CAREER TRANSITION SERVICE SCREENING QUESTIONNAIRE FOR BIRMINGHAM ADULT EDUCATION SERVICE 

Thank you for your interest in the council’s new Career Transition Service.  In order to access the service, we require some basic details.
Name:





Job Title: 
Grade: 
Contact Tel. No. Work: 



Personal Mobile / Home No.:

Directorate:
 




Location: Woodcock St

Work Email Address: 



Date:
Personal Email Address:

Manager’s Name: 
             
Manager’s Email Address: 
Q1.
Are you currently registered as a priority mover?   

Q2.
If Yes, what is your exit date?  




Q3.
Are you currently ‘at risk’ of compulsory redundancy or a Service re- design/section 188 Notice?



Q4.
Have you applied for voluntary redundancy? 




Q5.    How did you hear about the Career Transition 

         Service?
Communication Bulletin       

[image: image1.emf]         Your Weekly News e-mail publication          
Word of mouth
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     Via a manager (including team meetings)    
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Via Priority Movers team     
[image: image5.emf]         Via a colleague                                              
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Via ‘BEST’ events               
[image: image7.emf]         Via Career Transition information sessions   
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IRF Bulletin


 
[image: image9.emf]         Any Other Source, please specify 
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(Internal Recruitment First)
	Course
	Level
	Guided Learning Hours
	COST
	YES/NO

	Computers:
First Step
	Entry
	12 hours
(2 hours x 6 weeks)
	Free
	

	ECDL
	Level 1
	6 hours +
30 to 40 hours self-study (over 10 weeks)
	8 UNITS

or £235
	

	
	Level 2
	6 hours + 
40 to 60 hours self-study (over 10 weeks)
	10 UNITS

or £310
	

	Business Administration


	Level 1
	15 hours
(3 hours x 5 weeks) + 15 hours self-study
	4 UNITS

or £120
	

	
	Level 2
	30 hours 
(3 hours x 10 weeks) + 30 hours self-study
	10 UNITS

or £325
	

	Customer Service


	Level 2
	30 hours 
(3 hours x 10 weeks) + 30 hours self-study
	8 UNITS

or £240
	

	Team Leading


	Level 2
	30 hours 
(3 hours x 10 weeks) + 30 hours self-study
	8 UNITS

or £250
	

	Information, Advice & Guidance
	Level 2
	30 hours 
(3 hours x 10 weeks) + 30 hours self-study
	4 UNITS
or £112
	

	Mentoring 
	Level 1
	20 hours

(2 hours x 10 weeks) + self-study
	4 UNITS
or £115
	

	
	Level 2
	30 hours 
(3 hours x 10 weeks) + 30 hours self-study
	10 UNITS
or £335
	

	Emergency First Aid at Work
	Level 2
	30 hours 
(3 hours x 10 weeks) + 30 hours self-study
	2 UNITS
or £55
	

	PTLLS 
	Level 3
	48 hours
(9 weeks x 5 hours + 3hr information session)
	10 UNITS
or £320
	

	Champs 2


	
	1 week: Full-time
Mon-Wed (Foundation), Thu–Fri (Practitioner)
	10 UNITS + £650
or £950
	

	Prince 2 
	
	1 week: Full-time
Mo-Wed (Foundation) Thu–Fri (Practitioner)
	10 UNITS + £650
or £950
	

	English 


	Level 2
	36 hours
(3 hours x 12 weeks) + 36 hours self-study
	Free
	

	Maths


	Level 2
	8 hours
(support workshops)
	Free
	


As a result of your interest in the service, your manager will be required to 

authorise their formal approval for you to access the service.
Please forward this pro forma to your manager to complete the approval slip below, which they should then forward onto  Raheela Sharif at adult-education@birmingham.gov.uk or call 0121 464 4114  . 

I …………………………………………………………..… (Manager’s name, job and title) approve/do not approve (delete as applicable) access to the Career Transition support delivered by Birmingham Adult Education Service for 
……………………………………………………………… (Name of applicant) for the  interventions:
Cancellation/Non Attendance Fees
If delegates do not attend or cancel booked sessions, then a charge will be made to  managers for 100% of the Career Transition funding (units) used.

Budget Code…………………………………………………………………………………….
If you have a disability and require any special arrangements for the session please contact Raheela Sharif at adult-education@birmingham.gov.uk or call 0121 464 4114   prior to the workshop in order for us to try and meet your needs.
Thank you for your interest in the Career Transition Service.

You will be contacted with course dates, times and venue in due course.  
Birmingham Adult Education Service
Contact Raheela Sharif at adult-education@birmingham.gov.uk or call 0121 464 4114  
RECRUITMENT MONITORING INFORMATION

TO HELP US MONITOR OUR EQUAL OPPORTUNITIES POLICY PLEASE TICK THE FOLLOWING BOXES AS APPROPRIATE

Gender:     I am:   Female □       Male □

I do not wish to disclose this information □
Date of Birth: ____________________

I do not wish to disclose this information □
Disability: The Disability Discrimination Act 1995 defines a person as having a disability if he /she has a physical or mental impairment which has a substantial or long term effect on his/her ability to carry out normal day to day activities.

Do you have a disability as defined above?

Yes □

No □

If the above does not apply to you however you consider yourself to have a disability please tick here □
I do not wish to disclose this information □
Ethnic Origin: Tick the appropriate box from section from A to E to indicate your cultural background. These are based on the 2001 Census with additional categories included.

A. White

British □  Irish □
  Albanian/Kosovan □
Bosnian □    Romany □

Other___________________________________________________________

B. Mixed

White & Black Caribbean □
White & Black African □    White & Asian □

Asian & Black □
Other________________________________________________

C. Asian or Asian British

Indian □
  Pakistani □
Bangladeshi □      Kashmiri □  Other_______________________________________________
D. Black or Black British

Caribbean  □

African □            Other____________________________________

E. Chinese or other ethnic group

Chinese □   Vietnamese □   Arab □    Kurdish □    Afghan □   Other_________________________________________________

I do not wish to disclose this information □
Sexual Orientation: 

Hetero □    Gay □   Bisexual □   Lesbian □   

Other _________________________________________________
I do not wish to disclose this information □
Religion and Belief:

Christian □    Muslim □   Hindu □   Sikh □  Jewish □  No Religion □   Other_________________________________________________ 
I do not wish to disclose this information □
Marital status:

Single □ Married □ Civil Partnership □

I do not wish to disclose this information □
Applicant Signature___________________________ Date____________
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