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Plymouth College is currently seeking an 

Admissions Manager
to join our community.

Plymouth College is a leading co-educational school, which has operated at the 
forefront of independent education since its inception in 1877. With its excellent 
programmes for the academic and personal development of pupils, fantastic wellbeing 
and pastoral care, and world-leading performance sports and co-curricular activities, 
the College produces well-rounded, confident and resilient young people who stand out 
from the crowd.

This is a fantastic opportunity to join a well-established admissions office pivotal to 
our School in ensuring that annual pupil recruitment targets are met. Working closely 
with the Director of Admissions, Marketing and Development, the Admissions Manager is 
required to liaise with parents and work collaboratively to meet the demands of the 
department.

More specifically, the Admissions Manager is responsible for undertaking all 
administrative tasks, juggling multiple enquiries, organising open days, prospective parents’ 
events and visits to the School, co-ordinating scholarships and assessments, managing the 
admissions database and liaising with our external visa advisors.

It is essential that you are able to prioritise workload, can work well under pressure 
and have previous experience in a complex customer facing, administration role. To be 
considered you must have exceptional IT skills, relationship management skills and be 
confident in communi-cation both orally and in writing.  It is also highly desirable if you 
have experience of life in a similar independent School. 

Prospective candidates should be willing to be involved with the wider life of a busy 
boarding and day school.

Closing date for applications is 20th March 2021 at 12.00 midday (UK Time).

Plymouth College is an equal opportunities employer and is committed to safeguarding and promoting the welfare 
of children. The successful candidate must be willing to undergo child protection screening appropriate to the post 

including DBS checks.



About Plymouth College

OUR HISTORY

Founded in 1877, originally as a boys’ school, Plymouth College has a unique history of providing a first 
class, holistic and outward-looking education. During the middle of the 20th Century Plymouth College 
served as a direct grant grammar school until 1976, when it became independent and the first girls were 
admitted to the School’s Sixth Form. It became fully coeducational in 1995 and in 2004 the College merged 
with St Dunstan’s Abbey School, with the Prep School moving to the old St Dunstan’s site.

PLYMOUTH COLLEGE TODAY

Plymouth College today is a progressive, forward looking and inclusive educational community providing a 
broad, balanced and enriching education. 440 pupils are currently educated at the Senior School, of whom 
approximately 100 are boarders. The Prep School educates approximately 150 pupils.  The boarders come 
from around 35 countries, with many attracted by Plymouth College’s elite sports provision.  

The College received its last integrated ISI Inspection in 2019 and the quality of pupil’s academic and 
personal development as well as other achievements were described as excellent.



Our Mission

Our educational mission is to be excellent in every 
aspect of the education that we offer and we are 
constantly evaluating what we do to ensure that 
we deliver this. This excellence manifests itself in 
numerous ways. Our latest ISI inspection report 
concluded that every aspect of our educational 
quality was excellent. Our public examination 
results, particularly when measured in terms of 
added value, are consistently outstanding and our 
pupils secure places at the world’s best universities. 
Most importantly, Plymouth College pupils are 
widely regarded as rounded, grounded, interesting, 
mature and successful young people.

Our mission is to educate, enrich and empower all 
members of our community. Our primary function 
is to educate pupils but, crucially, not just to pass 
exams. Holistic education is just part of what we do, 
even in these difficult times, with more extra-
curricular activities on offer than ever before. 
We develop our pupils intellectually, academically, 
socially, morally and physically by creating an 
environment that is genuinely intellectually 
stimulating, progressive, adventurous and dynamic. 
Secondly, we need to ensure that everything we do 
– every lesson, every form period, every activity – is 
a truly enriching experience. Thirdly, our pupils are 
genuinely empowered so that they may become 
successful young people, ready to make a difference 
in whatever field they go into. 

