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                                 Please return your completed application form to


                                                        Human Resources Department

 Birmingham Metropolitan College 
Jennens Road, Birmingham, B4 7PS
or email – vacancies@bmetc.ac.uk   T: 0121 325 2208                

	Birmingham Metropolitan College


Please read the ‘information for applicants’ guide on the back of this form before completing. It is also available on www.bmetc.ac.uk. Please ensure that you fill in both parts of the form (Part A and B) and check the form carefully before returning. 
If you are completing an electronic copy of the form, you can only edit the areas highlighted in grey. When you have completed the form ensure the document has been saved and then email the document to us at vacancies@bmetc.ac.uk as an attachment. Complete this application form in black ink or in typed form and please tick each box accordingly throughout your application form.

Application form - Part A

For Office Use Only
	Post Applied for
	     
	Vacancy Ref.
	


	Personal Details 


	First Name
	     
	Surname
	     

	Known As
	     
	NI Number
	     

	Title
	 FORMCHECKBOX 
 Mr     FORMCHECKBOX 
 Mrs     FORMCHECKBOX 
 Miss     FORMCHECKBOX 
 Ms     FORMCHECKBOX 
 Dr     FORMCHECKBOX 
 Others      

	Address

	     
	Daytime number
	     

	Postcode
	     
	Evening number
	     

	Email
	     
	IfL Registration No & Membership status 
(If applicable)
	     

	I can confirm that I am an EU citizen or currently have a work permit to work in UK
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	Details of any permit currently held (if applicable).       
	     


	Where did you see this Vacancy advertised?

	 FORMCHECKBOX 
 Birmingham Mail

 FORMCHECKBOX 
 Times Education Supplement
 FORMCHECKBOX 
 College Website

 FORMCHECKBOX 
 Birmingham Post

 FORMCHECKBOX 
 Metro



 FORMCHECKBOX 
 Jobs.ac.uk

 FORMCHECKBOX 
 Word of mouth 

 FORMCHECKBOX 
 Other:      


	Are you related to any member of the staff at the College?
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	If yes, please give details
	     


	Equal Opportunities Monitoring 


It is the policy of the College that no job applicant or employee receives less favourable treatment on the grounds of marital status, gender, age, race, nationality, religious beliefs, sexual orientation, or disability.  
The information is used for monitoring purposes only, it will be kept confidential and does not form part of the selection process.

	Marital Status
	 FORMCHECKBOX 
 Single        FORMCHECKBOX 
 Married/Civil Partner        FORMCHECKBOX 
 Divorced        FORMCHECKBOX 
 Widowed        FORMCHECKBOX 
 Separated  
 FORMCHECKBOX 
 Annulled        FORMCHECKBOX 
 Prefer not to disclose       FORMCHECKBOX 
 Other      

	Gender
	 FORMCHECKBOX 
 Male      FORMCHECKBOX 
 Female     FORMCHECKBOX 
 Do not wish to disclose 

	Date of Birth
	     


Race Relations (Amendment) Act 2000

We are required to collect details about all applicants’ ethnicity for monitoring purposes. 

	How would describe your ethnic origin?

	Asian or Asian British 

Mixed



Other
 FORMCHECKBOX 
 Bangladeshi


 FORMCHECKBOX 
 White & Asian

 FORMCHECKBOX 
 Chinese

 FORMCHECKBOX 
 Indian


 FORMCHECKBOX 
 White & Black African
 FORMCHECKBOX 
 any other – Arab 
 FORMCHECKBOX 
 Pakistani


 FORMCHECKBOX 
 White & Black Caribbean
 FORMCHECKBOX 
 any other – Gypsy/Traveller/Romany


 FORMCHECKBOX 
 any other Asian background
 FORMCHECKBOX 
 any other mixed background
 FORMCHECKBOX 
 any other ethnic group

White 

                   Black or Black British
 FORMCHECKBOX 
 British


 FORMCHECKBOX 
 African


 FORMCHECKBOX 
 I do not wish to disclose my ethnic origin
 FORMCHECKBOX 
 Irish


              FORMCHECKBOX 
 Caribbean



 FORMCHECKBOX 
 any other White background
 FORMCHECKBOX 
 any other Black background

 FORMCHECKBOX 
 other European                                                     


Employment Equality Regulations 2003

In order to comply with these Regulations, the College is monitoring sexual orientation and religion/belief for applications received. 
	Please indicate your sexual orientation

	 FORMCHECKBOX 
 Heterosexual     FORMCHECKBOX 
 Bisexual        FORMCHECKBOX 
 I do not wish to disclose my sexual orientation
 FORMCHECKBOX 
 Gay 

     FORMCHECKBOX 
  Lesbian


	Please indicate your religion or belief

	 FORMCHECKBOX 
 Atheism
 FORMCHECKBOX 
 Buddhism
 FORMCHECKBOX 
 Christianity
 FORMCHECKBOX 
 Hinduism
 FORMCHECKBOX 
 Islam
 FORMCHECKBOX 
 Judaism
 FORMCHECKBOX 
 Sikhism

