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	ST CATHERINE’S COLLEGE

APPLICATION COVER FORM

Post applied for:                                                              


Applicants to advertised positions are requested to apply in the format outlined in the further particulars for each post. In addition, to ensure consistency in the receipt and recording of basic applicant details, this form must be completed.

	First name/s
	

	
	

	Family name
	

	
	

	Correspondence address
	

	
	

	Telephone number
	

	
	

	Email Address
	

	
	

	Current/last position 
	

	
	

	Current/last salary
	

	
	

	Period with current/last employer
	

	
	

	1st referee name and contact details 
(this should be the current or last employer)


	

	
	

	2nd  referee name and contact details

(this should be your next most recent employer, or someone who has supervised your recent studies)


	

	
	

	3rd referee name and contact details

(if required)


	


	Are you related to a Fellow or any employee of St Catherine’s College ?

Yes/No



	Where did you see this job advertised? (please tick as appropriate)
□
Local press




□
Oxford Gazette
□
National press




□
www.jobs.ac.uk
□
St Catherine’s College website


□
www.monster.co.uk (or equivalent)
□
Other (please specify):
……………………………………………………………………………..


	

	In order to comply with current UK legislation, St Catherine’s College requires that all potential employees provide certain documents concerning their eligibility to work in the United Kingdom.
Relevant documentation proving your eligibility to work in the UK includes, but is not limited to, any of the following: a British passport, EEA passport or national identity card, residence permit issued by the Home Office (EEA nationals), document issued by the Home Office authorising you to work in the UK, work permit, etc. For full details please contact the Personnel Advisor.

Are you able to provide the relevant documentation to prove your eligibility to work in the UK?

YES/ NO

Under relevant United Kingdom legislation you should note that a Work Permit, a Visa, or both, may be required if you are not a citizen of a European Economic Area (EEA) Country. It is also an offence to employ an individual who is subject to immigration control, and who does not have permission to reside in the UK. 

Certain posts, identified in the vacancy details, may be subject to declarations and checks in connection with the Rehabilitation of Offenders Act or other legislation designed to protect certain vulnerable groups within society. Further information can be found in the accompanying Application Procedures document.
By signing and returning this form you acknowledge that you have read the information relating to the above requirements in the notes of guidance entitled Application Procedures which accompanies the vacancy details and that you recognize the restrictions on recruitment with which the College is required to follow. You also undertake to produce the documents/ declarations required by legislation if short-listed for interview (if requested to do so).



	You are advised that at no stage in the selection process before the receipt of a written offer of employment should applicants consider that an appointment or promise of an appointment been made by the College. You should not give notice to your current employer until a written offer has been given.

In the event that you receive an offer of employment from the College, all such offers will only be made subject to the receipt of satisfactory references from all the referees listed on your application. In the event of an offer being made, the College will contact all your referees directly and ask them to complete a questionnaire, which will focus predominantly on the core competences required by the job. The College reserves the right to contact the individual supplying the reference directly and ask them to supply supplementary information, if necessary. By submitting an application you signify your consent to the College contacting referees in this manner. 

In all cases the College reserves the right to withdraw an offer of employment if the information that it receives in reference form is either insufficient, or is such as to cause doubts as to the applicant’s suitability for the role.
The College also reserves the right to contact any previous employers (whether they are referees or not) in order to seek verification of any courses or qualifications that are listed in your application. If it subsequently emerges that false or misleading information has been provided in your application, the College reserves the right to withdraw any offer of employment, and/or terminate any employment that has commenced. 


	Under the Data Protection Act 1998 you are advised that the information you provide on this Application Cover Form and all other elements of your application will be used as the basis for short listing and selecting for the post you are applying for. By signing and returning this Application Cover Form, you consent to St Catherine’s College processing such personal data as may be necessary for the proper administration of its recruitment and selection processes.



	By signing and returning this Application Cover Form, you confirm that the information given in it, and all other elements of your application, is correct and that there has been no deliberate omission of relevant facts. You also understand and agree that the College reserves the right to seek verification of details and that any misrepresentation or omission could result in either disqualification from the selection process or, after any appointment, in the termination of employment.

If you are submitting an application email then in the absence of this signature you should note that the emailing of this application constitutes your personal certification that the details in this Application Cover Form, and all supporting material, are correct.



	
	

	Name:
	

	
	

	Date:
	

	
	

	Signature:
	


Please return this form – electronically or by post – together with your letter of application and curriculum vitae to personnel@stcatz.ox.ac.uk, or to the Personnel Office, St Catherine’s College, Manor Road, Oxford OX1 3UJ. 

