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ROYAL NORTHERN
COLLEGE of MUSIC





Application for Employment

Confidential













Please complete all sections of this application fully after reading the guidance notes overleaf.

	VACANCY DETAILS



	Post applied for (including reference number):


	Dates during the next six weeks when you will not be available for interview:




	PERSONAL DETAILS


	Applicant No:

(Office use only)

	Surname:
	Forenames:



	Contact Address:

Postcode:

Tel No:                                                        Mobile No:

Email:



	National Insurance No:
	Teacher Reference No:

(if relevant)


	RETURN DETAILS



	Please send your completed application form to:

The Human Resources Department

Royal Northern College of Music

124 Oxford Road

Manchester

M13 9RD

human.resources@rncm.ac.uk
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GUIDANCE NOTES FOR APPLICANTS

Shortlisting decisions will be made using the application form and this is your only opportunity to tell us about you, therefore, it is essential that you fully complete the form.

Please note that Curriculum Vitae will not be accepted (unless specified), either in full or part, with this application. 

If you require this application form in a different format e.g. electronic, large print etc please contact the Human Resources Department on 0161 907 5232.

General points to be aware of and to remember:

· Please use the information provided in the job description/person specification to assess your suitability for the job.

· You will need to demonstrate that you have the skills, knowledge and experience necessary to 

do the job.  It will not be sufficient to simply state that you fulfil certain criteria.  Therefore, please provide supporting evidence giving specific examples of how you meet the requirements of 

the post:

E.g. If the post requires supervisory experience it will not be enough to say that you have supervised staff without giving information as to what was involved and your specific responsibilities such as monitoring work performance, training and development etc.

· When providing evidence/examples please remember that unpaid work or studies and work at home can be just as relevant as paid work.

PROCESS

After the closing date, all applications will be submitted to the shortlisting panel.

· Shortlisting candidates is carefully undertaken by assessing the information provided on the application form against the requirements of the job.

· Interviews are conducted by a panel which will, so far as practicable, usually be the immediate line manager of the post, a colleague who is familiar with the area of work and a third person, preferably from outside the department.

· It may be appropriate to use a selection test, relevant to the role, as part of the interview process.

If you are shortlisted, details of any test will be included in the letter inviting you to attend an interview.

RECRUITING PEOPLE WITH A DISABILITY

The College takes very seriously its obligations under the Disability Discrimination Act 1995 and undertakes to make any reasonable adjustments to a job or workplace to counteract any disadvantages a person with a disability may face in employment or gaining access to employment.

If you have a disability as defined under the Disability Discrimination Act 1995, “a person with a physical or mental impairment which has a substantial and long term adverse effect on their ability to carry out normal day-to-day activities”, you need to address the person specification and identify what adjustments could be made that would enable you to do the job.

Please complete the disability information sheet contained in this application form.

OFFERS OF EMPLOYMENT

All offers of employment are provisional and subject to satisfactory references being received, evidence of qualifications, proof of eligibility to work in the UK, occupational health clearance and a Criminal Records Disclosure where appropriate.

ELIGIBILITY TO WORK

The Asylum and Immigration Act makes it a criminal offence to employ anyone who does not have permission to be in, or work in, the UK.  We will not appoint an individual until we have seen evidence that they are able to work in this Country.

CRIMINAL CONVICTIONS

The College will not discriminate unfairly against applicants who have a criminal record and will not necessarily bar an applicant from employment due to an unspent conviction; the nature of the conviction and its relevance to the post will be considered.  A copy of the College’s Policy Statement on the Recruitment of Ex-Offenders is available upon request.

WORKING WITH CHILDREN OR VULNERABLE ADULTS

A Criminal Records Disclosure will be required if the position involves working with children or vulnerable adults or in other positions of trust or sensitive areas which are exempt from the provisions of the Rehabilitation of Offenders Act 1974.  As an organisation using the CRB Disclosure Service to help assess the suitability of applicants for positions of trust, the College complies fully with the CRB Code of Practice (copy available upon request).  

The letter accompanying this form will clearly state if a Disclosure is required.

DECLARATION

A candidate for any appointment with the College who knows that they are related to a member of the Board of Governors or any employee of the College must disclose that relationship, as provided for on the application form.

‘Related’ means husband, wife, partner, mother, father, grandmother, grandfather, sister, brother, daughter, son, uncle, aunt, niece, nephew, mother-in-law, father-in-law, brother-in-law, sister-in-law, daughter-in-law, son-in-law, grandchild, relative by adoption, or past/present primary carer.

Any candidate who fails to disclose such a relationship shall be disqualified and, if appointed, shall be liable to dismissal without notice.

	Applicant No:


EMPLOYMENT DETAILS                                                                         

Please continue on a separate sheet if necessary.  

	PRESENT/MOST RECENT EMPLOYMENT



	Post Title:


	Present Salary:
	Notice Period:

	Employer’s Name:
	Start Date:
	Leave Date

(if appropriate):



	Address:

Tel No:


	Reason for leaving/Why do you wish to leave?



	Please outline your main duties/responsibilities:



	PAST EMPLOYMENT (Chronological order – commencing with most recent first)

Please provide details of all your previous work experience.  Please continue on a separate sheet if necessary.

	 Post Title:


	Start Date:
	Leave Date:



	Employer’s Name and Address:


	Tel No:

	Salary:

	Reason for leaving:



	Summary of main duties/responsibilities:



	Applicant No:


	 Post Title


	Start Date:
	Leave Date:

	Employer’s Name and Address:


	Tel No:

	Salary
	Reason for leaving:



	Summary of main duties/responsibilities:




	EDUCATION AND RELEVANT QUALIFICATIONS (Where you attended a College/University, please provide the name of the establishment.)

