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	Job application

External candidates



	


Staff-in-confidence

The British Council is committed to a policy of equal opportunity.

This form is available in other formats on request; these are large print, Braille and audio disk.

This form is in two separate parts: part 1 contains personal information and is a confidential document, which will be retained by Human Resources; part 2 relates specifically to the post(s) you are applying for and will be given to the Recruiting Manager and Interviewing Panel.  Recruiting managers may refer only to part 1 at the final decision-making stage of the recruitment process.

If using the Microsoft Word version of this form, either complete the form electronically, then print out and sign, or print the blank form and complete by hand.  With the PDF version you must print out the form and complete by hand (please write clearly in black ink).

The British Council will use the information you provide in this form to process your application.

If your application is successful and you take up employment with the British Council, this form will be kept on your personnel file and some details from it will be held by Human Resources on the Personnel Information System.

If your application is unsuccessful, this form will be kept on file for one year after completion of the recruitment exercise.

You have the right to ask for a copy of the information we hold on you, for which we may charge a fee.  You also have the right to ask us to correct any inaccuracies in that information.

If you do want to see a copy of your information, please contact the Data Protection Team by e-mail at data.protection@britishcouncil.org, or send your request to the Data Protection Team, British Council, 10 Spring Gardens, London SW1A 2BN or send to your local British Council office.

Part 1

Job(s) applied for

	Job title 
	Job reference number
	Job type

(please tick  as appropriate)
	Application reference number (for British Council use only)

	
	
	 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

	Full-time

Part-time

Job share
	 FORMCHECKBOX 


 FORMCHECKBOX 


	UK-based

Overseas 


	

	
	
	 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

	Full-time

Part-time

Job share
	 FORMCHECKBOX 


 FORMCHECKBOX 


	UK-based

Overseas 


	

	
	
	 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

	Full-time

Part-time

Job share
	 FORMCHECKBOX 


 FORMCHECKBOX 


	UK-based

Overseas 


	


Personal information

	Family name 
	
	Initials
	

	Date of birth
	

	Present address
	

	Telephone 
(home)
	
	Telephone (work)
	
	Can we contact you at work?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	Mobile
	
	Fax number
	
	E-mail
	


Additional information

	When are you available to take up the job?
	

	What length of notice must you give?
	

	Please give details of your current or most recent remuneration package including salary, pension and bonuses.  Candidates will be asked for documentary evidence of this if appointed.
	


Education/qualifications

Please give details of educational and professional qualifications in chronological order.

	Qualifications and grades
	Dates

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Please give details of any current or planned studies.

	Course of study and expected qualification

	Dates

	
	

	
	

	
	

	
	

	
	

	
	

	
	


References

The British Council requires three references:

1  Your current/most recent employer (or if no employer, your school/university).

	May we request a reference?
	 FORMCHECKBOX 

	At any time
	 FORMCHECKBOX 

	After offer of employment

	Name
	

	Job title/position
	

	Telephone
	
	Fax
	

	Address
	

	Please indicate if this is a work reference or an academic reference
	 FORMCHECKBOX 

	Work reference
	 FORMCHECKBOX 

	Academic reference


2   Previous employer (or if no employer, your school/university).

	May we request a reference?
	 FORMCHECKBOX 

	At any time
	 FORMCHECKBOX 

	After offer of employment

	Name
	

	Job title/position
	

	Telephone
	
	Fax
	

	Address
	

	Please indicate if this is a work reference or an academic reference
	 FORMCHECKBOX 

	Work reference
	 FORMCHECKBOX 

	Academic reference


3   Previous employer (or if not aplicable, a personal referee who knows you well and who is not a relative).

	May we request a reference?
	 FORMCHECKBOX 

	At any time
	 FORMCHECKBOX 

	After offer of employment

	Name
	

	Job title/position
	

	Telephone
	
	Fax
	

	Address
	

	Please indicate if this is a work reference or a personal reference
	 FORMCHECKBOX 

	Work reference
	 FORMCHECKBOX 

	Personal reference


	Have you ever been convicted of a criminal offence?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No


If ‘yes’, please give details of the offence and the sentence imposed.  Subject to certain exempted occupations, convictions that are ‘spent’ under the Rehabilitation of Offenders Act 1974 need not be mentioned.  Please be aware that declaring a conviction will not automatically disqualify you from being employed by the British Council.


Declaration

I declare that the information I have provided in this application form is, to the best of my knowledge and belief, correct and complete.

Warning:  if you include any details that you know to be false or if you withhold relevant information, you may render yourself liable to disqualification from the recruitment exercise or, if appointed, to dismissal.

	Your signature
	
	Date
	


Please complete this section if you are applying for a teaching post

I declare that I have not been convicted, nor had any criminal proceedings against me, nor have I been warned, either orally or in writing, in relation to a sexual offence or child abuse.  I declare that there are no such proceedings pending against me at the date of this declaration.  I know of no reason why I should be considered unsuitable for work with children, the elderly or disabled, and I have not been dismissed from such a post for malpractice.

