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	Position applied for
	     


This application form enables us to give careful consideration to your application and you are asked to answer all questions fully with the assurance that your answers will be treated in the strictest confidence. Please do not send your CV unless specifically requested to do so.

If you have difficulty completing this application form, or you have a disability which prevents you from completing this form, please contact the People Team on 01483 216757.

	PERSONAL DETAILS

	

	Surname/Family name
	
	Title for correspondence (Mr/Mrs/Miss/Ms/Dr/Other)

	     

	
	     

	
	
	

	Forenames
	
	Preferred name

	     

	
	     

	
	
	

	Address
	
	Mobile no.

	     
	
	     

	
	
	

	
	
	

	
	
	Home tel no.

	
	
	     

	
	
	

	
	
	

	
	
	Work tel no. (if we can contact you there)

	
	
	     

	
	
	

	
	
	

	



Postcode     

	
	E-mail address

	
	
	     


	
	
	

	Non-EU citizens only: Will you require a work permit to take up employment at The College of Law in the UK?
	
	National insurance no.

	
	
	     

	Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

	
	

	

	Do you hold a full and clean driving licence?

	Yes  FORMCHECKBOX 


No  FORMCHECKBOX 
 

	

	Have you been convicted of any criminal offences which are not yet ‘spent’ under the Rehabilitation of Offenders Act 1974?

	Yes  FORMCHECKBOX 


No  FORMCHECKBOX 
 if yes, please give brief details       

	

	Please provide details of any annual leave dates which are imminent and other dates when you will be unavailable for interview

	     

	

	Are there any special facilities which the College would need to provide:

	if you attend an interview?
	     


	if you are offered the position?
	     



	EQUAL OPPORTUNITIES

	

	Policy statement

	

	

	The College of Law is committed to providing equality of opportunity. Providing the following information will enable us to analyse the applications we receive and help us ensure our policy is being carried out. Your personal information will be treated in the strictest confidence and will be used to create statistics in which personal data is not identifiable. This form will be detached from your application on receipt and will not be used in any way as part of the selection process. You are under no obligation to complete this form. 


	Full name
	     

	
	

	Position applied for
	     

	
	

	Candidate reference number
	     


Please tick the appropriate boxes:

	Gender
	Female    FORMCHECKBOX 

Male    FORMCHECKBOX 



	Marital status
	Single    FORMCHECKBOX 
    Civil Partnership    FORMCHECKBOX 
     Married    FORMCHECKBOX 
     Divorced    FORMCHECKBOX 
     Widowed    FORMCHECKBOX 
     Separated    FORMCHECKBOX 



	Date of birth
	     
	Age group
	16-24    FORMCHECKBOX 

	25-34    FORMCHECKBOX 

	35-44    FORMCHECKBOX 

	45-54    FORMCHECKBOX 

	55-64    FORMCHECKBOX 

	65+    FORMCHECKBOX 



	I would describe my ethnic origin* as:


	A
	White
	British    FORMCHECKBOX 


Irish    FORMCHECKBOX 


	
	Other white background (please state)
	     


	B
	Mixed
	White and Black Caribbean  FORMCHECKBOX 
   White and Black African  FORMCHECKBOX 
   
White and Asian  FORMCHECKBOX 


	
	Other mixed background (please state)
	     


	C
	Asian or Asian British
	Indian    FORMCHECKBOX 


Pakistani    FORMCHECKBOX 


Bangladeshi    FORMCHECKBOX 


	
	Other Asian background (please state)
	     


	D
	Black or Black British
	Caribbean    FORMCHECKBOX 


African    FORMCHECKBOX 




	
	Other black background (please state)
	     


	E
	Chinese or other ethnic group
	Chinese    FORMCHECKBOX 


	
	Other  (please state)
	     


	Nationality
	     


*Ethnic origin does not mean nationality, but normally refers to the people or culture with which a person’s immediate family        
identify.  The above groupings are recommended by the Commission for Racial Equality.

	Do you consider yourself to have a disability?
	Yes  FORMCHECKBOX 


No  FORMCHECKBOX 



	If yes, what form does the disability take?

	     


We welcome applications from people with disabilities. If you wish to discuss any concerns about your disability in relation to the job or the short-listing process, please contact the People Team in confidence on 01483 216757.
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APPLICATION FOR EMPLOYMENT

External applicants


	

	Position applied for
	     

	Centre location eg Chester, York etc
	     
	How did you find out about this vacancy?
	     


	SECONDARY EDUCATION


	Schools attended
	From
	To
	Qualifications obtained (including grades and dates)

	     
     
	     
     
     
	     
     
     
	     
     

	     
     
	     
     
     
	     
     
     
	     
     


	FURTHER, HIGHER AND PROFESSIONAL EDUCATION


	College/University course attended
	From
	To
	Qualifications obtained (including grades and dates)

	     

	     
     

	     
     

	          


	     

	     
     

	     
     

	     


	     

	     
     

	     
     

	     


	     

	     
     

	     
     
	     


	TRAINING


	Please give details of any other courses attended, current Professional Memberships and other qualifications which are relevant to the position you are applying for.

