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RTT Group Application Form

Please complete the below form and send to RTT Group, HR Department, 2 Redwing Court, Willow Farm Business Park, Castle Donington, DE74 2NN. Alternatively, completed forms can be submitted via email to recruitment@rttg.co.uk.  
	1. Vacancy Details


	Job Title:
	

	Location of role:
	


	2. Applicant Details


	Title:
	First Name:
	Surname:

	Home Address (including post code):



	Home telephone number:
	
	Mobile telephone number:
	

	Email address:

	Do you hold a current driving licence and own a car?
	Yes/No: (Delete as appropriate)

	Is your car insured for business use?
	Yes/No: (Delete as appropriate)


	3. Qualifications/Education


	Date obtained
	Place of Study
	Qualification  Details
	Grade/Level attained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	4. Employment History


Please start with your most recent employment and provide details of your employment history for the last 3 years (if applicable) and include details of any employment gaps.  Additional information can be submitted on a separate sheet.
Current or Last Employment:
	Employer Name:
	

	Address:
	

	Position held:
	

	Date employed from:
	
	Date employed to:
	

	Notice period:
	
	Reason for leaving:
	

	Role and responsibilities:


	


Previous Employment:

	Employer Name:
	

	Address:
	

	Position held:
	

	Date employed from:
	
	Date employed to:
	

	Reason for leaving:
	

	Role and responsibilities:


	


Previous Employment continued:


	Employer Name:
	

	Address:
	

	Position held:
	

	Date employed from:
	
	Date employed to:
	

	Reason for leaving:
	

	Role and responsibilities:


	


	Employer Name:
	

	Address:
	

	Position held:
	

	Date employed from:
	
	Date employed to:
	

	Reason for leaving:
	

	Role and responsibilities:


	


	Employer Name:
	

	Address:
	

	Position held:
	

	Date employed from:
	
	Date employed to:
	

	Reason for leaving:
	

	Role and responsibilities:


	


	5. Training


Please detail any training courses that you have attended that you feel is relevant to this post.
	Training Course 
	Date

	
	

	
	

	
	

	
	

	
	


	6. Personal Statement


Please provide details of why you feel you are suitable for this position, include the relevant skills and experience that you feel are relevant to the job as detailed in the job description.
	


	7. References


Please provide details of at least two employment referees, one must be your most recent or current employer. 

	Name of referee:
	

	Job title:
	

	Company Name:
	

	Address (including post code):


	

	Telephone Number:
	


	Name of referee:
	

	Job title:
	

	Company Name:
	

	Address (including post code):


	

	Telephone Number:
	


	8. Declaration and Signature


The information I have supplied in this application form is accurate and to the best of my knowledge and understand that any false information may lead to any offer of employment being terminated.
	Applicant signature:
	
	Dated:
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Applicant Monitoring Form – HR information only
Real Time Training Group (RTTG) is committed to supporting equality of opportunity.  No applicant is treated less favourably than another and we welcome applications from all backgrounds, short lists will be made using our essential criteria for the job.

Please help us monitor the effectiveness of our policy by answering the questions below.
	Job Title:
	
	Location:
	

	Date Applied:
	
	NI Number:
	

	First Name:
	
	Surname:


	

	Gender (Male/Female):


	
	Do you require a work permit (Yes/No):


	


Age – which age group do you fall in to?  (Please tick the appropriate box)

	16-19
	
	20 – 24
	
	25 – 29
	
	30 – 34
	

	35 – 39
	
	40 – 44
	
	45 – 49
	
	50 – 54
	

	55 – 59
	
	60 – 64
	
	65 +
	
	
	


Sexual Orientation – my sexual orientation is toward someone: (Please tick the appropriate box)

	Of the same sex
	
	A different sex
	
	Both
	
	Prefer not to say
	


Ethnicity – what is your nationality?  (Please tick the appropriate box)

	White British
	
	White Irish
	
	White – Other European


	

	White – other background
	
	Asian/Asian British - Bangladeshi
	
	Asian/Asian British – Indian


	

	Asian/Asia British – Pakistani
	
	Asian/Asian British – any other background
	
	Black/Black British - African
	

	Black/Black British – Caribbean
	
	Black/Black British – any other background
	
	Mixed – White and Asian
	

	Mixed – White and Black African
	
	Mixed – White and Black Caribbean
	
	Mixed – Any other background
	


Religious Belief – I would describe my religious beliefs as: (Please tick the appropriate box)
	Christian
	
	Muslim
	
	Hindu
	

	Buddhist
	
	Catholic
	
	Islamic
	

	Sikh
	
	Jewish
	
	Methodist
	

	Other
	
	Prefer not to say
	
	None
	


Disability – is described as a physical or mental impairment which has a long term adverse effect on your ability to carry out normal day to day activities.  

