not been disqualified from working with children, cautioned or sanctioned in this regard. 
Signature of Applicant:                                                                                     Date: 
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Please complete this form to allow the College to monitor our Inclusion Policies and ensure that our recruitment procedure operates in such a way as to produce genuine equality and opportunity.  It will not be taken into consideration for shortlisting or interviewing purposes.  If you are appointed, the information you have provided will be transferred to your personal record to enable the College to meet our monitoring requirements.
This form will be retained by the Personnel Department and will not be available to the short listing or interview panel.


Name 


Position applied for 

1. Gender
Male 


Female 

2. Date of Birth 
 


(DD/MM/YY)


3. Nationality: 

4. Ethnic Origin

(Ethnic origin questions are not about nationality, place of birth or citizenship. They are about colour and broad ethnic and cultural groups. UK citizens may belong to any of the groups shown. Please tick the category that you feel best reflects your ethnic origin.)
	Asian or Asian British

Asian or Asian British – Indian



Asian or Asian British – Pakistani



Asian or Asian British – Bangladeshi



Other Asian Background




	Mixed Heritage

Mixed – White and Asian



Mixed – White and Black African



Mixed – White and Black Caribbean



Other Mixed Background





	Black or Black British

Black or Black British – Caribbean



Black or Black British – African



Other Black Background




Chinese or other ethnic group

Chinese



Other Ethnic Background




	White

White British



White English



White Irish 



White Scottish



White Welsh 



Other White Background



Prefer not to say                                                   


5. Do you consider yourself to have a disability or a long-term health condition?

This could include sensory/physical as well as chronic medical conditions, mental health problems and dyslexia/other specific learning difficulties.

Yes


No



If so, please describe your disability or health condition: 


6. Gender identity

Is your gender identity the same as the gender you were assigned at birth? 

Yes     No    Prefer not to say 
7. What is your sexual orientation?

Bisexual



Gay




Lesbian




Heterosexual



Prefer not to say


8. Religion and Belief

Please tick the box that best describes your religion and belief:

Buddhist 



Christian



Hindu 




Jewish




Muslim




Sikh




Other Religion or Belief 

 (please state)

No Religion



Prefer not to say


9. What is your Marital Status?

Co-habiting 



Divorced



Married/Civil Partnership

Separated



Single




Widowed



Prefer not to say



Where did you see this post advertised?                    

Signed







             
Date




















































































