APPLICATION NO: _____
(for office use only)

	JOB APPLICATION FORM - CONFIDENTIAL

	

	Please complete all sections in black ink using additional sheets if necessary.  CV’s will not be accepted.


	Post Applied For  


	     
…………………………………………………… 
	

	Surname
	     
…………………………………………………… 
	Title:       
            …………..

	First Names
	     
……………………………………………………
	

	Address
	     
……………………………………………………
	

	
	     
……………………………………………………
	

	Post Code
	     
…………………………
	

	Telephone No. 
	Home       
            …………………………….   

Mobile       
            .…………………………….   
	

	Email Address
	     
……………………………………………….
	


National Insurance Number       

………………………………….    

Date of Birth (dd/mm/yy)  
     

………………………
Do you require a work permit to work in the UK?  Yes   FORMCHECKBOX 
       No   FORMCHECKBOX 

EDUCATIONAL BACKGROUND 

If offered a post you will be asked for evidence of your qualifications.
Schools / College / University attended since age 11 years.
	Full record of secondary schools, colleges or universities attended
	Full (F) or Part (P) time
	From
	To
	Examinations/Qualifications including grades andawarding body

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Training (e.g. short courses and further development)
	Course Title
	Date
	Qualification (if appropriate)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Membership of professional bodies (by examination) and date of admission:

     



EMPLOYMENT BACKGROUND
	Current or most recent employment  (this may be paid or unpaid) 

	Name and address of most recent employer      


Position Held 
     
       ……………..…………………………………………………….

From / To              
Gross Salary / Wage         
                   ………………………………………… 



       …...…………………...

	Brief Details of Duties and Responsibilities       


May we contact you at work?
Yes   FORMCHECKBOX 
    No   FORMCHECKBOX 

How much notice is required in your current contract of employment? 
     
………………………………….

Previous Employment History (continue on a separate sheet if necessary)
	Employer

(most recent first)
	Position Held & Duties (include reason for leaving)
	From / To

	     
	     
	     


Please list dates and reasons for any gaps in your employment or education history:
     
……………………………………………………………………………………………………………………………


Please give reasons for making this application.  Outline any relevant knowledge, experience and skills appropriate to this post.  You MUST relate your application to the requirements set out in the person specification.  These may have been gained through paid or unpaid employment, community or voluntary work, domestic/family responsibilities, leisure interests or training and education.  You could also write about any achievements and motivation which relate to this particular job.    Please continue on a separate sheet if necessary.
     
(Continue on a separate sheet if necessary.)

REFERENCES

Please give the name and address of two people from whom references can be requested.  
One of these should be your present or most recent employer and neither should be a relative or friend.
References will be sought if you are shortlisted for interview.  If at this stage you do not want your present employer contacted, please tick this box.    FORMCHECKBOX 

	Name
	     
………………………………………..……
	     
…………………………..…………………

	Position
	     
…………………………………………..…
	     
…………………..…………………………

	Organisation
(if applicable)
	     
……………………………………..………
	     
……………..………………………………

	Email
	     
……………………………………..………
	     
……………………………………..………

	Address
	     
………………………………………..……
	     
…………..…………………………………

	
	     
………………………………………..……
	     
…………..…………………………………

	Postcode
	     
……………………………………..………
	     
…………..…………………………………

	Telephone No
	     
……………………………………..………
	     
…………..…………………………………

	Relationship to you
	     
………………………………………..……
	     
…………………………..…………………

	DISABLED APPLICANTS

The Disability Discrimination Act 1995 defines disability as, “A physical or mental impairment which has a substantial or long-term adverse effect on their ability to carry out normal day-to-day activities”.

Do you consider yourself to be a disabled person?      Yes   FORMCHECKBOX 
       No   FORMCHECKBOX 
 
SICKNESS

How many days and episodes of sick leave have you taken in the past two years? 
Days         Episodes      
DISCLOSURE OF CRIMINAL CONVICTIONS

	This post is exempt from the Rehabilitation of Offenders Act 1974.

As the post for which you are applying involves working with young people, you are required to provide details of all criminal convictions against you, including those which for other purposes could be regarded as ‘spent’ under the provisions of the Rehabilitation of Offenders Act 1974.  This information will be completely confidential and will only be considered in relation to your application.  Successful applicants will be required to complete an enhanced Criminal Records check carried out by the Criminal Records Bureau.



	Do you have any criminal convictions?
	Yes   FORMCHECKBOX 
       No   FORMCHECKBOX 
 

	Are there any current criminal proceedings against you?
	Yes   FORMCHECKBOX 
       No   FORMCHECKBOX 


	Have you ever received a police caution, reprimand or final warning?
	Yes   FORMCHECKBOX 
       No   FORMCHECKBOX 


	If you have answered ‘Yes’ to any of these questions please give details (including dates) on a separate sheet



DECLARATION
I declare that the information given in this application is, to the best of my knowledge, complete and accurate and that it may be used for purposes registered by Off the Record B&NES under the Data Protection Act.  
I also declare that I am not disqualified from working with children and am not subject to sanctions imposed by any regulatory body.
Signed      
 Date      
            …………………………………….……………
           ………………………………

Providing false information is an offence which could result in the application being rejected or, if the applicant has been selected, summary dismissal with possible referral to the police.
Thank-you for your time and effort in completing this application.

Please return your completed application to:-

The Administration Manager

Off the Record

Open House Centre

Manvers Street

Bath

BA1 1JW

off the record
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