	Course/Subject


	From:
	To:
	Qualifications/grade obtained:

	DETAILS OF RELEVANT TRAINING  

(Include details of membership of any work-related organisations and/or professional bodies)



	


	Applicant No:


	FURTHER RELEVANT INFORMATION

To support your application further, please give details of your experience, skills and knowledge in relation to this post, including details of any relevant publications (by title, reference and date of each publication).  This could also include voluntary/unpaid work, studies or work at home.  It is important to remember that Curriculum Vitae will not be accepted (unless specified) and that it is not sufficient to simply state that you fulfil certain criteria, you must demonstrate that you do by using examples.  In addition, please explain why you are applying for this post.   You may continue on a separate sheet if necessary.




	SICKNESS ABSENCE RECORD



	Please give details of the number of days you have been absent from work in the past 12 months and the reason for the absence.  (Do not include absences which have been related to any disability you may have).



	Applicant No:


	REFEREES



	Please name two referees.  The first referee should be your present or most recent employer.  Relatives should not be included.  

References will only be taken up if you are called to interview.  Please tick the box if you do not wish the College to contact your present employer for a reference before interview
. 














(

	Name:


	1.
	2.

	Occupation:


	
	

	Email:


	
	

	Tel No:


	
	

	Address:


	
	


	CRIMINAL CONVICTIONS

Do you have any ‘unspent’ convictions?    Yes (  No (
For positions requiring a CRB Disclosure only i.e. positions involving working with children or vulnerable adults or in other positions of trust or sensitive areas which are exempt from the provisions of the Rehabilitation of Offenders Act 1974.  If the post requires a Disclosure this will have been highlighted in the letter accompanying this form.

Have you ever received a criminal conviction, caution, warning or reprimand? Yes   (    No  (

	  


	DECLARATION

Failure to disclose correct information which is known to you will disqualify you for appointment and if appointed will render you liable for dismissal without notice.

To your knowledge are you related to a member of the Board of Governors or any employee of the College?

Yes   (    No  (        If yes, give details _______________________________________

	I declare that the information given is true.  I will not approach any Board of Governor or employee of the College in order to advance my appointment as I understand this will disqualify me from consideration, other than if the advertisement invites me to contact a named individual to seek further details.

Signed:                                                               Date:

	


	Applicant No:


	DISABILITY INFORMATION SHEET

(To be removed before submission to the Shortlisting Panel)

The Royal Northern College of Music welcomes applications from all sectors of the community including candidates with a disability.

Please only complete this form if you have a disability.

DEFINITION

The Disability Discrimination Act 1995 defines disability as “a physical or mental impairment which has a substantial and long-term adverse effect on the ability to carry out normal day-to-day activities”.

ARRANGEMENTS IF SELECTED FOR INTERVIEW

Please indicate whether you would need any of the following arrangements to be made if you were invited for interview:  Please ( as appropriate.

· Interview information on audio tape                 

· Interview information in large print                            

· Sign language interpretation or other assistance with communication at interview (please specify the type of service required …………………………………………………………)        
· Wheelchair-accessible location for interview  
· Car parking space for interview                       

· Facility for personal carer, assistant or other person to accompany you at interview

· Other  (Please specify in the space below)




EQUAL OPPORTUNITIES MONITORING

This information will be kept separate from your application form and will be treated in the strictest confidence.

	Applicant No:


	Job Ref No:


The Recruitment and Selection process has been devised to ensure equality of opportunity for applicants at all levels of employment.

We believe that an effective way to achieve equality within the organisation is to monitor applicants and staff throughout their careers with the College.

By recording and returning data, we aim to improve our recruitment and selection procedure, therefore increasing the chances of getting the best person for the job.   

To enable us to achieve this equality of opportunity, we ask that all applicants complete this monitoring form.

Please complete each section by placing a ( in the appropriate box.

GENDER

	Male


	
	Female
	


MARITAL STATUS

	Single


	
	Married
	
	Civil Partner
	
	Other
	            
	Please specify:


AGE 

	Please state your age:


	


DISABILITY

The Disability Discrimination Act 1995 defines disability as “a physical or mental impairment which has a substantial and long-term adverse effect on the ability to carry out normal day-to-day activities”.

	Do you consider yourself to have a disability within the meaning of the Act?


	Yes
	
	No
	


	Do you have a disability which may require reasonable adjustments?


	Yes
	
	No
	


ETHNIC MONITORING

	White
	British


	
	Irish
	

	
	Other White background


	
	
	


	Black or Black British
	Caribbean


	
	African
	

	
	Other Black background


	
	
	


	Asian or Asian British
	Indian


	
	Pakistani
	

	
	Bangladeshi


	
	Other Asian background
	


	Chinese
	
	
	


	Mixed
	White and Black Caribbean


	
	White and Black African
	

	
	White and Asian


	
	Other Mixed background
	


	Other
	Other Ethnic background 


	
	
	


	Not Known
	
	
	


RELIGION OR BELIEF

	No Religion


	
	Sikh
	
	

	Christian (include all groups)


	
	Jewish
	
	

	Muslim


	
	Buddhist
	
	

	Hindu


	
	Other Religions (please specify)
	
	


SEXUAL ORIENTATION

	Bisexual


	
	Heterosexual
	

	Gay 


	
	Lesbian
	


ADVERTISING MEDIA

	Where did you see this post advertised?
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8