Our Ethos

Plymouth College seeks to produce happy,  
knowledgeable, successful and compassionate pupils 
who develop into independent citizens who  
contribute positively and responsibly to our global 
community. The School is a caring community in 
which every individual is of equal importance and in 
which we seek to work together for the benefit of 
all members of the community.

Whilst academic success is the first priority, we 
recognise that each person has talents which may 
lie in other areas.  Our intention is to ensure that 
every pupil reaches their full potential in whatever 
sphere he or she may excel, whilst broadening their 
interests by pursuing a variety of activities. 

Whilst Plymouth College is of a Christian tradition 
and pupils are familiar with, and encouraged in, the 
tenets of the Christian faith, we are very much an 
inclusive community and pupils of all religious 
beliefs and of none are welcome. We celebrate 
diversity.



Our Plymouth College Principles

We offer a values-based education in which the Plymouth College Principles are embodied: 

• • COMMUNICATION
Our students develop excellent interpersonal skills. They are able to articulate, listen and act in
a positive manner.

• • REFLECTIVENESS
We encourage deep, detailed thinking and critical observation. Intellectual curiosity, faith,
spiritual awareness and self-analysis are all nurtured.

• • RESOURCEFULNESS
We equip our students with the ability to take the initiative, solve problems and organise.

• • COLLABORATION
Our pupils learn to work effectively within a team by building purposeful relationships.

• • RESPECT
We expect our pupils to have respect for others, our environment, other cultures, British Values 
and to be tolerant of difference.

• • SERVICE
We pride ourselves on having a culture of serving others, rather than self-service.

• • RESILIENCE
We teach our pupils not to let failure drain resolve and to overcome difficulties.

• • INTEGRITY
Our community values the strong moral principles of honesty, fairness and decency and the 
ability to discern right from wrong.

• • ASPIRATION
We foster ambition, hope, confidence and self-motivation in all our pupils. Aiming high is the
Plymouth College way.



Academic Life

Plymouth College prides itself on preparing pupils 
for adult life, through a holistic, rounded education.  
Academic excellence can be seen through examination 
results, university destinations, and attested to in the 
annual DfE league tables, which illustrate it is the top  
performing school in the local area, including both 
state and independent competitors.

PREPARATORY SCHOOL

Located approximately one mile away from the Senior 
School, the Prep School, led by Jo Newnham,  
comprises Pre-School, Infant and Junior and aims to 
fully prepare the pupils for life in Plymouth College 
Senior School or beyond. Outcomes for pupils are 
impressive and our most recent ISI  inspection found 
that the quality of pupils’ achievements and learning 
was excellent.

There is a strong emphasis placed on pupils’  
enjoyment of learning and they are encouraged to be 
adventurous within the classroom and beyond.

From the early years, pupils develop skills and  
knowledge in the core subjects of English,  
Mathematics, Science, Geography, Religious Education 
and History. French is taught from Years 3 to 6 as part 
of the curriculum and Spanish is introduced in Years 5 
and 6. Music, Physical Education, Food Technology (in a 
state-of-the-art Food Technology Centre designed by 
the Tanner Brothers) and Computing are also offered.

The majority of Prep School pupils progress to the 
Senior School. The exciting new relocation of the 
Prep School to the heart of our Senior School 
grounds will not only unify the Plymouth College 
community further, but will also encourage our Year 6 
pupils to integrate with the Senior School and make 
the transition to the next stage in their educational 
journey far easier.



Academic Life

SENIOR SCHOOL

We understand that Year 7 is a big transitional 
year for all pupils and we ensure that we allocate 
additional time with our new pupils to settle into 
their new classes. In Years 8 and 9 there is broad 
setting in Mathematics, Science and English. 

Class sizes are small, with sets of up to 20 pupils per 
class to enable all pupils to benefit from frequent, 
focused interactions with their teachers. In Years 7, 8 
and 9 pupils can study: English, Mathematics, Biology, 
Chemistry, Physics, History, Geography and Religious 
Studies. Building on these are the more creative 
subjects: Design Technology, ICT, Art, Drama, Music, & 
PE and Games. Pupils also have the opportunity to 
study a range of languages such as French, German, 
and Spanish, in addition to Classical Civilisation and 
Latin. 