 FORMCHECKBOX 
 I do not wish to disclose my religion
 FORMCHECKBOX 
 No religion or belief
 FORMCHECKBOX 
 Other      


Disability Discrimination Act 1995
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Under the terms of the Act a disability is defined as a “physical or mental impairment which has a substantial and long term effect on a person’s ability to carry out normal day to day activities.” The Colleges welcome applications from disabled people. 
	a) Do you consider yourself to have a disability?  
	 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No     FORMCHECKBOX 
 Do not wish to disclose

	If Yes, under the definition within the Disability Discrimination Act 1995, which type of disability do you have? (Please tick as appropriate)

 FORMCHECKBOX 
 Yes – Physical impairment                        FORMCHECKBOX 
 Yes – Mental ill health
 FORMCHECKBOX 
 Yes – Learning difficulty                            FORMCHECKBOX 
 Yes – rather not say

	b) Do you need any special consideration for access?
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	c) At interview or if offered employment, would we need to make any adjustments to enable you to perform?
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No

	If yes to a) b) or c), please give details

	     
(Please continue on a separate sheet if necessary)


	Criminal Record


As an educational institution, employment at the College is exempted from the provisions of the Rehabilitation of Offenders Act 1974. Therefore, you must declare below any convictions, cautions or bind overs which you have incurred, including any that would be regarded as ‘spent’ under the Act in other circumstances, i.e. any and all convictions irrespective of their nature or when they occurred.

Please provide details below, detailing the nature of the offence, sentence received and date committed. Failure to reveal information relating to any convictions could lead to withdrawal of an offer of employment or dismissal. Past convictions will not necessarily be a bar to obtaining a position. 

An offer of employment will be subject to a satisfactory Disclosure from the Criminal Records Bureau. A copy of the College’s policy on criminal record checking ‘Disclosure – Safer Recruitment to Protect the Vulnerable’ is available from the Personnel Office. Further information about Disclosure scheme can be found at www.disclosure.gov.uk.  

	Have you at any time received, or had pending, a court conviction or police caution? 
	 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   

	If yes, please give details
	     
(Please continue on a separate sheet if necessary)


	References 


For all positions you must provide 2 referees. If you are, or have been, employed references should be from your two most recent employers. Please ensure that the referees that you supply are not both from the same organisation. References will only be requested once the successful applicant has been notified.

	Referee 1
	Referee 2

	Name
	     
	Name
	     


	Job Title
	     
	Job Title
	     

	Company
	     
	Company
	     

	Address
	     
	Address
	     

	Postcode
	     
	Postcode
	     

	Tel
	     
	Tel
	     

	Fax
	     
	Fax
	     

	Email
	     
	Email
	     

	Relationship
	     
	Relationship
	     


	Declaration


I understand that canvassing support of the College Corporation, Management Team of these Colleges or any other member of staff, directly or indirectly, will disqualify my application. If I am employed and information that I have given in my application form is found to be misleading or false, then my contract of employment will be terminated.

I declare that to the best of my knowledge, the information provided in my application (both Parts A and B) is accurate and truthful. I also consent to the information supplied by me being held on file under the terms of the Data Protection Act 1998. If you are offered employment with these Colleges, the offer is subject to verification of all qualifications; police and medical clearance and receipt of satisfactory references.

I agree to this declaration.

	Signed
	     
	Date
	     

	Name (please Print)
	     


Application form – Part B
	Post Applied for
	
	Vacancy Ref.
	


	Forename(s)
	     
	Surname
	     


	Education & Professional Qualifications


Include in this section all relevant qualifications. Please indicate any subjects currently being studied. 

(All successful candidates will be required to produce original certificates as evidence).  

	From 
	To
	Place of Study
	Subject Title / Qualifications
	Grade/
Result

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


(Please continue on a separate sheet if necessary)

	Training and Development 


Include in this section any relevant training courses that you have attended or details of development that you are currently undertaking.

	Date
	Duration 
	Training Provider
	Course Title
	Completed

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


(Please continue on a separate sheet if necessary)

Membership of Professional Bodies/Institutions

If you are registered then please provide the relevant details i.e. Professional Body, Membership Type, Membership Number and Expiry/Renewal Date.

	     


Details of Research and/ or Publications

	     


	Employment History 


Please record the details of your current or most recent employer.

	Company Name:
	     

	Address:


	     
	Telephone No:
	     

	Postcode:
	     
	Date Appointed:
	     

	Country:
	     
	Notice Period:
	     


	Job Title:
	     
	Current Salary:
	     


Summary of role and responsibilities 

	     
     
     



(Please continue on a separate sheet if necessary)
	     


Reason for wishing to leave

	Previous Employment


	From
	To
	Name of Employer
	Position Held and Salary
	Brief Description of Duties
	Reason for Leaving

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


(Please continue on a separate sheet if necessary)
	Supporting Evidence 


In this section, please give your reasons for applying for this post and additional information that demonstrates clearly how you match the person specification for the job. This can include relevant skills, knowledge, experience, any particular achievement, voluntary activities and training etc. Please refer to the person specification and the Information for Applications sheet before completion. If necessary, you may continue on separate sheets using A4 paper and please note we do not accept CV’s as additional information.
	     