	Do you consider yourself to have a disability?
	Yes:
	No:



	If yes please provide details:
	


Which disability type best describes your disability? (Please tick the appropriate box)
	Dyslexia
	
	Dyspraxia
	
	Blind/partially sighted
	

	Deaf/hard of hearing
	
	Autism/Aspergers Syndrome
	
	Mobility (physical disability)
	

	Learning Disability
	
	Mental Health Difficulty
	
	Progressive Disability
	

	Chronic Illness
	
	Other
	
	
	


If you have a disability please detail below any adjustments/aids that could assist you with this doing this job:

	


If you have a disability please detail below if there any arrangements which we can make if you were invited to interview:
	


Convictions 

The post you are applying for is considered exempt from the Rehabilitation of Offenders Act 1974 (Exemption Order 1975) which provides that all convictions, cautions, reprimands or other warnings of whatever nature (including monitoring offences) and whenever they were committed, must be revealed when applying for this position.  Additionally all potential employees are subject to a Police Check (List 99) and Criminal Records Bureau (CRB) Enhanced Disclosure.  Please list all such details below, if “none” please also state below.
	Date of conviction
	Nature of conviction, caution or reprimands
	Court
	Sentence

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Independent Safeguarding Authority – effective from July 2010 all applicants within the FE sector require an ISA registration, please provide your reference number below:
	ISA registration number:


	


Sickness Absence – please provide details of any illness or injury which resulted in your absence from work within the last 2 years.  Please include number of occasions and total number of days.

	


Advertising the role - Please state where you have seen this vacancy advertised or how you became aware of it?

	RTTG Website
	
	RTTG Employee
	
	Internal Advert 
	
	Job Centre Plus
	

	Total Jobs Website
	
	NVQ Jobs Website
	
	Reed Website
	
	Monster Website
	

	CV Library Website
	
	Other website
	
	Other
	
	Please specify
	


	If referred to by an RTTG Employee, please state their name:

	

	Are you related to a member of the RTTG Senior Management Team? If yes please provide the name:

	


Declaration - The information I have supplied in this application form is accurate and to the best of my knowledge and understand that any false information may lead to any offer of employment being terminated.

	Applicant signature:
	
	Dated:
	



What happens next?

Once you have completed the application and monitoring form please return both documents to:

RTT Group

HR Department

2 Redwing Court

Willow Farm Business Park

Castle Donington

DE74 2NN. 

Alternatively, completed forms can be submitted via email to recruitment@rttg.co.uk.  

Unfortunately, it is not possible for us to reply to every individual application, therefore if we have not responded to your application within six weeks of your submission date, please assume your application has been unsuccessful.   

Interview requirements:

If you have been successful in gaining an interview you will need to provide some documents on the day so that we can verify your identity and right to work in the UK (see below document)

Identity Documents 
The Immigration, Asylum and Nationality Act 2006 require all employers in the United Kingdom to make basic document checks on every person employed.  As an employer we must be presented with documents from one of two lists, list A and list B, these are explained below.


List of Valid Identity Documents

	Group 1

	· Passport

· EU National Identity Card

· Identity Card for Foreign Nationals (ICFN) / Biometric residence permit

· Driving License (UK) (Full or provisional) Isle of Man /Channel Islands; either photo card or paper (a photo card is only valid if the individual presents it with the associated counterpart license; except Jersey)

· Birth Certificate (UK & Channel Islands) - issued within 12 months of date of birth – full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces

· HM Forces ID Card (UK)

· Firearms License (UK)

· Adoption Certificate (UK and Channel Islands)




	GROUP 2
Issued whenever               Issued within last 3 months     Issued within last 12 months

	· Marriage/Civil Partnership Certificate

· Birth Certificate

· National Insurance Card / letter (UK

· & Channel Islands)

· NHS Card (UK & Channel Islands)*

· Connexions Card; including those cards

· carrying the PASS accreditation

· logo (UK & Channel Islands)

· General Medical Council (GMC) Certificate

· Vehicle Registration Document

· (Document V5 old style and V5C

· new style only)

· Exam Certificate e.g.

· GCSE, NVQ, O Levels, Degree


	· Mail Order Catalogue Statement**

· Bank/Building Society Statement**

· Documentation issued by Court Services**

· Addressed Payslip**

· Credit Card Statement**

· Store Card Statement**

· Benefit Statement - e.g. Child

· Allowance, Pension**

· Letter from a Head Teacher**

· A document from Central/ Local Government/ Government Agency/Local Authority giving entitlement (UK & Channel Islands): e.g. from the Department for Work and

Pensions, the Employment Service, Customs & Revenue, Job Centre, Job Centre Plus, Social Security**

· Utility Bill - electricity, gas,

water, telephone – including mobile phone contract/bill**


	· Financial Statement ** - e.g.

pension, endowment, ISA Court Claim Form** (UK)

· P45/P60 Statement **(UK & Channel Islands)

· TV License**

· Mortgage Statement **

· Insurance Certificate **

· Council Tax Statement (UK & Channel Islands) **

· Work Permit/Visa (UK) **

· CRB Disclosure

· Certificate (UK)**
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