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	The purpose of this application is to obtain information from you to assist Otago Polytechnic to make a decision regarding your suitability for the position applied for.  The information will be held by the People and Culture Department. If this application is unsuccessful, it will be destroyed after a period of six months.  If successful, it will form the basis of your kaimahi (employee) file.  An offer of employment is subject to successfully completing the relevant pre-employment checks required for the role.  All information received will be kept confidential and utilised only for the purpose of determining suitability for employment.


	POSITION DETAILS
	Position Applied For:     


	
	Where did you see this advertised?



	PERSONAL DETAILS
	Legal

Surname:
	     
	Legal First Name (s):
	     

	
	Preferred Name:


	     
	IRD Number:
	     

	
	Postal Address:


	     


	
	
	

	Postcode:
	     

	
	Email Address:
	     

	Home Phone Number:
	     

	
	Mobile:
	     
	Work Number:
	     


	EEO
	The information in this section is being collected for statistical purposes only, to enable Otago Polytechnic to meet its EEO obligations.  This information will not be used in making a selection decision and is optional.
Ethnic Origin: Which ethnic group do you identify with?

 FORMCHECKBOX 
 New Zealand European 
  FORMCHECKBOX 
 Māori (please specify iwi affiliations)       
 FORMCHECKBOX 
 European
  FORMCHECKBOX 
 Pacific Peoples (please specify)       
 FORMCHECKBOX 
 Middle Eastern/Latin American
  FORMCHECKBOX 
 African (please specify)  
 FORMCHECKBOX 
 Asian (please specify)  
 FORMTEXT 

     

  Other Ethnicity (please specify)      
Gender:          FORMCHECKBOX 
 Male
       FORMCHECKBOX 
 Female
  FORMCHECKBOX 
 Gender Diverse: ______________________

Date of Birth: 


	IMMIGRATION
	Are you a New Zealand citizen?
  Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

If no, are you legally entitled to work in New Zealand?
  Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

Please attach a copy of your resident permit / work visa
  FORMCHECKBOX 
 attached


	QUALIFICATIONS
	Please list your two highest qualifications completed.  Please note if you are successful for the role you will be asked to provide certified copies of your qualifications.
Qualification

Level Achieved

Institution

Year completed

Office use only

Qualification certificate cited:

(date and staff name)














	OTHER
	Drivers licence information is collected for the purposes of record in the event you become employed by Otago Polytechnic and may be required to drive a vehicle as part of your position.
Do you have a current Drivers Licence?
  Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

Class(es): _______________               Demerit Points: 
 FORMTEXT 

     
                           Manual   FORMCHECKBOX 
 Automatic 
Has your licence ever been cancelled? 
 FORMTEXT 

     

  Yes  
No   FORMCHECKBOX 

Do you have any court/legal cases pending which could affect your licence? 
  Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

Have you:
Previously been an employee or contractor at Otago Polytechnic or NZIST? 
  Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

[image: image1.png]Period worked: from       
to       
Position held       
Have you had any periods of extended leave for illness / an accident from employment? 
  Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

If yes, please state reason:      
Do you have a current annual practicing certificate for the role you are applying for 
  Yes   FORMCHECKBOX 

No   FORMCHECKBOX 
N/A  FORMCHECKBOX 




	CRIMINAL OFFENCES
	Have you been convicted or discharged without conviction as a result of criminal charges in New Zealand (excluding those convictions protected from disclosure by the Criminal Records (Clean State) Act 2004) or any other country?   


 FORMTEXT 

     

  Yes  
No   FORMCHECKBOX 

Are there any charges or sentences pending against you?                                             Yes   FORMCHECKBOX 
 No   FORMCHECKBOX 

If you ticked “yes” to either of the above questions please provide details and dates: 
     


	PRE-EMPLOYMENT INFORMATION CHECKS
	Due to the role’s responsibilities and as part of Otago Polytechnic recruitment process we may require you to undergo the following:

I consent to Otago Polytechnic collecting, using and disclosing my personal information for the following purposes:

· Verifying any information that I give to you (or information that we may collect from other sources) with third parties and third party databases, including Government agencies (for example NZ Transport Authority).