GCSE and IGCSE begin in Year 10 and are continued 
into Year 11. GCSE subjects which can be studied 
after school in activity time, include Philosophy, Greek, 
Computing, and extra languages.

A one year pre-Sixth Form course is available for 
Year 11 international pupils to prepare to start 
A Levels or the Sport Baccalaureate.

SIXTH FORM

A Level studies begin in Lower Sixth (Year 12) and 
are continued into Upper Sixth (Year 13). Class sizes 
are kept even smaller than at GCSE, with an average 
of nine pupils per class. International pupils follow a 
course in English as an Additional Language 
(EAL)) leading to the IELTS qualification. The options 
system in the Sixth Form is re-designed each year to  
accommodate all pupils’ preferred choices as far as is 
possible.

ACADEMIC RESULTS 

Plymouth College has a strong reputation for 
academic excellence. In 2020, 81% of A Level grades 
were at A*-B and 72% of GCSE grades were at A*-B 
or 9-6.



Life Beyond the Classroom

PERFORMANCE SPORT PROGRAMME

Plymouth College enjoys an enviable worldwide  
reputation in swimming, diving and modern pentathlon.  
We work closely with Pentathlon GB, and we are
a national academy.  The swim programme works 
in conjunction with the top swimming club in the 
country, Plymouth Leander, and with Plymouth City
Council, using their state-of-the art 50m pool alongside
our own 25m pool.

In 2012, had Plymouth College been a nation, it would 
have been 47th on the Olympic Medal Table.  There 
are not many schools who can boast having produced 
an Olympic Champion, a World Record holder and 
an Olympic medallist, whilst they were still at school! 
In the 2016 Rio Olympics, the College had more  
representatives competing than any other UK school. 
In the recent Commonwealth Games, four pupils 
and a further eight former pupils (OPMs) competed, 
securing two gold medals and a silver.

CO-CURRICULAR SPORT

For many of our pupils, sport is about having the 
opportunity to take part, staying healthy and enjoying 
sport. We very much believe in the mantra ‘healthy 
body, healthy mind’ and that the pride, spirit and 
determination from participating, particularly in team 
sport, will flow through to the classroom.

We offer a wide range of extra-curricular sports such 
as cricket, hockey, rugby, football and netball and all 
are encouraged to ‘have a go’; from this many of our 
pupils discover a joy for a particular team sport and 
not only does this help their personal physical and 
mental wellbeing but also contributes to developing 
the skills required to be a team player of co-operation 
and collaboration - key attributes to take forward into 
their adult lives.  We are proud of how our sports 
programmes develop the talents of both girls and boys 
to county level and beyond.



Life Beyond the Classroom

OUTDOOR EDUCATION 
The Outdoor Education programme at Plymouth
College is sector leading. We are fortunate enough to 
be surrounded by beautiful countryside and this, 
together with the Devon and Cornwall coastline, 
provides ample opportunity for outdoor pursuits. 
At Whiteworks on Dartmoor, the College has a 
bunkhouse which can accommodate 25 people. 
Activities such as caving, climbing, mountain biking, 
sailing, sea kayaking, canoeing, mountain and hill 
walking, camping, bushcraft and gorge walking are all 
on offer and Plymouth College pupils have been taking 
part in the Ten Tors Challenge for the last 40 years.

