 (
DATA PROTECTION – YOUR RIGHTS
Information is being collected about you in order to assess your application against the person specification and to monitor our equal opportunities policy. For further information on data protection, our responsibilities and your rights, 
visit 
www.informationcommissioner.gov.uk
 or request an information leaflet from 
us.
)	





Application for Employment
	
	Post applied for
	     
	(please quote ref. no. on advert)

	
	Personal details
	Last name
	     

	
	First names
	     

	
	Home address
	     

	
	
	     

	
	
	     

	
	
	     

	
	Home telephone number
	     

	
	Work telephone number
	     

	
	Can we contact you at work?
	Yes
	|_|
	No
	|_|

	
	FOR OFFICE USE ONLY

	
	Applicant Number



Please note that guidance notes on how to complete this form are on the back cover.

Applicants’ personal details, references and declaration, and Equal Opportunities monitoring information (pages 1, 2, 7 and 8) will be separated from the rest of the application form before the application is assessed for the purposes of shortlisting.
The Equal Opportunities monitoring information is then detached from the personal details and is recorded entirely separately from the shortlisting and interview process.  This helps to ensure our recruiting methods are fair and transparent.

Page 1		  
	REFERENCES

	Please supply details of two referees, one of which should be your present (or last) employer

	Name
	
	Name

	     
	
	     

	Position held and working/personal relationship to you
	
	Position held and working/personal relationship to you

	     
	
	     

	Organisation
	
	Organisation

	     
	
	     

	Address
	
	Address

	     
	
	     

	Telephone number
	
	Telephone number

	     
	
	     

	DECLARATION

	Community Links is discharging a social service function and is covered by the Rehabilitation of Offenders Act 1974 (Exceptions Order 1975) and you are therefore obliged to disclose both current convictions and those which otherwise may be considered spent.
Please note that the successful applicant will be asked to apply (through Community Links) for a Standard Disclosure from the Criminal Records Bureau.  However, each applicant will be considered on his/her merits and having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of your offences.

	Do you have any previous convictions?
	|_|
	Yes
	|_|
	No

	If yes, please provide details
	     

	I understand that if I am offered a post the information submitted in this application will form the basis of my contract of employment with Community Links and state that the information I have provided is correct to the best of my knowledge and that I consent for it to be processed.

	Signature
	
	Date

	     
	
	     


           	
NB please note that if you are e-mailing this form and you are called for interview, you will be asked to sign it when attending for interview.

	CURRENT OR LAST EMPLOYER

	Name and address of employer
	
	Job title

	









	
	     




	
	
	Date of appointment, date of departure

	
	
	     

	
	
	Salary
	
	Notice period

	
	
	     
	
	     

	Please give a brief description of your main duties and responsibilities

	     

	EDUCATION AND TRAINING

	From
	To
	Subjects studied, qualifications gained, training completed

	     
	     
	     


	Applicant number	
			

	please attach an extra sheet if necessary

	PREVIOUS EMPLOYMENT / RELEVANT EXPERIENCE OF CARING OR 
SUPPORT FOR OTHERS, VOLUNTARY WORK ETC (please refer to guidance notes)
most recent first NOT INCLUDING CURRENT

	From
	To
	Name of employer
	Job title and main responsibilities or nature of relevant experience
	Reason for leaving

	     
	     
	     
	     
	     





PERSONAL STATEMENT IN SUPPORT OF YOUR APPLICATION FOR THE POST

The information you provide in this section will be used in assessing your application for this post.  A decision about whether or not to interview you will largely be based upon this statement.
Outline your reasons for applying for this post and also give your views on this area of work and client group.
Refer carefully to the job description, consider the person specification and explain how you fulfil this.  Include your personal qualities, skills, experience and achievements.
	PLEASE CONTINUE OVERLEAF, BUT NOTE ANY EXTRA SHEETS INSERTED HERE WILL BE DISREGARDED

	     




	PERSONAL STATEMENT (continued)


	     


	


