APPLICATION FORM

This application form may be photocopied, therefore it must be typed or written in BLACK INK


Application for the post of: ________________________________________________

Personal Details

	Surname

Initials

Telephone No (Home)

Telephone No (Work)

E-mail address

National Insurance No.


	Address

Postcode

Is your age over 65?             NO                 YES


Employment History

	Current or last Employer’s Name and Address
	Job Title

Date Started

Salary / Wage

Notice Required

Date Left (if applicable)

Reason/s for leaving (if applicable)




Previous Employment

Please list below all your other jobs since leaving school/college/university, including those overseas, with the most recent first.  Please account for any gaps or breaks in service.

	Name and address of employer
	From / To

DD/MM/YY
	Job Title
	Reason for Leaving

	1


	
	
	

	2


	
	
	

	Name and address of employer
	From / To

DD/MM/YY
	Job Title
	Reason for Leaving

	3


	
	
	

	4


	
	
	

	5


	
	
	

	6


	
	
	


Continue on a separate sheet if required

Unpaid / Voluntary Experience

The skills and experience set out in the person specification do not necessarily have to be gained through paid work experience.  It is, therefore, important that you tell us about any other experience relevant to the post (eg voluntary work, unpaid work).

	Name of organisation
	Dates from / to
	Experience gained
	Hours per week

	
	
	
	


Reference

If you are self employed or have never been employed you should name someone who can comment on your suitability for this post.  If you are a school leaver your referee should be your Head Teacher, Teacher or Tutor.  You may wish to advise your referee that they could be required to provide a reference.

If you are in employment your referee must be your current employer.

If you are unemployed, your referee must be your last employer, a person who knows you as a helper or volunteer or in any other professional capacity, for example a New Deal Training Provider or College Tutor.

You should be aware that the Management Committee may contact any of your previous employers for a reference.

References

	1. Name and address of referee

      ……………………………………………………....

      ……………………………………………………….

      ……………………………………………………….

      ……………………………………………………….

Daytime telephone number

May we contact your referee before the interview?  Yes     No
	2. Name and address of referee

      ……………………………………………………....

      ……………………………………………………….

      ……………………………………………………….

      ……………………………………………………….

Daytime telephone number

May we contact your referee before the interview?  Yes     No


Qualifications and Training

The Person Specification for the post will tell you which qualifications are essential and desirable.  Please list your relevant qualifications in date order with the most recent first.

You will be considered for shortlisting ONLY if you have the essential qualifications listed for the post.  If shortlisted, you will be required to produce proof of your qualifications at interview.  Relevant National Vocational Qualifications and Apprenticeships should be included in this section.

	Subject or Title of Qualification Course
	Qualification obtained
	Year awarded
	Checked

	
	
	
	


Non-qualification / Training Courses

	Title of course
	Date completed
	Length of course
	Organising Body

	
	
	
	


Member of relevant professional bodies of associations

	Body
	Status of membership
	Membership by Exam?  Yes / No

	
	
	


How do you meet the person specification?

This is one of the most important parts of the application form and should be planned carefully.

You should provide details in relation to both the essential and desirable criteria for the post as both are used to shortlist.  However, if the Person Specification says an essential skill or experience will be identified from the application form, you must say in this section how you meet the requirement.  You can only be considered for interview if you show you meet all the essential criteria listed.

Use the Person Specification to help you pick out the relevant parts and organise the information concisely, focusing on how you meet the criteria requirements.  It is not enough to simply state that you meet the criteria – you should explain how you meet the criteria, giving examples from your previous paid or unpaid / voluntary experience.  For example, if “IT Skills” is an essential requirement and you use a personal computer at home or work you may say “I have experience of using word processing and spreadsheet packages (Word and Excel) to write letters and manage my finances and can use the internet and send e-mails.”  You might find it useful to organise your information under the headings used in the Person Specification.

You must state on your application form that you can meet and carry out any Special Conditions of Service details on the Person Specification.

Please attach any extra pages you may need to complete this section.                 No. of pages ______________ 

Declarations

1 The information I have given on this form is true and accurate to the best of my knowledge.

2 I have read, or have had read to me, and understood all the questions on the form.

3 I am not subject to any immigration controls or restrictions which prohibit my undertaking work in the UK.

4 I understand that:

(a) Under the Rehabilitation of Offenders Action (if it applies to the post for which I am applying) I understand that I will be asked to declare in writing whether I have been convicted of any offences in a Court of Law and, if so, to provide details of the offence(s).  I understand that failure to disclose such convictions may result in dismissal or disciplinary action.

(b) Under legislation for the Protection of Children and Vulnerable Adults (if this applies to the post for which I am applying), if successful, I will be asked to agree to a check being made by the Criminal Records Bureau about the existence and content of a criminal record.  I understand that a criminal record will not necessarily debar me from employment.

(c) In accordance with the Data Protection Act the personal details submitted with this application form will be used only for selection and interview procedures and for employment records if successful.

Signature:_________________________________________    Date: ________________________________

For office use only
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