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CONFIDENTIAL

	APPLICATION FOR EMPLOYMENT




Please complete all sections of the form.

Age UK Exeter is a MINDFUL EMPLOYER and aims to achieve genuine equality of opportunity in all aspects of its activities as an employer and applicants will not be excluded from working for them 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.  Your selection for the post is not dependent upon completing this section.
	POST APPLIED FOR:


	


	PLEASE STATE WHERE YOU SAW THE VACANCY DETAILS:
	


	[image: image2.png]





	Gender:       Male     FORMCHECKBOX 
          Female     FORMCHECKBOX 
          Trans     FORMCHECKBOX 



	Your Date of Birth:
	
	Age:
	


	I would describe myself as disabled:


	Yes     FORMCHECKBOX 
          No     FORMCHECKBOX 


	If you answered yes, do you have any requirements to enable you to do the job (if yes please specify)?

	Yes     FORMCHECKBOX 
          No     FORMCHECKBOX 
    


	Are you pregnant or have you given birth within the last six months
	Yes     FORMCHECKBOX 
          No     FORMCHECKBOX 
    
This question is asked because if you were to be appointed we would need to carry out an individual work related risk assessment for you.  Please be assured this information is kept confidential until after the decision to appointment is made.



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

	White
	British
	Irish
	European
	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

	
	
	
	
	
	
	


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.  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 nature of the conviction
· how long ago the offence happened

· openness of applicant in their disclosure.
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 (www.nacro.org.uk).  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     FORMCHECKBOX 
          No     FORMCHECKBOX 
    
(ii) Are there any outstanding summonses or charges against you 
* Yes     FORMCHECKBOX 
          No     FORMCHECKBOX 
    
Name:   ………………………………………Date:   ……….… Signature:   ……………………….…………
*Please enclose details on a separate sheet and place in a sealed envelope. This will be returned to you unopened if you are not short listed for the post.


CONFIDENTIAL


	Title:


	Name:

	POSITION APPLIED FOR:


	

	Address:

Postcode:
	Telephone No:

Mobile No:

	Email address:




   
	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 complete in chronological order, most recent first, giving exact dates.  Do not leave any gaps.  Include any unpaid internships, regular volunteering, study or other explanation during periods where you were not in paid work, if applicable.
	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.


	
	



It is useful for us to know the general level of IT skills of potential staff.  This is not part of the selection criteria, unless it is included in the Person Specification, in which case please expand upon this in the Supplementary Information section.  

Please describe how competent and experienced you are in using information technology, listing internet, email, word-processing, spreadsheet, powerpoint and databases.


Please demonstrate how you meet the experience, skills and attributes required in the person specification and give examples where possible.  Please also let us know about any personal experience, interests or voluntary activities which may support your application.


(Please continue on a separate sheet if necessary and attach it to the application form ensuring that your name is clearly written at the top of all additional pages)


Some of our positions require the use of a car.  Please tell us:
Do you have a current full clean driving licence?

Yes     FORMCHECKBOX 
          No     FORMCHECKBOX 
    
Have you a car available for your use during working hours?
Yes     FORMCHECKBOX 
          No     FORMCHECKBOX 
    
Please tell us about your car:

Make of car (e.g. Ford Escort) …………………………………………………

Number of doors………………………………………………………………..


What days and times are you available to work?

	
	AM
	PM

	
	9 - 10
	10 - 11
	11 - 12
	12 - 1
	1 – 2
	2 - 3
	3 - 4
	4 - 5
	Evening

	Monday


	
	
	
	
	
	
	
	
	

	Tuesday


	
	
	
	
	
	
	
	
	

	Wednesday


	
	
	
	
	
	
	
	
	

	Thursday


	
	
	
	
	
	
	
	
	

	Friday


	
	
	
	
	
	
	
	
	

	Saturday


	
	
	
	
	
	
	
	
	

	Sunday


	
	
	
	
	
	
	
	
	



Please give details of any public service duties you are required to perform (e.g. JP, local councillor)

Age UK Exeter is committed to safeguarding the people we work with and their families.  References will be taken up and checked before a final offer of employment is made.  We will not take up references without your permission or before interview.

Please give the name & address of TWO referees. 
One must be your current or most recent employer; or from a school/college if you have not previously worked.  The other should be someone who knows you well – preferably in a work or volunteering or school/college capacity.  We do not accept references from people you are related to.  If this will cause you difficulty or you are unsure please ask us.
Please indicate in what capacity you know the referees.

	Referee No. 1
	Referee No. 2

	Name
	
	Name
	

	Address
	
	Address
	

	Email
	
	Email
	

	Telephone
	
	Telephone
	

	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 provided 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:   ……………………………………..……………………………Date:   ……………… 
The information you provide will be used by Age UK Exeter 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 Exeter 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 refer to Age UK Exeter’s Safer Staff Recruitment Policy for further information on our recruitment process.  Please also refer to our Staff Development Policy and Policy on DBS Checks.
Please return this completed form, either via e-mail to info@ageukexeter.org.uk or via the post marked Private & Confidential to:-

This page is removed from 
your application form 
so please do not write on it.
This page is removed from 
your application form 
so please do not write on it.

�





PERSONAL DETAILS





EQUAL OPPORTUNITIES





�





APPLICATION FOR EMPLOYMENT





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





PREVIOUS EMPLOYMENT (paid and unpaid)





EDUCATION 





INFORMATION TECHNOLOGY





SUPPLEMENTARY INFORMATION





SUPPLEMENTARY INFORMATION Continued





OTHER DETAILS





YOUR AVAILABILITY (for variable hours staff)





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 (DBS) if appropriate for their role.





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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Age UK Exeter


The Sycamores


Mount Pleasant Road


Exeter


EX4 7AE
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