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EMPLOYMENT APPLICATION FORM
STRICTLY CONFIDENTIAL
Please complete and return this form by email, fax or post
	NEU ADDRESS:
	National Education Union
NUT Section
Hamilton House

Mabledon Place

London WC1H 9BD


	
	FURTHER ASSISTANCE

	
	
	
	If you would like this application form and job pack in any other format, including Braille, please contact the Personnel Section.

	E-MAIL:
	NUT-Jobs@neu.org.uk
	
	

	CONTACT:
	020 7380 4759 or 4747
	
	

	FAX:
	020 7383 5614
	
	


An Equality Monitoring Form accompanies this application form.  We should be grateful for your co-operation in completing this anonymous form.  It will be detached from your application on arrival in our office and the information used only for monitoring purposes.
	APPLICATION FOR THE POST OF:
	
	JD Ref:
	


Please complete this form in black ink or typeface only
	SECTION ONE – PERSONAL DETAILS


	FORENAME:
	
	SURNAME:
	


	ADDRESS:
	

	
	

	
	

	POSTCODE:
	


	HOME TEL:
	
	DAYTIME/MOBILE TEL:
	


	PERSONAL E-MAIL:
	


	Are there any restrictions on your taking up employment in the UK?
	Yes
	
	No
	


	If yes, give details:
	

	
	


	The following question is only relevant and will only need to be completed if the position you are applying for has a driving licence as an essential or desirable criteria.  This applies to the roles of Regional/Wales Secretary, Regional/Wales Officer, Wales PO Organiser/Communications/ Campaigns/Political Officer, and the Organiser roles at all levels and grades.


	Do you hold a current valid/full driving licence?
	Yes
	
	No
	


	
	Yes
	No
	
	Yes
	No

	If required for the role, are you fluent in Welsh?
	Orally
	
	
	
	
	Written
	
	
	


	SECTION TWO – EDUCATION AND QUALIFICATIONS


	Dates
	School/College/University

Other Establishments
	Full/
Part-time
	Courses taken and examinations passed

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(If handwritten continue on additional sheet if necessary)
	SECTION THREE – EMPLOYMENT HISTORY


PRESENT EMPLOYER
	Name and Address of Employer:
	

	
	

	
	

	
	


	Post held:
	
	Salary:
	


	Grade:
	
	Date appointed:
	
	Notice required:
	


	Please give relevant information about your duties and responsibilities in your present post:

	


(If handwritten continue on additional sheet if necessary)
PREVIOUS EMPLOYMENT
	Dates
	Employer
	Post
	Salary

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(If handwritten continue on additional sheet if necessary)
	Please give any relevant information about your duties and responsibilities of previous posts:

	


(If handwritten continue on additional sheet if necessary)
	SECTION FOUR – NEU MEMBERSHIP AND EXPERIENCE WITHIN THE NEU (EITHER SECTIONS)
(optional – you may complete this section if relevant to the post applied for)


	


(If handwritten continue on additional sheet if necessary)
	SECTION FIVE – ADDITIONAL INFORMATION IN SUPPORT OF YOUR APPLICATION


	(Please provide any further information you wish to add in support of your application, including any relevant experience from previous posts (paid and unpaid/voluntary.)

	


(If handwritten continue on additional sheet if necessary)
	SECTION SIX – REFERENCES


Please provide the names of two referees with email addresses who, in order to meet our referencing and insurance requirements, should be able to cover at least your last two years of employment - one should be your present or most recent employer but please note that referees must not be personal friends, family members, members of the National Education Union (NUT Section) Executive or a member of the NUT Section’s staff.  Both referees must know you in a professional capacity, paid or unpaid, and must be able to comment on your abilities in relation to the person specification for the post applied for. School or college leavers, who have not previously worked, may give school/college lecturers as referees.
	Name
	1 
	
	2 
	

	Position
	
	

	Organisation
	
	

	Address
	
	

	
	
	

	
	
	

	
	
	

	Email Address
	
	

	Capacity in which referee is known to you
	
	

	Dates of Employment*
	
	

	Can references be taken up immediately
	YES

NO


	YES

NO



	*To meet the referencing requirements under our Fidelity Guarantee Policy, it states, “The reference period must cover at least the previous two years”.  (Note: This period must be continuous with a minimum gap of 28 days.  If there is a gap of more than 
28 days, you will be required to provide an explanation and/or further evidence for that period.