MUSIC
Music is an integral part of life at Plymouth College. 
From the early preparatory years pupils are 
encouraged to take part and enjoy music-making and 
this continues throughout the upper years with the 
opportunity to undertake performance, 

listening,  composition, and recording work as part of 
the  curriculum. Tuition is available on all orchestral  
instruments, including percussion, as well as voice, piano, 
organ and all types of guitar.
Beyond the classroom, there are many opportunities for 
musicians including an excellent whole school choir that 
sings at all major school events, concerts, and church 
services and an after school club, ‘Rock School.’
The school orchestra, like the choir , provides music at 
school events and concerts. Both the choir and the 
orchestra receive invitations to support large-scale 
events in and around Plymouth. 
The Performing Arts thrive at Plymouth College and 
the music and drama departments have worked 
together in recent years to stage a wide range of 
productions each year. Recent shows have included 
Return to the Forbidden Planet, Blood Brothers, 
39 Steps, Les Miserables and Much Ado About Nothing.



Boarding & Pastoral Care

Boarders at Plymouth College live in a warm, 
welcoming community and are an important 
part of College life.

There are currently 125 boarders with both weekly 
and flexi boarding opportunities available. Boarders live 
in two main boarding houses: Colson and Mannamead.  
Smaller houses, the Haven, Thompson and Roville,  
provide Sixth Formers with a taste of independent  
living, which complements the strong family  
atmosphere found within the larger, varied boarding 
environment.

Plymouth College prides itself on the highest standards 
of pastoral care. Each member of the community is 
valued and supported as an individual with unique

needs, strengths and potential. Exceptional standards 
of pastoral care ensure that each pupil, at each stage 
of school life, has the confidence to contribute and 
succeed.

The 2019 ISI report noted that “boarding plays 
a significant role in establishing a supportive 
community where pupils' mutual respect and 
tolerance are the norm.” In addition, they noted 
“Boarding pupils speak about the established family 
feel of the boarding house, helping their social 
enrichment.” 



Job Description

Overview 

The Admissions Manager is required to liaise with parents and ensure the smooth transition of pupils into 
Plymouth College. The post is responsible for entry of data into the SIMS database and working collaboratively to 
meet parental expectations and the demands of daily School life. The Admissions Manager will work closely with the 
Director of Admissions, Marketing and Development to ensure that annual pupil recruitment targets are met and all 
administrative tasks are undertaken with meticulous attention to detail, ensuring regulatory compliance.

Duties and Responsibilities 

The following list is not exhaustive but the post holders’ principal responsibilities are:

• To organise the logistics of prospective parent/pupil/agent visits to the school, liaising with all key stakeholders
e.g. SLT, Heads of Year, Heads of Department and pupils, and to produce a weekly communications bulletin.

• To coordinate the logistics of all Open Days within the school for prospective pupils and to attend these events.
• To coordinate the organisation of prospective parents’ events and receptions as required and usually attend said 

events.
• Regular liaison with key staff involved in the admissions process.
• To follow-up on all parent and agent issues.
• To assist in the organisation and coordination of all Scholarship and Assessment visits, and to attend as required.
• To assist with end to end administration of individual pupil applications.
• Reporting to the Director of Admissions, Marketing and Development regarding progress made with each

prospective pupil.
• To be responsible for maintaining positive relationships with other schools/feeder schools and agents.
• To support and organise international recruitment trips.
• To be responsible for keeping all feeder school information up-to-date.
• To develop an understanding of the offering of competitor schools.
• To be a Plymouth College ambassador and advocate. 



• To assist the Admissions and Marketing Department with the production of marketing and promotional materials, 
as required. 

• To administrate the School Admissions database and filing systems, ensuring it is accurate and up to date at all 
times.

• To monitor stocks of all branded materials for the School for prospective parents.
• To ensure that all prospectus requests are dealt with in a timely manner.
• Administrative management of admissions process forms.
• Working closely with our external visa advisors to oversee and assist with the visa application process and 

procedures.
• To provide administrative support to the Department, typically including email and phone contact,  as well as 

sending out marketing materials e.g. prospectuses.
• To keep informed of admissions trends, developments and issues by liaising with other  Admissions Managers and 

Registrars.
• In addition, all members of the department are expected to work flexibly to meet the aims and needs of the 

Admissions and Marketing Department. 

