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Staff Application Form

Funded by

Section 1 (Please complete all sections in full)

Details of position applied for:	
Title of position:        Ref:        Closing date:     

Section 2

Personal Details:
Title:	      First Name(s):        Surname:    

Address:	

Phone:	       National Insurance No:       

Email:	 � Home:      Work:   

This post may include travelling to different locations, according to the needs of the  
business and our learners. Are you able to travel using your own vehicle?� Yes:        No:   

(Please note that your vehicle will need to be insured for business use whilst working for HTP Apprenticeship College.)   

If yes, what type of licence do you hold? 	 Car:   	 Motorcycle:   	 Other:   

Do you currently have any driving penalties or other restrictions on your licence?� Yes:        No:   

If yes, please specify:�

Do you have any restrictions on taking up employment in the UK?� Yes:        No:   

If yes, please specify:�

Declaration: I declare that I have no past convictions, cautions or bind-overs and no pending cases affecting why I might 
be considered unsuitable to work with children/vulnerable adults. 
I also acknowledge that by submitting this Application Form, I consent for HTP Apprenticeship College to access my 
Personal Learning Record (PLR) held by the Department for Education (DfE).

Signed:    
     

Print Name:    
    

Date:    

PLEASE NOTE: If completing your application form on-screen, enter your full name in the signature box.

Due to the nature of the work at HTP Apprenticeship College, most employment posts are dependent upon the post 
holder obtaining satisfactory Enhanced Disclosure from the Criminal Records Bureau Office. HTP does not aim to 
discriminate unfairly against people with a criminal record; however if the offence relates to any involvement with the 
vulnerable groups such persons cannot be recruited by the company, in accordance with the Protection of Children Act 
1999 and the Criminal Justice and Court Services Act 2000.

Please read the accompanying Job Description and 
return the completed form to recruitment@htp.ac.uk, 
or to: Recruitment Dept, HTP Apprenticeship College, 
118-119 St James St, Newport, Isle of Wight PO30 5HE.
All information will be treated in the strictest confidence and 
processed in accordance with the Data Protection Act of 1984.

HTP Apprenticeship College will ensure that all staff have 
entitlement to receive equal opportunity in all elements of 
employment regardless of gender, age, race, colour, ethnicity, 
religion, disability, sexual orientation, membership or non-
membership of Trade Union.

Please go to page 2
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Funded by

Section 3

References:
Please provide the details of two previous employers from whom HTP Apprenticeship College will obtain 
employment references, one of whom must be your last / current employer.  
Please note we will not contact references prior to interview without your permission.

Name Position Organisation Name & Address

Section 4

Employment details – current/most recent:
Please provide details of your current / most recent employment:

Job Title:	      Date Started:         

Salary:	      Notice period required (if appropriate):        

Reason for leaving:        

Leaving Date:       Actual:        Planned:   

Name and Address of current/most recent employer:

Brief Description of duties and responsibilities (including to whom you are/were accountable):

Please go to page 3
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Employment details – previous positions:   
Please cover a minimum of the last three years/three employers in full where applicable, including details of any gaps in 
employment (state most recent first). Please ensure you include all positions with skills relevant to this application.

Name & address 
of employer

From
(mm/yy)

To
(mm/yy)

Job title, duties and responsibilities Reason 
for leaving

Please go to page 4
If you have any additional relevant information that cannot be contained above, please 
provide this via an additional sheet, an up-to-date CV, or within your covering letter.
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Section 5

Education and qualifications:    
State most relevant first. Please ensure you provide grades from GCSE onwards. You must include the highest Maths 
and English qualifications attained. Please note: The information you provide below must be verified with appropriate 
official certification, or via your government-held Personal Learning Record (PLR), therefore please record accurately.

Place of Study Qualification Title/Subject
(Include awarding body if known) Level Grade

Please go to page 5
If you have any additional relevant information that cannot be contained above, please 
provide this via an additional sheet, an up-to-date CV, or within your covering letter.
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Funded by

Section 6

Any other relevant training: 
Give details of any additional skills or experience gained in a work environment, e.g. online or other self-taught courses.
(These do not necessarily need to be certificated.)

Course Provider Duration Dates

Section 7

Online profile:
HTP Apprenticeship College carries out online searches on shortlisted candidates as part of the process of assessing 
suitability. Therefore we would ask you to provide the following information as part of your application:

•	account names/handles for any social media platforms on which you have accounts
•	any websites on which you are involved or featured.	

Social Media Platform Account Name/Handle

Website or Other Online Presence

Please go to page 6
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Section 9 

Declaration:
I consent for HTP Apprenticeship College to use the information I have provided in order to process my application. 
I declare that all of the information I have provided is true. I understand that any job offer made on the basis of untrue or 
misleading information in any part of the recruitment process may be withdrawn or my employment terminated.

Signed:    
     

Print Name:    
    

Date:    

PLEASE NOTE: If completing your application form on-screen, enter your full name in the signature box.
Please go to page 7

Section 8

In support of your application:
Please ensure you have read the Job Description and then provide any further details of experience that may be relevant 
to this post. You should include why you think you are suitable for this role, any transferabe skills from previous roles, and 
any hobbies or pastimes. If you have any additional relevant information that cannot be contained above, please provide 
this via an additional sheet, an up-to-date CV, or within your covering letter. 
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Staff Application Form
Applicant Monitoring sheet

Gender    Please tick or complete as appropriate

Are you...	 Male:   	 Female:   	 Other:   

Sexual orientation     
Are you...	 Heterosexual:   	 Gay/Lesbian:   	 Other:     	         

Employment status     
What is your current  
employment status?	 Full time work:   	 Part time work:   	 Job Seeker:   	 Other:   

Age 	
What is your current age band?	 16-29 years:   	 30-44 years:   	 45-64 years:   	 65+ years:   

Disability     
Do you consider yourself to have a disability?	 Yes	   Please give details below 	       No    Go to next section

     a) Physical disability			 

     b) Sensory disability/loss (hearing, sight or speech)		

     c) Learning disabilities			 

     d) Mental illness or disability			 

Ethnicity    
How would you describe your ethnicity?

	 British	 Other (if applicable)	  

White:	 	 	 e.g. Irish, Australian	

Black: 	 	 	 e.g. Caribbean, African	

Asian:     	 	 	 e.g. Chinese, Indian	

Mixed:	 	 	 e.g. White & Black African 	

Other:  	 	 	 e.g. Gypsy, Maori	

Religious belief / faith     
I would describe my religious beliefs as:	

	 Christian   	 Muslim   	 Hindu   	 None   

	 Buddhist   	 Sikh   	 Jewish  	 Other   	     

Marketing information 
Where did you find this vacancy? e.g. IOW Jobs, LinkedIn, HTP website etc.   

Confidential

Prefer not 
to say:

Prefer not 
to say:

HTP Apprenticeship College is committed to providing 
equality of opportunity within all its core services including 
the recruitment and retention of staff. We need to ensure 
that we are meeting the needs of the community and that 
we are attracting applicants from as wide a section of the 
population as possible. Your response will help us to ensure 
that we are meeting these needs.

On receipt, this form will be separated from your 
Application Form. 
The information provided will be treated in the strictest 
confidence and will only be used for the purposes of 
monitoring and will not in any way feature within the 
application process.  
Thank you for taking the time to complete this form.
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