	SECTION SEVEN – DECLARATION UNDER REHABILITATION OF OFFENDERS ACT


Every candidate who applies for a position with the National Education Union (NUT Section) is required to complete the declaration accompanying this application form to confirm whether they have any convictions or cautions, which are ‘not spent’.  Please note that the form will be detached from your application prior to the shortlisting stage.  All candidates will be treated in the same way during the shortlisting process, which will be based on how closely the candidate’s skills, qualifications and experience meet the requirements of the person specification. Any unspent convictions and/or cautions will only be considered where they are relevant to the role in question.
	“I confirm that the information given in this application is true and complete.”

Data Protection Statement:

We assume that by signing this form you are giving authority to the NUT Section to process the information you have given, including data of a sensitive nature, for processes relating to your application for employment with the National Education Union.  Any such processing will be in accordance with guidance given by the Information Commissioner on the principles for processing set out in the Data Protection Act 1998.  Application forms of unsuccessful candidates will be maintained on our files for six months, after which they will be destroyed.


	Date:
	
	
	Signed:
	


THIS PAGE HAS BEEN DELIBERATELY LEFT BLANK
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	REHABILITATION OF

OFFENDERS ACT 1974

	


Every candidate who applies for a position with the National Education Union (NUT Section) is required to complete this declaration form confirming whether they have any convictions and/or cautions, which are ‘not spent’.  Please note that the form will be detached from your application prior to the short listing stage.  All candidates will be treated in the same way during the short listing process, which will be based entirely on how closely the candidate’s skills, qualifications and experience meet the requirements of the person specification.  Any unspent convictions and/or cautions will only be considered where they are relevant to the role in question.  Please see the definition of a ‘spent’ conviction or caution on the table on the back of this form to help you to determine whether any conviction or caution you may have is spent or not.

Please note that the Rehabilitation of Offenders Act 1974 seeks to ensure that if a person has made a genuine effort to rehabilitate into society after a ‘spent’ conviction for a serious criminal offence they do not have to disclose their criminal past.  Provided that you have not committed a serious offence within the rehabilitation period, your conviction is deemed spent. The length of the rehabilitation period depends on the age at the time of conviction and the sentence received, as indicated in the table.
	FORENAME:
	
	SURNAME:
	


	POST APPLIED FOR:
	
	JD REF:
	


	DATE:
	


Do you have any convictions or cautions, that you consider are NOT SPENT or 
action pending?
	YES
	
	
	NO
	
	
	ACTION PENDING
	
	


If Yes, please give details below.
	Date(s) of conviction(s)/
cautions
	Court(s) where your conviction(s) were heard (or police station in the case of a caution)
	Offence(s) e.g., drink/driving, theft, shoplifting
	Sentence received, e.g., fine, community service order, imprisonment. 

In the case of a conditional caution, please give details of conditions imposed.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


(Continue on additional sheet if necessary)
NB:
Depending on the nature of the role, there maybe a legal requirement for us to carry out a Criminal Records Bureau check.

Rehabilitation Periods outlined in the Rehabilitation of Offenders Act 1974
	Important Note:
This is intended as general guidance only.  It is not legal advice and must not be regarded as a definitive interpretation of the 1974 Act.  Anyone in doubt should seek their own legal advice.

Sentence/disposal

	Buffer period for adults (18 and over at the time of conviction or the time the disposal is administered).

This applies from the end date of the sentence (including the licence period).
	Buffer period for young people (under 18 at the time of conviction or the time the disposal is administered).