Outcomes

On completion of a year in post, we expect that a successful Admissions Manager will have:

• managed a successful cycle of Admissions for all entry points and international students, demonstrated by the
achievement of pupil number and composition objectives and strong relationships with families, feeder schools
and agents.

• established positive and effective internal relationships with Plymouth College colleagues.
• overseen excellent data management and documentation on each prospective family.
• ensured full compliance with visa regulations with Plymouth College’s visa advisors.

Person Speci ication

The successful candidate will feel a strong sense of connection to the ethos, values and community of 
Plymouth College whilst being invested in the lives of its pupils and staff.

Qualifications
• Educated to Level 3 (A Level standard) 

Knowledge & Skills 
• Excellent customer relations skills with high level of attention to detail. 
• Excellent organisation skills, time management and ability to multi task. 
• Attention to detail, especially in relation to data management and written correspondence. 
• Excellent working knowledge of Microsoft Office e.g. Word, Excel and Outlook including the ability to mail merge

using Word and Excel. 
• A working knowledge of using databases such as SIMs would be desirable.

Experience 
• Previous experience in an administrative role covering complex administrative work. 
• Able to work with minimum supervision. 
• Able to communicate clearly and effectively both orally and in writing with all key stakeholders e.g. parents, 

colleagues, children. 
• Ability to plan and organise workload efficiently and effectively. 
• Experience of working collaboratively and able to work flexibly to support the department.
• Previous experience working in an admissions or similar role is desirable.  



Personal Qualities
• Meticulous and methodical approach. 
• A friendly and confident personality with a commitment to providing high quality customer service. 
• Well presented with excellent verbal communication skills. 
• Able to understand the need for discretion, sensitivity and confidentiality. 
• Able to work well under pressure. 
• Ability to work occasional weekends or out of hours for events such as open days. 
• Willingness to learn new skills and acquire new areas of knowledge, committing to personal continuous 

development. 
• Dedicated to ensuring the safeguarding of children and young people.
• Possess a positive attitude and approach to change and development. 
• Have a strong sense of self-awareness and be willing to learn.  

The post-holder must adhere to and ensure compliance with the School’s Safeguarding and Child 
Protection Policy at all times. If, in the course of carrying out the duties of the post, the post-holder 
becomes aware of any actual or potential risks to the safety or welfare of children in the School, 
they must report those concerns to the DSL or to the Head immediately.



What we offer
Working Hours:

Full-time (52 weeks) 37.5 hours per week. Monday to Friday 08.30 to 17.00

A flexible attitude to working hours is necessary, however, as the post-holder will be required to work additional 
hours, in the evenings or at the weekend, when the pressure of work necessitates it and for events such as open 
mornings and prospective parental events. 

A competitive salary and generous benefits package which includes a stakeholder pension; annual holiday entitlement; 
employee assistance programme and use of school facilities such as the gym, sports centre, canteen for lunch; parking       
and a staff fee remission for pupils attending Plymouth College.

How to Apply
To submit an application, please complete the official Plymouth College Application Form and send this, with a 
covering letter, to slambie@plymouthcollege.com.

Closing date for applications is 20th March at 12.00 midday (UK Time).

Plymouth College is an equal opportunities employer and is committed to safeguarding and promoting the welfare of children. 
The successful candidate must be willing to undergo child protection screening appropriate to the post including DBS checks.

Please note that applications in the form of CV alone will not be considered.
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APPLICATION FOR SUPPORT STAFF APPOINTMENT  

To include:  All Support Staff, Volunteers, Peripatetic and Freelance Instructors 
Name: 
 

 

Position applied for:  
 

Advertisement seen 
in: 
 

 

Closing date:  
 

Our Governors’ promise to you: 

Fairness and Equal Opportunities 
We do not operate an anonymous process but will treat your application fairly and honestly, and consider it 
only in relation to the requirements of the post.  We will do this regardless of whether or not you currently 
work for Plymouth College, another employer or are unemployed.  Our aim is to appoint the best person for 
the job.  We believe in equal opportunities and will not unfairly discriminate against anyone. Your application 
will be processed in strict confidence.   

