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Application for Employment
· This form must be completed in full.  A CV will not be accepted as a substitute.

· Please refer to the Job Description to check if an Occupational Requirement applies to the post.

· Type your application, if possible and return it by email.  If you post it please ensure the correct postage is used. (You may need a large stamp).  
	Application for the post of:



	Family name:
	First name(s):



	Permanent address (including postcode):
	Telephone nos:

Home:

Work:

Mobile:



	National Insurance No.
	Email:




	Declaration:

I certify, that to the best of my knowledge, the information I have given on this form and in the supporting statement is correct.  I understand that in the event of my appointment, any inaccuracy or omission coming to light may make me liable to dismissal.  

Signed: 





Date:

If you are submitting your application by email please tick here to acknowledge the statement above [image: image2.emf] 





Please return your completed Application Form and Equal Opportunities Monitoring Form to: info@edbertshouse.org 
	Eligibility to work in the UK

Are you eligible to work in the UK? 

□  Yes



□  No

If you are shortlisted for interview you will be required to bring documentation to demonstrate your eligibility to work in the UK.



	

	Safeguarding Children and Vulnerable Adults

To your knowledge, have you ever had any allegations made against you relating to the safeguarding of children or adults at risk which has been reported to and investigated by Social Services and/or the Police?
□  Yes



□  No
If YES, we will need to discuss this with you.



	Criminal Convictions

Do you have a prosecution pending, or have you ever been convicted at a court?

□  Yes



□  No

If YES please give details.

Depending on the role you may be required to apply for a Disclosure and Barring Service (DBS) Enhanced Disclosure before any offer of employment can be confirmed.

As the appointment is exempted under the Rehabilitation of Offenders Act, this check will reveal any details of cautions, reprimands or final warnings, as well as formal convictions.  This process is subject to a strict code to ensure confidentiality, fair practice and security of any information disclosed.  The DBS Code of Practice and our own procedures are available on request for you to read.  It is stressed that a criminal record will not necessarily be a bar to appointment, only if the nature of any matters revealed could be considered to place children or vulnerable adults at risk.



	Motoring information

Do you hold a current full driving licence?                   □  Yes
□  No

Do you own or have access to a car?                          □  Yes
□  No

If you are required to use your vehicle for business purposes it will be necessary for you to have appropriate insurance cover that includes travel in the course of your work.  You will be required to fund this at your own expense and we will ask for a copy of your insurance certificate as evidence.



	Special Requirements

Please specify any special requirements or equipment which may assist you to participate in the recruitment / interview process.  


	Declaration

Data Protection: We take our obligations under data protection legislation seriously.  These require us to explain how the data you provide on the application form and any other data, which may be created in connection with your application, may be used.  Any data about you will be held in secure conditions, with access restricted to those who need it in connection with dealing with your application and selection.  Data may also be used for the purposes of monitoring the effectiveness of our selection processes, but in these circumstances, all data will be anonymised.




	Education
	
	
	
	

	School, College, University or other institution attended
	Date from
	Date 
to
	Course details
	Qualifications gained

	
	
	
	
	


Please give details of any other training or courses attended since leaving school.
	Course
	Date / Length

	
	


Please give details of any membership of professional/technical bodies you may have.

have.
Present Employment (current or most recent)
	Employer’s name and address 



	Nature of employer’s business:



	Present salary:                                               Notice period:



	Date from:                                                      Date to:



	Position held:



	Outline your main duties and responsibilities and reasons for wanting to leave:




Previous Employment
Please give details of full and part-time work both paid and unpaid (e.g. volunteering) you have undertaken (this includes Saturday and holiday jobs).  Continue onto a separate sheet if necessary.  Please list in order with the most recent first.
	Employer’s name and address
	

	Type of business
	

	Position held
	
	Final Salary:

	Main duties and responsibilities
	

	Reason for leaving
	

	Dates employed from / to
	From: 
	To: 


	Employer’s name and address
	

	Type of business
	

	Position held
	
	Final Salary:

	Main duties and responsibilities
	

	Reason for leaving
	

	Dates employed from / to
	From: 
	To: 


	Employer’s name and address
	

	Type of business
	

	Position held
	
	Final Salary:

	Main duties and responsibilities
	

	Reason for leaving
	

	Dates employed from / to
	From: 
	To: 


	Employer’s name and address
	

	Type of business
	

	Position held
	
	Final Salary:

	Main duties and responsibilities
	

	Reason for leaving
	

	Dates employed from / to
	From: 
	To: 


Time Unaccounted For
Please give details of any time not already accounted for above (including unemployment).
	


Supporting Statement

Please write a supporting statement of no more than 1000 words indicating:
1)
Why you want the post (s)
2)
What qualities and experience you think you can contribute to the charity

3) 
Any further information about your experience which has not been covered elsewhere in this Application Form
Please note that only 1000 words will be considered for shortlisting purposes – any additional information will be removed prior to shortlisting and not taken into account.
	


References

Please give the names of at least two referees.  One should be from your current or most recent employer (if applicable).  If that is not possible, please explain why.  None of the referees should be related to you.  
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Equal Opportunities Monitoring Form
To be completed by the applicant
	Application form for the post (s) of:
	

	Surname/family name:


	

	Forenames (in full):


	

	Date of birth:
	

	Please indicate where you saw the advert for this post:
	


We are committed to Equality of Opportunity in respect of our recruitment and employment practices and aim to ensure that no employee or applicant is discriminated against, either directly or indirectly, without justification.

It is important for us to monitor the effectiveness of our Equality & Diversity Policy.  We would like you to assist us in this by completing the form attached.  

This information is confidential and its sole use will be for monitoring purposes only.
This form which will not be used in either the short-listing or appointment process.

Gender:


□  Male

□  Female
Age:
□ 18-25
□ 26-35
□ 36 – 45
□ 46-55 
□ over 56 


□  prefer not to answer
Race/ethnic origin:

(A)  
White



□  British






□  Irish






□  Any other white background
(B)
Mixed



□  White & Black Caribbean






□  White & Black African






□  White & Asian






□  Any other mixed background
(C)  
Asian or Asian British

□  Indian






□  Pakistani






□  Bangladeshi






□  Any other Asian background
(D)  
Black or Black British

□  Caribbean






□  African






□  Any other black background
(E)
Other Ethnic Groups

□  Chinese






□  Any other ethnic group (please give details)
□
Prefer not to answer
Religion or Belief:

□  Committed Christian

□  Jewish

□   Hindu
□  Sympathetic to Christian values
□  Sikh


□   Other


□  Moslem



□  Buddhist

□   None
□  Prefer not to answer
Sexual Orientation:

□  Heterosexual/Straight
□  Gay man


□  Bisexual 


□  Gay woman/lesbian
□  Transgender

□  Prefer not to answer
Disability:

Disability is defined as a physical or mental impairment, which has a substantial and long-term adverse effect on a person’s ability to carry out normal day-to-day activities.  The Equality Act 2010.
In these terms, do you consider that you have a disability?    □  Yes
□  No
























1st Referee (current or most recent employer)





Name: 





Address:








Postcode :





Email address (essential):


Telephone no (essential):





Relationship:











2nd Referee





Name: 





Address :








Postcode:





Email address (essential): 


Telephone no (essential): 





Relationship:
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