     
     
     
     
     
     
     
     
     


Submitting Your Application By Email

When you have completed the form ensure the document has been saved and then email the document to us at vacancies@bmetc.ac.uk as an attachment.

Application Form 
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Your application is an important part of the selection process and will be a deciding factor in whether you are shortlisted. It is, therefore, essential that you complete the form accurately, with as much relevant information as possible. These guidelines are to help you complete the form. 

Read all the information sent to you carefully before completing the form. The person specification outlines the skills and experience necessary to carry out the job. When completing your application, try to make sure that you show how you meet all the criteria listed in the person specification. This is the information you will be shortlisted against. Please write in black ink or typed.

You will notice that the form is spilt into 2 parts. Only Part B of the form will be made available to the shortlisting panel. Please complete every section of the form (where applicable) fully. For example, do not state “see c.v.”. An incomplete application may run the risk of not being shortlisted. If you wish to submit a curriculum vitae this must be in addition to a fully completed application form. 

If you have any difficulty completing the application form, or have questions concerning it, please email vacancies@bmetc.ac.uk.
Personal Details 

Please complete this section fully. This information is important as it will help us to contact you should you be shortlisted for an interview. The Colleges require all staff engaged in a teaching capacity to register with the IfL before commencing their employment. For more information on IfL, visit www.ifl.ac.uk. 

Equal Opportunities 

The College is an Equal Opportunities employer and in order to assist us in monitoring the effectiveness of our Equal Opportunities Policy we respectfully ask you to complete the Equal Opportunities form and return it with your application form. This information is collected purely for reporting purposes and will not be used as part of the selection process.

Rehabilitation of Offenders Act/Disclosure of Background

Due to the nature of the work for which you are applying, all applicants are required to complete this section of the form. In addition, if you are shortlisted for interview, you will be asked to complete a Disclosure of Background Information Declaration Form. On the declaration form you will be asked to give details of any criminal convictions you may have had, spent or unspent, as well as details of any investigations that may currently be taking place. You must also inform us as to whether you have ever been disqualified from the practise of a profession or required to practise subject to specified limitations, or are currently the subject of any investigation or fitness to practise proceedings by any licensing or regulatory body. Please note the answers you give on the declaration form will be considered in relation to the post you have applied for before making a decision. The information you provide will be treated in strictest confidence and will comply with the Data Protection Act 1998. 

Under the Police Act 1997, the College is authorised to gain access to criminal records information from the Criminal Records Bureau (CRB). If you are offered a post with the College you will be asked to complete an enhanced CRB Disclosure Application Form prior to your commencement.

Please note, that failure to disclose information asked for could be grounds for rejecting this application or subsequent disciplinary action or dismissal if employed by the College.

Declaration

By signing the declaration on the application form you are consenting to the information you provide to be held and processed by the College in relation to your application, and if successful, employment with the College. In addition, you are signing to declare that the information provided on the form is correct and complete. Checks will be undertaken to verify the 

information you have provided in your application should you be appointed, any incorrect or withheld information may result in the termination of your employment. 

Supporting Information

This section gives you the opportunity to explain why you think you are the best person for the job. Take each item on the person specification and explain how your knowledge, skills and experience match up to the job requirements, giving examples where possible. These do not necessarily have to be formal experience, you can use examples from voluntary work, or from your hobbies and interests. You should also state why you have applied for the post. Please note we do not accept CV’s as additional information.
Evidence of eligibility to work in the UK

In accordance with the requirements of the Immigration, Asylum and Nationality Act 2006, if you are appointed to a position at the College you will be required to produce evidence of your eligibility to work in the UK.

Qualifications

We will require you to show us your original certificates of qualifications for all your relevant qualification and your teaching certificate (where applicable). You will be required to present these documents before you start work.

References

Please read the guidance in the reference section of the application form to ensure you provide details of suitable referees. 

After Completing the Form 

When you have fully completed the form please return it to the Human Resources Department either via email or post by the closing date indicated. All posts are offered subject to satisfactory references, occupational health and CRB clearance. If you are successful, you will be required to provide information on your health, via an Occupational Health Questionnaire, to assess your suitability for the post. This is not part of the application process. Please note, you will not be allowed to commence employment until all satisfactory clearances are received.

Data Protection Act 1998

The information you provide on this application form will be used to consider your suitability for employment with the College. The information you provide in the equal opportunities monitoring section will be used purely for monitoring purposes only. If you are appointed, the information provided on your application form (Parts A and B) will be stored both manually and electronically and will be used for employment purposes. 

What happens next?

Once the closing date for applications has passed, the interviewing panel will produce a shortlist of candidates to interview. This will be done using the criteria in the person specification.

Whatever the outcome of your application, thank you for your interest 

Thank you for reading these notes.

Human Resources Team

James Watt Campus
Jennens Road
Birmingham
B4 7PS
Tel: 0121 325 2208
Email: vacancies@bmetc.ac.uk
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