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CONFIDENTIAL

HOME SERVICE

EMPLOYMENT APPLICATION FORM
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1. Personal Details

	Surname:
	First Name:
	Address:

Post Code:



	Telephone No’s:

Home:

Mobile:
	

	Email:                                      
	

	Do you have your own Transport?


	YES/NO          

CAR       MOTORBIKE           CYCLE

	If you will be using a car for work, do you have any endorsements?
	Yes  /  No  Details: 

	Are you currently employed by Age UK Suffolk?
	Yes  /  No  
Department



	Are there any restrictions affecting your right to take up employment in the United Kingdom?
	Yes  /  No


	If successful, will you require a Work Permit/Visa to work in the UK?
	Yes  /  No


	When would you be able to start working for us?

	

	Would you be able to work extra hours when required and do emergency holiday/sickness cover?
	YES / NO



	If yes, how much notice would you require?
	1-2 Hrs       ½ Day      2 days         Longer



	What is the minimum number of hours you need each week?


	

	What is the maximum number of hours you wish to work each week (4 – 25)?

	WHAT DAYS AND TIMES ARE YOU AVAILABLE TO WORK?

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

	Monday
	
	
	
	
	
	
	
	

	Tuesday
	
	
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	
	
	

	Friday
	
	
	
	
	
	
	
	


2. Education and Training  
(Please note that Age UK Suffolk reserves the right to check the details stated)  Please provide details of any  relevant  qualifications or training that evidences your suitability/capability to undertake the role you are applying for.  

	Details of school, further/higher education & other qualifications or training                                                                                                          

	


3 Work Experience  

(Please note that Age UK Suffolk reserves the right to check the details provided on this form).Please list your  employers in date order, starting with the most recent, going back 5 years.  
	Employment History  

	Dates

From – To
	Employer’s Name and Address
	Job role and main purpose of role?
	Why did you leave?

	
	
	
	


4. Volunteer Work

Please give details of any voluntary work undertaken.
5. Reason for Applying / Supporting Statement

Please tell us why you would like this job and how you fit the requirements of the person specification.  Please also provide any other details about yourself that you feel may support your application

	


6.  REFERENCES  

     Please provide details of two referees.  Referees must not be related to you in any way.  One referee must be your 

       current or previous employer. 

	1 Name of Referee:……………………………………..……

Address:…………………….……………………….………

……………………………….………………………………

…………………………….………………………….………

Postcode:……………………………………………………

Contact Tel No:   ……….……………….…………….……
Email Address:……………………………………………  

In what Capacity do you know this person?

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

How long have you known this person? ...............……..

May we contact this referee before interview: Yes /  No 
	2  Name of Referee:………………………………….…………

    Address:………………………………….……………………

    ……………………………………………….…………………

    …………………………….……………………………………

Postcode:…………………………………………………….

Contact Tel No:   ……………………..……………………
Email Address:……………………………………………..         

In what Capacity do you know this person?

.........................................................................................

How long have you known this person?…………………..

May we contact this referee before interview: Yes  /  No 


7.  DECLARATION 
I hereby certify that to the best of my knowledge the information I have given is true and accurate.  I understand that giving false information, omitting to give relevant information, failing to disclose criminal convictions or providing false references will disqualify my application and/or will lead to disciplinary action being taken against me or, if already appointed, lead to my dismissal.

SIGNATURE OF APPLICANT:  …………………………………………………………  Dated…………………………………

Age UK Suffolk has a policy of interviewing all applicants with a disability, impairment, mental or physical health condition who meet the essential short-listing criteria. If this applies to you and you wish to be considered for this scheme, please indicate this below. 
Disability Confident Interview Guarantee Scheme YES/NO                    [image: image2.png]disability
B 6 confident
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1 INTRODUCTION AND SCOPE

1.1 Age UK Suffolk (AUKS) believes in the value and dignity of all people of all ages, their right to self-determination and a good quality of life and is fully committed to diversity and equality of opportunity.  

1.2 AUKS actively promotes a culture of equality and diversity and emphasises this commitment at every opportunity, particularly within its strategic vision.  Working practices and employment policies also seek to ensure that:

1.2.1
Services and employment opportunities are relevant and accessible to people, regardless of whether or not they have a protected characteristic. (See 2.3 below)

1.2.2
Services are responsive to the specific needs of the individual.

1.2.3
All older people, regardless of whether or not they have a protected characteristic, have an equal opportunity to influence the development and delivery of services.

1.3 
This policy applies to all Employees, Volunteers and Trustees of AUKS.  For the purpose of this document, Employees, Volunteers and Trustees are referred to collectively as ‘Employees’.

1.4 All new employees will be provided with Equal Opportunities and Diversity training as part of their induction and all employees will have access to regular refresher training.

