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	Please complete this form in black ink so that we can obtain clear photocopies.  If you are word processing your form the font size should be a minimum of 12 point.  


1. Job Details

	Application for the Post of
	

	Job Reference No
	

	How did you hear about this Post?
	

	Do you wish to apply for the post on a job share basis?
	YES / NO (please delete one)


2. Personal Details

	Surname
	

	First Name(s)
	

	Title (e.g. Mr, Mrs, Ms, Miss)
	

	Address
	Postcode:

	Contact No
	

	E-mail
	

	National Insurance No
	

	Disability Discrimination Act 1995 (DDA) (amended 2005)

If you are considered to be disabled under the DDA and have demonstrated that you meet the minimum criteria for the post, you will be guaranteed an interview.

The DDA states that ‘a person has a disability if he or she has a physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day-to-day activities’.  You must satisfy these four main conditions in order to be covered by the DDA.
Do You consider yourself to have any disabilities?

YES / NO (please delete one)

Please state any reasonable adjustments you would like us to make to assist you if you are called for interview



3. Present/Most Recent Employment

	Name of Employer
	

	Address
	

	Postcode
	

	Post Title
	

	Date appointed
	
	Date of leaving
	
	Notice period
	

	Main responsibility of your post

	

	Reason for leaving / wishing to leave
	


4. Previous Employment / Voluntary Work (most recent first)
Please do not leave any gaps. If you were not working for a period of time, please write GAP and state the reason for this.

	Date From
	Date To
	Name and Address of Employer
	Job Title and Brief Description of Duties
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5. Education and Training 
Please state most recent first
	School/College/University/Training Provider
	Certificates / Qualifications Gained
	Relevant Dates

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


6. Relevant Experience
Please give details of your present duties and any previous experience relevant to the post (continuation sheet may be used).

Please ensure that you describe the skills, knowledge and experience that you have gained which meet those required in the person specification. These may have been gained in your current or previous employment, education, training and/or voluntary, community, personal or leisure activities.

Please do not attach your CV
	

	Please mark X in the box if you are attaching a continuation sheet  
	


7. Leisure Activities and Hobbies
Please provide details

	


8. References

Two references required (Not relatives or friends). One of which must be your most recent/present employment. If you are in, or have just left, full time education please give details of your course tutor.  
	Name 
	
	Name
	

	Company
	
	Company
	

	Address
	
	Address
	

	Position
	
	Position
	

	Relationship (e.g. Manager)
	
	Relationship (e.g. Manager)
	

	Telephone
	
	Telephone
	

	E-mail
	
	E-mail
	

	Fax
	
	Fax
	

	Can we approach your referee before interview?
	YES / NO

(please delete one)
	Can we approach your referee before interview?
	YES / NO

(please delete one)


9. Medical History

	How many days were you absent due to sickness in the past two years?
	

	Please give details of absences of five days or more:
	


10. Further Information

	Authorisation to Work in the UK 
In accordance with the Asylum and Immigration Act 1996 (amended May 2004) we are required to check your eligibility to live and work in the UK. 
Please confirm that on request you will be able provide this evidence

YES / NO  (please delete one)


	Rehabilitation of Offenders Act 1974 (Exceptions) (Amendments) Order 1986

All applicants are required to declare any criminal conviction(s) including bindovers and cautions which are ‘unspent’ and/or any pending prosecutions. Certain posts are exempted under the Rehabilitation of Offenders Act 1974.  If the post for which you are applying is an ‘exempt’ post you must declare all convictions including ‘spent’ convictions and, if shortlisted, you will be asked to complete a more detailed form so that a criminal records check can be made.
Do you have any criminal convictions (including ‘spent’ and ‘unspent’), cautions/bindovers or prosecutions pending?  
YES / NO (please delete one)

If you have answered yes please ensure any information is placed in the space provided below or in a sealed envelope which clearly states your name along with the job title and reference number and returned with your application form. 


	Driving Details 

If the post requires you to drive, do you hold a current driving licence?
If Yes, please detail what type (e.g. full, provisional, PSV)

Do you have regular use of a vehicle for work?
Please give details of any current driving endorsements



11.  Declaration

Data Protection Act 1998

By completing this form and otherwise supplying information to XXX you agree that the organisation may obtain, retain and process personal data supplied by you or relating to you for recruitment, vetting, selection and appointment and employment purposes.
Declaration
I declare that the information given in this application is to the best of my knowledge true and accurate. I understand that if the information provided is false or misleading in any way, it will result in my application not being pursued, or if appointed, may lead to disciplinary action and dismissal. 
	Signed
	
	Date
	


Please Note. If you return the application by e-mail you will be asked to sign it, if invited to interview
**PLEASE NOW COMPLETE THE RECRUITMENT MONITORING FORM BELOW**
Please return the completed application form and recruitment monitoring form to:

[Name] 
[Company]
[Address]

Recruitment Monitoring Form

This sheet will be separated from your application and will play no part in the selection process
1. Date of Birth (DD/MM/YY)


	
	
	


2. Gender (please mark X in one box only)
	Male
	
	Female
	
	Transmale
	
	Transfemale
	


3. Ethnicity (please mark X in one box only)

	White British
	
	White Irish
	
	Other White
	

	Black African
	
	Black Caribbean
	
	Other Black
	

	Bangladeshi
	
	Indian
	
	Pakistani
	

	Other Asian
	
	White and Black Caribbean
	
	White and Black African
	

	White and Asian
	
	Other Mixed Parentage
	
	Chinese
	

	Other Ethnic Group (please state)
	


4. Religion (please mark X in one box only)
	Buddhist
	
	Christian
	
	Hindu
	

	Jewish
	
	Muslim
	
	Sikh
	

	None
	
	Other
	
	Prefer Not to Say
	


5. Sexuality (please mark X in one box only)
	Bisexual
	
	Gay
	
	Heterosexual
	

	Lesbian
	
	Other
	
	Prefer Not to Say
	


6. Disability (please mark X in one box only)
	Do you consider yourself to have a disability?
	YES
	
	NO
	


7. Current Work Status

	Employed
	
	Unemployed
	
	Return To Work
	
	School/ College Leaver
	


8. Postcode

	Please provide your postcode so that we can monitor where applications are received from
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