We will interview all suitable disabled applicants. Wherever possible and reasonable, we will help a disabled 
person with the application process. If you consider yourself to be a disabled person and need such help 
please contact the school.   
 
Documentary Evidence 
Candidates called for interview will be required to bring the following original documents to the interview for 
verification purpose, photocopies will not be accepted: 

- Birth Certificate or valid passport or driving license (both photo-card and paper version required) 
- Relevant Certificates of academic and professional qualifications 
- Proof of your entitlement to work in the UK 
- Proof of your home address (i.e. Utility statement, Council Tax bill, bank/building society statement 

dated within the last 3 months (please note mobile phone statements are not accepted)) 
- Where appropriate any documentation evidencing a change of name 
- Where the candidate is not a citizen of the UK, proof of entitlement to work and reside in the UK. 

This information will also be used to allow the School to progress a Disclosure Barring Service (previously 
Criminal Record Bureau) check if you are successful at the interview stage.   
 
Completing and Returning this Form 
The form must be completed using black ink and must reach us by the closing date shown above.  Late 
applications cannot be considered.  Only official application forms will be accepted.  CV’s may be sent as 
a supporting document. Please send the completed form to the Mrs S Lambie at the address shown above 
or by email to:  slambie@plymouthcollege.com 

WARNING:  If you provide false information this could lead to dismissal.  If you do any sort of canvassing, it 
will lead to you being automatically disqualified. 

 

PLYMOUTH COLLEGE 
Ford Park, Plymouth, Devon  PL4 6RN 

Tel: 01752 505100      
Email: slambie@plymouthcollege.com 

Head: Mrs Jo Hayward 

 
 

Application Number: 

mailto:slambie@plymouthcollege.com
mailto:slambie@plymouthcollege.com
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PERSONAL DETAILS 
 
Surname:  Title:  

Forename(s):    

Address: 
 

 

Postcode:  

Previous surnames used:  

National Insurance Number:  

Email address (Home):  

Email address (Work):  

Tel. No. (inc. STD Code): Day 
Home:  Work:  

 Evening 
home:  Mobile:  

Preferred Method of Contact:  

Are you related to or have a close 
relationship to a member of the school’s 
staff or Governor of the school (If yes 
please provide details?  Please be aware 
that failure to disclose such a relationship 
may result in dismissal. 

 

Do you require any special arrangements 
in order for you to attend an interview, if 
selected, at the School (if Yes please 
provide details)? 

 

 

Do you require any special equipment or 
modification to allow you to undertake the 
duties of this post (if yes provide details)? 

 

 

Do you need permission to work in the UK? (If you are called for interview 
please bring with you documents that demonstrate you are entitled to 
work in the UK)? 

 

 

UK Residence:  Please state that you have been resident in the U.K. 
during the last 5 years and if you have any periods of more than 12 
months at any one time outside of the U.K.  Please list reasons. 

 



Page 3 of 10 
Plymouth College – Support Staff application form 
 

Breaks from working/teaching with children.  Have you had a break of 3 
months or more in the last 3 years from roles with substantial access to 
children ?  This refers to single or multiple 3 month periods not single 
days, weeks or months or more in total. 

Yes 

 

No 

Please circle 

If yes to the above question please give details and reasons for these 
breaks. 