2 DEFINITIONS

2.1 Equal Opportunities: Ensuring any person coming into contact with AUKS is treated fairly and without either direct or indirect discrimination, victimisation, bullying or harassment.  

2.2 Diversity: Ensuring AUKS provides a range of services that meet the needs of all service users and that employees are truly representative of all sections of society.

2.3 Protected Characteristics: Something about a person or associated with them that is protected against direct or indirect discrimination, harassment and/or victimisation under the Equality Act 2010.  This could relate to a person’s age, disability, gender or gender reassignment, marriage and/or civil partnership, pregnancy and/or maternity, race (including colour, nationality and ethnic/national origin), religion or belief, sex or sexual orientation.

3 PURPOSE

The purpose of this policy is to raise awareness amongst stakeholders, (including service users and employees) of AUKS’s commitment to diversity and equality throughout its activities and services and to ensure that employees act in accordance with and promote the policy.

4         MANAGING DIVERSITY AND EQUALITY

Internally

4.1
AUKS will actively encourage and seek representation on its Trustee Board and sub-committees which reflects the diversity of the community.

4.2
AUKS aims to reflect its commitment to diversity throughout all its recruitment and employment procedures and policies.  In particular, the principle of equal opportunities will apply to recruitment and selection, promotion, transfer, training and development, benefits, facilities, redundancy selection and all other terms and conditions of employment including the implementation of its Harassment, Disciplinary, Grievance, Capability and Absence procedures.  

4.3
AUKS respects and values all its employees and service users and will not tolerate unjustified discrimination, harassment, victimisation or bullying of any kind. 

4.4
AUKS will ensure equality of opportunity in employment and will aim to ensure that no job applicant or employee receives less favourable treatment on the grounds of a protected characteristic, union membership or non-membership, nor is disadvantaged by conditions or requirements which cannot be shown to be justifiable.

4.5
Working practices, selection criteria and other procedures will be regularly reviewed to ensure that, where decisions are made about individuals, such decisions are consistent with the principles of this policy.  

Externally

4.6
AUKS exists to enhance the lives of older people in Suffolk and to help make later life a fulfilling and enjoyable experience.   AUKS recognises that we live in a diverse society and believes that this diversity positively enriches the community and that nobody should suffer disadvantage by reason of social exclusion because of a protected characteristic or financial status.  AUKS will therefore ensure that its employees work actively with and for older people to combat  all forms of discrimination, lack of respect and exclusion.

4.7
AUKS aims to demonstrate good practice in the delivery of all its activities and services.  AUKS will actively promote its services and encourage individuals to take advantage of the services and facilities provided.  

4.8
AUKS will encourage employees to take positive action to meet service user needs and help people overcome any disadvantage they experience because of a protected characteristic in order that they can have the same opportunities as everyone else in accessing and benefiting from the services and facilities available. 
4.8
AUKS respects and values all its employees and will not tolerate discrimination,  harassment, victimisation or bullying of any kind against its employees by third parties and will take positive action to communicate this ‘zero tolerance’ policy.  

5.  
RAISING CONCERNS
5.1 Employees who believe they have been discriminated against, victimised, harassed or bullied should raise the matter immediately with their line manager or, alternatively, use the formal Grievance procedure to raise their concern.  A copy of the Grievance procedure can be found in the Policies and Procedures booklet sent to all employees on appointment or by phoning the HR department on 01473 298681.

5.2 If the discrimination, victimisation, harassment or bullying relates to the manager, then the employee should report the matter immediately to the HR Director and/or their manager’s own manager.   

5.3 If a stakeholder considers that discrimination, victimisation, harassment or bullying has occurred in the delivery of AUKS’s services, they should make use of the Complaints Procedure to resolve the issue.  A copy of the Complaints form can be downloaded from our website or obtained by phoning AUKS on 01473 359911.

5.4 If an employee or stakeholder is unsatisfied with the outcome of the processes outlined in 5.1 and 5.3 above, Age UK Suffolk’s Whistleblowing policy can be used.  A copy of the Whistleblowing policy can be obtained from the HR Dept by phoning 01473 298681.

6 MONITORING

Annual statistical reports will be produced to evidence diversity amongst AUKS’s employees and service users.   

7.
REVIEW OF POLICY
           This policy will be reviewed in line with AUKS’s policy review programme.

Registered Charity No: 1085900        
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The information on this page will be used for monitoring purposes only and will not be taken into account in the recruitment and selection process.  The Diversity & Equal Opportunities Policy of Age UK Suffolk states that we will not unjustifiably discriminate against job applicants on the grounds of a protected characteristic.  In order that we can measure the impact of this policy and continue to develop relevant polices, could you please complete this form.

