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CONFIDENTIAL
	APPLICATION FOR EMPLOYMENT




Please complete all sections of the form.

Age UK Cheshire is a Mindful Employer and positive actions will be taken to ensure that people will not be excluded from working for Age UK Cheshire because of their age, race, ethnicity, faith, marital status, sexual orientation, gender, physical or mental health. This page of the application form (which contains your personal details and the equal opportunities information) will be detached and retained separately from the main application and WILL NOT be seen by anyone directly involved in the selection process.  This ensures that your application will be dealt with objectively.  The information you provide is used to monitor our recruitment process to ensure that we promote equality of opportunity. 
	POST APPLIED FOR:


	


	PLEASE STATE WHERE YOU SAW THE VACANCY DETAILS:
	


	


	Surname:


	Other names:
	Title:

	Address:(including postcode)

	Home Telephone Number:


	Mobile Telephone Number:


	
	Email Address:




I would describe my ethnic origin as (please place an X in the appropriate boxes):

	White
	British
	Irish
	Traveller of Irish heritage
	Gypsy/ Roma
	Any other white background (please state
	
	Black or Black British
	Caribbean
	African
	Any other Black background (please state)

	
	
	
	
	
	
	
	
	
	
	

	Mixed
	White & Black Caribbean
	White & Black African
	White & Asian
	Any other mixed background (please state)
	
	Chinese or other ethnic Group
	Chinese
	Any other ethnic group (please state)

	
	
	
	
	
	
	
	
	

	Asian or Asian British
	Indian
	Pakistani
	Bangladeshi
	Any other Asian background (please state)
	
	Prefer not to declare
	

	
	
	
	
	
	
	
	


Equal Opportunities information continued: Please tick as appropriate.
	Gender
	Male
	
	Female
	


	I would describe myself as disabled
	Yes
	
	No
	


	Date of Birth
	
	Age
	


Employment of Ex-Offenders and the Rehabilitation of Offenders Act

This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare any convictions, cautions, reprimands and final warnings that are not protected (i.e. that are not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).  For further information on filtering please refer to Nacro guidance and the DBS website. 

We recognise the contribution that ex-offenders can make as employees and welcome applications from them. A person’s criminal record will not, in itself, debar that person from being appointed to this post. Any information given will be treated in the strictest confidence. Suitable applicants will not be refused posts because of offences which are not relevant to, and do not place them at or make them a risk in, the role for which they are applying.

All cases will be examined on an individual basis and will take the following into consideration:

•
Whether the conviction is relevant to the position applied for.

•
The seriousness of any offence revealed.

•
The age of the applicant at the time of the offence(s).

•
The length of time since the offence(s) occurred.

•
Whether the applicant has a pattern of offending behaviour. 

•
The circumstances surrounding the offence(s), and the explanation(s) offered by the person concerned.

•
Whether the applicant's circumstances have changed since the offending behaviour.

It is important that applicants understand that failure to disclose all convictions, cautions, reprimands or final warnings that are not protected could result in disciplinary proceedings or dismissal. Further advice and guidance on disclosing a criminal record can be obtained from Nacro.  All information supplied by candidates will be treated in strict confidence. Where a shortlisted candidate has a conviction which falls within one of the above categories we reserve the right to make further enquiries before reaching a decision on her or his application.

Please answer the following questions:

(i) Have you been found guilty of an offence by any court  

*YES/NO

(ii) Are there any outstanding summonses or charges against you 
*YES/NO

Name   ………………………………………     Date   ………………………………….

Signature   ……………………………………………………..

*Please enclose details in a sealed envelope. This will be returned to you unopened if you are not short listed for the post.

CONFIDENTIAL


	NAME:


	

	POSITION APPLIED FOR:


	


   
	Name of organisation:
	Job Title:



	Address:


	Telephone No:

	Dates employed from/to:


	Current or final salary:

	Notice period required:
	Reason for Leaving:



	Give a brief outline of your responsibilities:




Please write in chronological order, giving exact dates
	Name and address of

Employer (most recent first)
	Job title and brief details of main responsibilities
	Dates of employment (From - To)
	Reason for leaving

	
	
	
	



	School, University, College etc.


	Dates Attended
	Qualification gained (with grade)

	Secondary School

	
	

	College/University


	
	

	Other Courses

Training etc.


	
	



Please describe how competent and experienced you are in using information technology, listing internet, e-mail, word processing, spreadsheet and database usage.

This is an opportunity to draw attention to aspects of your career, personal experiences, interests, voluntary activities etc., relevant to this post and which may support your application.  Please refer to the Job Description and Person Specification in the Application Pack making sure that you cover all the relevant points, detailing aspects where you meet the requirements of the person specification.

(please continue on a separate sheet if necessary and attach it to the application, but this must be no longer than an additional A4 page)

Please state briefly why you are interested in applying for this position

Do you have a current full clean Driving Licence?





YES/NO

Have you a car available for your use during working hours


  

YES/NO


Please give details of any public service duties you are required to perform (e.g. J.P., member of local authority)

Please give the name & address of TWO referees. One must be your present or most recent employer the other should be someone you have known for more than two years and is not related to you. Please indicate in what capacity you know the referees.

	Referee No. 1
	Referee No. 2

	Name
	
	Name
	

	Address
	
	Address
	

	Email
	
	Email
	

	Tel No.
	
	Tel No.
	

	Capacity in which known
	
	Capacity in which known
	



	Are there any restrictions to your residence in the UK that might affect your right to take up employment in the UK?
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 



	If you were successful with your application would you require permission to work in the UK?
	Yes  FORMCHECKBOX 
     No  FORMCHECKBOX 




Should any particulars furnished be found to be false this will lead to disqualification or, if appointed, to dismissal.
I confirm that the information on this form is accurate to the best of my knowledge.

Signature of Applicant







Date

The information you provide will be used by Age UK Cheshire solely to process your application for the post applied for and will not be passed to any third party at this stage.  By signing and returning this application form, you consent to Age UK Cheshire using and keeping information about you or by third parties, such as referees, relating to your application or future employment.  This information will be used solely in the recruitment process and will be retained for six months from the date of the vacancy listing.
Please return this completed form, either via e-mail to hr@ageukcheshire.org.uk or via the post marked Private & Confidential to:-

PERSONAL DETAILS





EQUAL OPPORTUNITIES





APPLICATION FOR EMPLOYMENT





CURRENT OR MOST RECENT EMPLOYER (LEAVE BLANK IF OVER 2 YEARS AGO)





PREVIOUS EMPLOYMENT





EDUCATION 





INFORMATION TECHNOLOGY





SUPPLEMENTARY INFORMATION





WHY ARE YOU INTERESTED IN THIS PARTICULAR POST





OTHER DETAILS





PUBLIC DUTIES





REFEREES





PERMISSION TO WORK IN THE UK





DECLARATION





CRIMINAL RECORD DISCLOSURE


Successful applicants will be asked to apply for a Criminal Record Check (Disclosure) from the Disclosure and Barring Service. Please check the Information Pack to identify what level, if any, of check is required for the position for which you are applying.


Further information about the Disclosure process can be found at https://www.gov.uk/government/organisations/disclosure-and-barring-service/about
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