· Where the position I am applying for involves financial risk, carrying out a pre-employment credit check on me with a credit reporting agency.  This will require you to give my information to the credit reporting agency as well as the credit reporting agency providing information about me to you.

· Checking the Ministry of Justice fines database for any overdue fines I may have as part of the pre-employment on me.  This will require you to give my information to the Ministry of Justice.  This check may be carried out by a credit reporting agency, which will require the search results to be disclosed to the credit reporting agency.

· Where I have voluntarily given you my identification information (eg passport and/or drivers licence), this information may also be disclosed to a credit reporting agency and the Ministry of Justice as part of the checks you undertake with them.
· Where the position I am applying for involves work with those identified under the Children’s Act 2014, a police check with the NZ Police will be conducted.  A separate consent form will be completed for a Police Check.
I understand by signing this form that it authorise any third party to provide my personal information to you for any of these purposes.

I understand that if you disclose my personal information to a credit reporting agency, they may hold my information on their credit reporting database and use it for providing credit reporting services and for any other lawful purpose and they may disclose my information to their subscribers for the purpose of credit checking or debt collection or for any other lawful purpose.

	HEALTH AND SAFETY
	The following information is required to assist Otago Polytechnic to meet its obligations under the Health and Safety at Work Act 2015, and the Injury Prevention, Rehabilitation and Compensation Act 2001, and subsequent amendments, and to assess your ability to perform the duties of the position safely).

If you require additional services or facilities, and it is reasonable for Otago Polytechnic to supply these, then we will work to accommodate those requirements.

Is there anything that might prevent you from performing the full range of tasks involved in this position, including the effects from any previous or current injuries or health conditions? 
  Yes  FORMCHECKBOX 

No   FORMCHECKBOX 

If “yes” please give details:      
     
     
Please describe any support that would be needed to ensure your health and safety, which may include technical aids, equipment or adaptations to the work environment. 

     
     
MEDICAL CLEARANCE
Confirmation of the appointment of the successful applicant may be subject to the receipt of a satisfactory medical clearance. The cost of the medical examination will be borne by Otago Polytechnic


	REFEREES
	I agree that Otago Polytechnic may request written or verbal information about me from my stated referees and that this information will be collected on a confidential basis.
Please provide contact details for two employers, preferably your current employer

 (if applicable) and your next most recent employer who may be contacted for a confidential reference (at least one of these referees must have supervised you):

Most Recent Employer

	
	Company Name:
	Referees Name:

	
	Referees Position (In what capacity are they acting as referee?):

	
	Day Contact Number:     
	Email Address:      

	
	Next Most Recent Employer:

	
	Company Name:     
	Referees Name:     

	
	Referees Position (In what capacity are they acting as referee?):     

	
	Day Contact Number:     
	Email Address:      

	
	Character Referee:

If you have not been employed before or are returning to work after a long period absent from the workforce please provide contact details of people from who confidential (character) references can be obtained:


	
	Name:      
	Day Time Telephone:     

	
	Name:         
	Day Time Telephone:     


	DECLARATION
	I consent to Otago Polytechnic making enquiries to verify the information in my application, undertaking reference checks and pursuing contacts of its own pursuant to my application, and recognise that all enquiries will be conducted on a confidential basis and that Otago Polytechnic has the right to maintain the confidentiality of this information.
I understand that I may access personal information about me held by Otago Polytechnic and request correction of that information.  This access to information excludes reference checks undertaken by Otago Polytechnic and all evaluative or opinion material compiled by Otago Polytechnic for the purpose of assessing my suitability, eligibility and qualifications for employment.

I declare that I have disclosed to Otago Polytechnic all information reasonably having a bearing on whether or not might employ me.  I understand that if I am employed and if I have withheld any such information, my employment might be terminated for that reason alone.

 FORMCHECKBOX 
 (Please tick if you accept)  I hereby accept the terms of this application form and consent to the information being collected and held by Otago Polytechnic for the purpose of being considered for suitable employment. 
Signature:       
Date:      
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