 

 

 

Signed: 

 

Date: 

 

CURRENT APPOINTMENT 
 
Post title:  

 
Full or part 
time 

      

Date from:  Date to:  

Name of Employer:  

Address:  
 

Postcode:  Tel. No. (inc STD code):  

Brief description of your 
duties: 

 

Reason wish to leave:   

Current salary: £  Period of notice to be 
given 
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PREVIOUS EMPLOYMENT (most recent first) 

 
Employer name and address  Position held F/T or P/T Dates 

from/to  
 
 
 
Reason for leaving:  
 
 

   

 
 
 
Reason for leaving:  
 
 

   

 
 
 
Reason for leaving:  
 
 

   

 
 

BREAKS IN EMPLOYMENT HISTORY (Detail period with reasons) 
 
Date from Date to Reason 
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EDUCATIONAL AND PROFESSIONAL QUALIFICATIONS (checks on 
qualifications will be made at interview) 

 

Secondary education 
School/College 
attended  

Date from/to  

Subject Level Grade Date 
awarded 

    

    

    

    

    

    

    

    

    

 
University education 
University   

Date from/to  

Qualifications 
obtained 

Subject Qualification Class of 
degree 

Date 
awarded 
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Graduate and Post Graduate Qualifications 
Date from/to  

Qualifications 
obtained 

Subject Qualification Class of 
degree 

Date 
awarded 

 
 
 
 
 

    

 
Professional development (courses relevant to position applied for) 
Course Organiser Date awarded 
   

 
 
 
 
 
 
 
 
 

  

 
Other qualifications relevant to position applied for (ie First Aid, mini bus 
driver) 
Qualification Awarding body Date obtained Expiry date 
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STATEMENT IN SUPPORT OF YOUR APPLICATION 
The statement (a maximum of two pages) can be word processed or hand written in black ink.  It should 
demonstrate your suitability for the position applied for.  You should focus on how your skills, experience 
and knowledge meet the requirements of the person specification for this post.  Please include information 
with regard to experience for this post. 
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REHABILITATION OF OFFENDERS ACT 1974 
 
Because of the nature of the work for which you are applying, this post is exempt from the Rehabilitation of 
Offenders Act 1974. You will be required to disclose on a separate form all information about any convictions 
in a Court of Law or any cautions, no matter when they occurred, so that a police check can be carried out if 
you are offered an appointment.   If you are subsequently employed by the School and it is found that you 
failed to disclose any previous convictions or cautions, this could result in dismissal, or disciplinary action 
being taken by the School.  During the course of your employment with the School should you be arrested by 
the Police you are obliged to notify the Finance Director of this immediately (even if de-arrested or all charges 
dropped), failure to do so could result in disciplinary action by the School which may include dismissal.  All 
information will be treated in confidence and will only be considered in relation to any application for posts to 
which the exemption order applies. 
 
Have you been convicted of any criminal offence? (Yes or No) 
 

 

If yes, please give details:  
 
Have you ever received a caution? (Yes or No)  
 

 

If yes, please give details:  
 
Do you have any convictions, cautions, bind-overs or prosecutions 
pending? (Yes or No)  
 

 

If yes, please give details:  
 

 

REFEREES 
 
A minimum of TWO professional referees are required – One should be your current or most recent 
employer.   Referees should be people who know you in a working/educational environment (paid or 
unpaid).  As part of the Schools Safeguarding procedures references will be taken up prior to interview 
unless a reason is given why this would not be appropriate. 

If you were known to your referees by another name, please give details:  

 
1. Name:  

Occupation:  

Address:  

Telephone No. (inc. STD code):  

Email address:  

In what capacity does the above 
know you? 

 

Can this individual be contacted 
before short-listing/Interview 
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2. Name:  

Occupation:  

Address:  

Telephone No. (inc. STD code):  

Email address:  

In what capacity does the above 
know you? 

 

Can this individual be contacted 
before short-listing/Interview 

 

 

DECLARATION 
 
I declare that the information given is true and accept that if I have given false information it may result in 
my application no longer being considered or my appointment not being confirmed. 
Signed 
(Candidates who submit this 
application by e-mail will be asked to 
sign this form if called for interview) 

 
 
 

Date  
 
 

 
Please return your completed application form to: 
Mrs S P 
HR Admin 
Plymouth College 
Ford Park 
Plymouth  Devon 
PL4 6 RN 
 
Or by e-mail to:  slambie@plymouthcollege.com 
 
 

 

 

  

mailto:slambie@plymouthcollege.com
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EQUAL OPPORTUNITIES MONITORING FORM 
 
This information is for monitoring purposes only and will not be considered  
as part of the selection process.  To make equal opportunities meaningful, it is essential that the School 
monitors the effectiveness of its policy. Please, therefore complete this form. All information will be treated in 
the strictest confidence, and will not be made available to the selection panel.   
 