I agree and hereby consent to the British Council seeking clearance from the police.  I understand that the British Council will not carry out these checks unless an offer of employment is made in writing to me.

	Your signature
	
	Date
	


Part 2

Please note, this section of the form will be detached and given to the Recruiting Manager.  The Recruiting Manager and the Interviewing Panel will have access only to information contained in this section.

	Family name
	
	Initials
	


Jobs applied for

	Job title 
	Job reference number
	Job type

(please tick  as appropriate)
	Application reference number (for British Council use only)

	
	
	 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

	Full-time

Part-time

Job share
	 FORMCHECKBOX 


 FORMCHECKBOX 


	UK-based

Overseas 


	

	
	
	 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

	Full-time

Part-time

Job share
	 FORMCHECKBOX 


 FORMCHECKBOX 


	UK-based

Overseas 


	

	
	
	 FORMCHECKBOX 

 FORMCHECKBOX 


 FORMCHECKBOX 

	Full-time

Part-time

Job share
	 FORMCHECKBOX 


 FORMCHECKBOX 


	UK-based

Overseas 


	


Teaching qualifications

Please complete this section if you are applying for teaching posts (please tick boxes that apply).

TEFL/TESL

	Qualification
	Date taken
	Examining body

	Certificate ELT
	 FORMCHECKBOX 

	
	

	Diploma ELT
	 FORMCHECKBOX 

	
	

	First Degree
	 FORMCHECKBOX 

	
	

	Masters Degree
	 FORMCHECKBOX 

	
	

	Other (please specify)
	 FORMCHECKBOX 

	
	

	


Other teaching qualifications

	Qualification
	Date taken
	Subject

	CertEd
	 FORMCHECKBOX 

	
	

	BEd
	 FORMCHECKBOX 

	
	

	PGCE
	 FORMCHECKBOX 

	
	

	Other (please specify)
	 FORMCHECKBOX 

	
	

	


Disability

Section One of the Disability Discrimination Act 1995 defines a person as having a disability if he or she has a physical or mental impairment, which has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities. It is British Council policy to interview all applicants who are disabled and who meet the essential criteria for an advertised job.

	Do you have a disabilty? 
	 FORMCHECKBOX 

 FORMCHECKBOX 

	Yes

No

	Whether or not you are disabled, do you need any help or special consideration to enable you to attend/participate fully in the interview and complete associated tests?

(If your answer is ‘yes’ we will get in touch with you later to ascertain how best to assist you.)
	 FORMCHECKBOX 

 FORMCHECKBOX 

	Yes

No


Evidence in support of your application

In support of your application, enter in the sections below the following information, exactly as it is listed in the information that has been sent to you:
· behavioural competencies

· skills, knowledge and experience

· any specialist qualification required for this post.

Your answer for each competency must not exceed 200 words and should cover:

· the circumstances (nature of the problem or objective) and impact (this should not be more than a brief sentence or two)

· behavioural evidence, i.e. what you actually did.

Evidence in excess of 200 words will not be assessed.  Before completing this form you should also read the enclosed guidance on completing the application form.

Please do not attach a CV (or any other document) unless it has been requested as part of the recruitment process; they will not be used to make selection decisions.  This is to ensure that all candidates are treated consistently.

	Competency
	Examples

	
	

	
	

	
	


	
	

	
	

	
	


Continue on a separate sheet if necessary.

Employment

Please give details of your employment for the last ten years, or since leaving full-time education if this is sooner, starting with the most recent employment.  Account for all your time, including voluntary work or other periods away from work.  Please be aware that it will not prejudice your application if you disclose a period of ill health or a period out of formal employment  (e.g. time spent at home bringing up children).

	Dates (month/year)
	
	Location/country
	

	Employer
	

	Position held
	


	Dates (month/year)
	
	Location/country
	

	Employer
	

	Position held
	


	Dates (month/year)
	
	Location/country
	

	Employer
	

	Position held
	


	Dates (month/year)
	
	Location/country
	

	Employer
	

	Position held
	


	Dates (month/year)
	
	Location/country
	

	Employer
	

	Position held
	


	Dates (month/year)
	
	Location/country
	

	Employer
	

	Position held
	


	Dates (month/year)
	
	Location/country
	

	Employer
	

	Position held
	


	Dates (month/year)
	
	Location/country
	

	Employer
	

	Position held
	


Continue on a separate sheet if necessary.

Declaration

I declare that the information I have provided in this application form is, to the best of my knowledge and belief, correct and complete.

Warning:  if you include any details that you know to be false or if you withhold relevant information, you may render yourself liable to disqualification from the recruitment exercise or, if appointed, to dismissal.

	Your signature
	
	Date
	


The United Kingdom’s international organisation for educational opportunities and cultural relations. We are registered in England as a charity.
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