This applies from the end date of the sentence (including the licence period).

	Custodial sentence* of over 4 years, or a public protection sentence
	Never spent
	Never spent

	Custodial sentence of over 30 months (2½ years) and up to and including 48 months (4 years)
	7 years
	3½ years

	Custodial sentence of over 6 months and up to and including 30 months 
(2 ½ years)
	4 years
	2 years

	Custodial sentence of 6 months or less
	2 years
	18 months

	Community order or youth rehabilitation order**
	1 year
	6 months


Note:
Suspended prison sentences have the same rehabilitation periods as actual prison sentences.
Note:
Prior to 1991, the age for the Rehabilitation Period was 17.
Note:
Probation prior to 03/02/95: Rehabilitation Period was until order ended with a minimum of one year.
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	EQUALITY AND DIVERSITY

EMPLOYMENT MONITORING FORM

	


The National Education Union (NUT Section) wants to meet the aims and commitments set out in its equality policy.  This includes not discriminating under the Equality Act 2010, and building an accurate picture of the make-up of the workforce in encouraging equality and diversity.

This monitoring form will be detached from your application form as soon as we receive it.  The information you supply will be used for monitoring purposes only and will remain strictly confidential, and it is not a requirement of application.  Thank you for taking the time to complete this form.
	Post applied for:
	
	JD No.:
	


	Please indicate where you saw the advertisement:
	
	Date:
	


	Did you see the advert online or in a printed edition?
	
	Online
	
	
	Printed
	
	


	1. Ethnic Origin (please tick relevant boxes)

	

	Ethnic origin is not about nationality, place of birth or citizenship.  It is about the group to which you perceive you belong.

	

	
	Asian or Asian British
	Black or Black British

	

	
	
	Bangladeshi
	
	African

	

	
	
	Chinese
	
	Caribbean

	

	
	
	Indian
	
	Any other (please specify)

	

	
	
	Pakistani
	
	

	

	
	
	Any other (please specify)
	White British

	

	
	
	
	
	English

	

	
	Mixed/Multiple Ethnic Groups
	
	Northern Irish

	

	
	
	Asian and White
	
	Scottish

	

	
	
	Black African and White
	
	Welsh

	

	
	
	Black Caribbean and White
	
	Any other (please specify)

	

	
	
	Any other (please specify)
	
	

	

	
	
	
	White Other

	

	
	Other Ethnic Group
	
	Gypsy or Irish Traveller

	

	
	
	Any other (please specify)
	
	Irish

	

	
	
	
	
	White European

	

	
	
	
	
	Any other (please specify)

	

	
	
	
	
	



	2. Disability

	

	The Equality Act 2010 defines disability 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’.

	

	
	Do you consider yourself to have a disability or health condition?
	
	Yes
	
	No

	

	
	If yes, please specify
	
	
	

	

	What is the effect or impact of your disability or health condition on your ability to give your best at work?  The information in this form is for monitoring purposes only.
	

	
	
	


	3. Religion or Belief

	

	
	
	None
	
	Buddhist
	
	Christian
	
	Hindu

	

	
	
	Jewish
	
	Muslim
	
	Sikh
	
	Other

	

	
	If other religion or belief, please specify
	
	


	4. Gender
	
	Female
	
	Male
	
	Other

	

	
	If you prefer to use your own term, please specify
	
	


	5. Gender Identity (if appropriate)

	

	
	If you identify as transsexual, transgender (in that you have effected a permanent change of gender identity) or as intersex, which group do you identify with?

	

	
	
	Transsexual
	
	Transgender
	
	Intersex
	
	Prefer not to say


	6. Sexual Orientation

	

	How would you describe your sexual orientation?

	

	
	
	Bisexual
	
	Gay
	
	Heterosexual
	
	Lesbian
	
	Other

	

	
	If you prefer to use your own term, please specify
	
	


	7. Age

	

	
	
	16-24
	
	25-34
	
	35-44
	
	45-54
	
	55-64
	
	65+