Job Applied for:  
Where did you find out about 
this vacancy? 

   

What is your sex?  What is your age? Years 
 
Ethnicity – to which of these groups do you consider you belong (Please tick one box only): 
A WHITE  C Asian or Asian 

British 
 

British Yes     Bangladeshi Yes     
Gypsy/Traveller Yes     Indian Yes     
Irish Yes     Pakistani Yes     
Any other White Background (please 
state) 

 Any other Asian 
Background (please 
state) 

 

B MIXED  D Black or Black British 
White and Black Caribbean Yes     African Yes     
White and Black African Yes     Caribbean Yes     
White and Asian Yes     Any other Black 

Background (please 
state) 

 

Any Other Mixed Background (please 
state) 

   

E Chinese or other ethnic group (please state)  
F Any other ethnic group (please state)  

 
Disability 
Do you consider yourself to be a disabled person? Yes  No  Prefer not to say     
Would you like to let us know more about your disability? (If yes Please detail)  
 

 
Religion - how would you describe your faith, belief, religion?  (Please tick one box only) 
Buddhist Yes  Jewish Yes  
Christian (including Church of 
England, Catholic, Protestant and all 
other Christian denominations) 

Yes  Muslim Yes  

Hindu Yes  Sikh Yes  
Other religion (please state) Yes  None Yes  
Prefer not to say Yes    

 
Marital status - what is your marital status (please tick one box) 
Single Yes  Married Yes  
Civil Partnership Yes  Living with partner Yes  
Prefer not to say Yes   

 

Application  

.........  

 



 

Self-disclosure form  
 
For completion by the candidate.   
Please complete and return in a sealed envelope with your application.  This will not be read unless 
you are short listed for interview.  This document will be destroyed should you not be shortlisted. 
 
If the role you are in or have applied for involves frequent or regular contact with or responsibility for 
children, you will also be required to provide a valid DBS (Disclosure and Barring Service) certificate, which 
will provide details of criminal convictions. This may also include a barred list check depending on the 
nature of the role. 
 
All information you provide will be treated as confidential and managed in accordance with relevant data 
protection legislation and guidance. You have a right of access to information held on you under the Data 
Protection Act 1998. 
 
Have you ever been known to any children’s services department or to the police as being a 
risk or potential risk to children?  

Yes / No 

If yes, please provide further information: 
 
 
 
Have you been the subject of any disciplinary investigation and/or sanction by any 
organisation due to concerns about your behaviour towards children?  

Yes / No 

If yes, please provide further information: 
 
 
 
Do you have any convictions, cautions, reprimands or final warnings that are not “protected” 
as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amended) 
2013? 

Yes / No 

If yes, please provide further information: 
 
 
 
Confirmation of declaration (tick box below) 

 
 

I agree that the information provided here may be processed in connection with recruitment purposes 
and I understand that an offer of employment may be withdrawn or disciplinary action may be taken if 
information is not disclosed by me and subsequently come to the organisation’s attention.  

 
 

In accordance with the organisation’s procedures if required I agree to provide a valid DBS certificate 
and consent to the organisation clarifying any information provided on the disclosure with the agencies 
providing it.  

 
 

I agree to inform the organisation within 24 hours if I am subsequently investigated by any agency or 
organisation in relation to concerns about my behaviour towards children or young people.  

 
 

I understand that the information contained on this form, the results of the DBS check and information 
supplied by third parties may be supplied by the organisation to other persons or organisations in 
circumstances where this is considered necessary to safeguard children. 

Signature of candidate:  
 

Print name:  
 

Date: 
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