EQUAL OPPORTUNITIES MONITORING
In order to monitor policy, and for that reason only, we ask you to answer the questions below by ticking in the appropriate boxes.
If you do not wish to complete any part of the monitoring information, you do not have to do so.
1.	Are you:	2.	Are you:
	|_|
	Male
	|_|
	Lesbian
	|_|
	Heterosexual

	|_|
	Female
	|_|
	Gay
	|_|
	Bisexual


3.	Would you describe yourself as:
(please choose ONE section from A to E, then tick the appropriate box to indicate your cultural background)
A	White	B   	Black or Black British
	|_|
	British
	|_|
	Caribbean

	|_|
	Irish
	|_|
	African

	|_|
	Any other White Background, please write in
	|_|
	Any other Black background, please write in

	
	     
	
	     


C	Asian or Asian British	D   Dual Heritage
	|_|
	Indian
	|_|
	White and Black Caribbean

	|_|
	Pakistani
	|_|
	White and Black Indian

	|_|
	Bangladeshi
	|_|
	White and Asian

	|_|
	Any other Asian background, please write in
	|_|
	Any other Mixed background, please write in

	
	     
	
	     

	

	E     Chinese or other ethnic group
	|_|
	Chinese
	|_|
	Any other, please write in
	     



4.	Do you consider you are disabled or do you believe you have any health condition that requires action to prevent that condition becoming a problem in relation to employment, eg diabetes, asthma, or inability to manage stairways, etc?
	|_|
	Yes
	|_|
	No


5.	Have you had personal experience of a mental health problem / emotional difficulties (self definition - not necessarily having been recognised through a formal diagnosis)?  
	|_|
	Yes
	|_|
	No


6.	Will you require any additional support or adaptations if selected for interview?
	|_|
	Yes
	|_|
	No


7.	Please list all the sources from which you learned of this vacancy
	     



Community Links recognises the discrimination and disadvantage experienced by women, black and other minority ethnic groups, gays and lesbians and differently abled people, and is committed to preventing discrimination and providing equality of opportunity.
In its role as a provider of employment and services in a diverse environment Community Links recognises the need for its service users, staff and Management Committee members to be representative of the local communities.  The questions set out help us monitor the effectiveness of our strategy by gaining a picture of those who apply for and are appointed to posts.
	Applicant No. ______________________	
Staff appointments will be made on the basis of ability and without regard to gender, ethnic origin, nationality, religious belief, disability, sexual orientation or any other factor.  If you have reason to believe that your application for employment has not been fairly considered and that you may have been discriminated against for any reason please write promptly to the Chief Executive of Community Links.

GUIDANCE NOTES ON COMPLETING THE APPLICATION FORM
Read the following notes carefully.  The decision to short-list you for interview will be based solely on the information you provide on the form.  This advice is designed to help you complete the application form as effectively as possible.
General information
The covering letter will tell you what should be in the pack.  Please check you have all items.
Make sure you read the form fully before you write anything.
Do not include a CV.  If you do, it will be disregarded.
The person specification indicates the minimum skills, knowledge and experience required and your application will be assessed to see if it meets the requirements of the person specification.
Please write clearly.  Draft out the information in rough form to avoid mistakes and use a black ball point pen.  If any part of your application is printed, the minimum font size accepted will be 10.
Check over the form when you have completed it.  Ensure that you have answered every question and that you have signed it.  Get someone else to read it over.
Keep a copy of the form for reference.
Make sure the application arrives before the closing date.  Note our Head Office does not have a letter box so it has to be hand delivered to reception if you are not posting it.  Any application forms received after 5pm will be disregarded.
Previous employment / relevant experience of caring or support for others, voluntary work etc.
Use this space to list previous employment and voluntary work (most recent first) and any other relevant experience you have gained outside of paid work, eg raising family, caring role.  
It is not vital to show every single aspect of your working life, but all relevant information should be included as this section will be used in assessing your application.
Personal Statement in Support of the Application
This is where you make your case for the job and why you are applying for the post.
Do not repeat your list of previous work.
Pick out the skills, knowledge, experience and attitude required in the person specification and provide evidence that you possess them.
Describe the things that you have done.
Gear what you write to the post you are applying for.
Think about what the job will involve and who it will provide a service to.
Consider key points or current issues for the job and the organisation.
Take the opportunity to give your views on this area of work and client group.
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