	     



	OTHER RELEVANT SKILLS


	Please rate your computer skills using the following scale:

1 = basic knowledge (occasional use), 2 = working knowledge (daily use, proficient), 3 = advanced knowledge (qualification or equivalent standard)

	Word      
	E-mail      
	PowerPoint      

	Excel      
	Internet      
	Access      


	Please rate your knowledge of the following areas, using the above scale:

	Legal Research Databases (please specify)

     

	Case Management Systems (please specify)

     



	Please indicate and rate any other skills and interests not mentioned elsewhere (eg spoken languages)

	     



	PRESENT OR MOST RECENT EMPLOYMENT
	

	
	
	
	

	Name and address of employer
	
	Present or most recent job title

	     

	
	     

	
	
	

	
	
	

	
	
	Tel no.

	
	
	     

	
	
	

	
	
	

	
	
	Date appointed to current or recent post

	



Postcode     
	
	     



	Current salary

	Guaranteed salary: 
£
     

p/a
Overtime:  £
     
p/a
Bonuses:  £
     
p/a

Allowances:
£
     

p/a
Current benefits package (please state what is included):

     



	Are you still working for this company?
	
	Reason for leaving/wishing to leave

	
Yes  FORMCHECKBOX 

If yes, please provide your notice period      
No   FORMCHECKBOX 

If no, please provide your leaving date:      

	
	     



	Please provide a brief description of duties and responsibilities (please attach additional sheet if required)

	     



	PREVIOUS EMPLOYMENT


Positions should be listed in date order with the most recent first. You should account for any gaps in employment (subject to the provisions relating to disclosure under the Rehabilitation of Offenders Act 1974). You may attach a separate sheet covering these posts. 

	Name and address of employer
	Job title, salary and responsibilities
(brief outline)
	Dates
	Reason for leaving

	     

	     

	From:

     
To:

     

	     


	     

	     

	From:

     
To:

     

	     


	     

	     

	From:

     
To:

     

	     


	     

	     

	From:

     
To:

     

	     



	SUITABILITY FOR THE ROLE

	

	Please use the space below to show how you meet the requirements for this post and give any other information in support of your application. Candidates are advised to refer to the job description and person specification, as these criteria will be used in the short listing process. Include details of any publications, research projects etc if appropriate (continue on the next page if required).

	     

	REFERENCES


All appointments are subject to receipt of satisfactory references. Please give details of two people who we can approach for references. We will not approach your referees without your permission. Both referees should be from previous employment; one should be your present or most recent line manager. The College does not accept referees who are friends or work colleagues in an equivalent or junior role to the most senior position you have held at that organisation.

	Referee 1


	
	Referee 2

	Name of referee
	
	Name of referee

	     

	
	     

	
	
	

	Job title of referee
	
	Job title of referee

	     

	
	     

	
	
	

	What is your relationship to this person?
	
	What is your relationship to this person?

	     

	
	     


	
	
	

	Can we approach this referee immediately?
	
	Can we approach this referee immediately?

	Yes  FORMCHECKBOX 


No  FORMCHECKBOX 

	
	Yes  FORMCHECKBOX 


No  FORMCHECKBOX 


	
	
	

	Name of organisation
	
	Name of organisation

	     

	
	     

	
	
	

	Address
	
	Address

	     
	
	     

	



Postcode:     
	
	



Postcode:     

	
	
	

	Tel no.
	
	Tel no.

	     

	
	     

	
	
	

	E-mail address
	
	E-mail address

	     

	
	     


	CERTIFICATION

	

	I certify that the above replies are true, complete and accurate to the best of my knowledge and belief. I understand and acknowledge that any false statement knowingly made or the withholding of any relevant information may result in the withdrawal of any offer of employment or the termination of employment as appropriate.



	[image: image2.png]The College of Law %

of England and Wales



Signature:
	Name:      
	Date:      

	Please note that for the successful candidate, the information provided will be used to create a confidential computer and manual based file, the use of which complies with the provision of the Data Protection Act 1998.




The College of Law, Braboeuf Manor, Portsmouth Road, St Catherines, Guildford, Surrey GU3 1HA

DX: 2400 Guildford   Tel: 01483 216757   Fax: 01483 570341   E-mail: people@lawcol.co.uk   www.college-of-law.co.uk

The College of Law pursues a policy of continuous development of its courses and services. They are subject to change without notice.

The information contained within this booklet is correct at the date of publication: March 2006.

Registered Charity ©The College of Law 2006
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