PERSONAL DETAILS

	Surname


	
	Title
(Mr/Mrs/Ms etc)
	

	First Name

	
	Preferred name
	

	Age
	
	Date of Birth: 
	

	Gender
	Female   □             Male  □          Transgender    □



ETHNIC ORIGIN

	□ Asian – British                         
	□ Black – British                         
	□   White – British                              

	□sian –     Indian                         
	□ Black – European                    
	□ White –   European                  

	□n –         Bangladeshi               
	□ Black – African                        
	□ hite –      Australian                        

	□              Pakistani                    
	□ Black – Caribbean 
□ Gypsy/Traveller/Romany                                            
	□  Other Origin (please specify)
  ________________________

	
	
	


RELIGION
	□  Buddhism                                       
	□  Judaism (Jewish)                                                       
	□  Prefer not to say                      

	□  Christianity                              
	□  Muslim (Islam)                                                             
	□  Sikhism

	□  Hinduism
	□  None 
	□  Other – please state

	
	
	..................................................


SEXUAL ORIENTATION
	□  Bisexual       □  Gay man        □  Hetrosexual/Straight      □ Lesbian       □ Other:...........................

□ Prefer not to say   


By completing this form you are giving us consent to process your information in accordance with GDPR (General Data Protection Regulations).  All data will be processed and used for statistical monitoring and reporting only.
[image: image8.emf][image: image9.emf]Signature    






Date

Please return to HR Department, Age UK Suffolk, 14 Hillview Business Park, Old Ipswich Road, Claydon, Suffolk, IP6  0AJ in an envelope marked Strictly Private & Confidential.
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MONITORING FORM 

The HR Department would be very grateful if you would kindly take the time to complete this short questionnaire so that we can analyse the recruitment process from an applicant’s point of view and  to monitor the most appropriate places for us to put our adverts, please return this form to the address below.

POSITION APPLIED FOR:_________________________________________________________

WHERE DID YOU SEE THE ADVERT (please tick as appropriate)    DATE:___________________

	  AUKS web site                        □
	Evening Star                            □
	Lowestoft Journal                    □  

	Bury Free Press                      □
	Internal Advert                         □
	Other (please State)               □

	Job 24 Website                       □
	Job Centre                               □
	

	East Anglian Daily Times        □
	Local Authority Website          □
	Indeed                                     □  


	DETAILS
	WAS IT
	HOW COULD IT BE IMPROVED



	Job advert
	□ Very Good

□ Satisfactory
	□ Good

□ Poor
	

	Process of requesting an application pack
	□ Very Good

□ Satisfactory
	□ Good

□ Poor
	

	Job information pack
	□ Very Good

□ Satisfactory
	□ Good

□ Poor
	

	If you called the office was your query dealt with
	□ Very Well

□ Satisfactorily
	□ Well

□ Poorly
	

	Did you have any difficulties in completing the forms sent to you? If yes, please give reasons.
	Yes   □          No  □
	Reason:
	

	Did you access our web site for a pack

If yes, did you have any difficulty downloading the documents from the web-site?
	Yes   □          No  □
	Comments:
	

	Having obtained the application pack, did you find it necessary to contact the office for clarification or any further details?

If yes, why?
	Yes   □          No  □
	Reason why:
	

	Did you have sufficient time to apply for the post without having to rush your application?
	Yes   □          No  □
	If no, why was this?

	Any further comments you would like to make?


	
	
	


Thank you for taking the time to complete this questionnaire.  Please now return it to:  HR Director, Age UK Suffolk, 14 Hillview Business Park, Old Ipswich Road, Claydon, Ipswich, Suffolk, IP6 0AJ
Registered Charity No: 1085900                                                               

DISABILITY MONITORING FORM

The Equality Act defines disability as follows:  ‘A person has a disability if s/he has a physical or mental impairment which has a substantial and long term adverse effect upon his/her ability to carry out normal day-to-day activities’.  ‘Substantial’ means more than minor or trivial and ‘long term’ means likely to last for at least 12 months or more.  Please note that Age UK Suffolk will only use this information for monitoring purposes.

Do you consider yourself to have a disability?                                       Yes □            No   □
If yes and you have a disability, please tell us which of the following this affects

(Tick if affected)

	□
	Ability to learn or understand                                                                                                                                                                             

	□
	Ability to lift, carry or move everyday objects                                                                                                                             

	□
	Continence                                                                                                                 

	□
	Hearing
	

	□
	Manual Dexterity                                                                                                                                                                                                                                       
	                                                                                                                                                                                                                                 

	□
	Memory or ability to concentrate                                                                                 
	                                                                                                                      

	□
	Mobility

	□
	Physical Co-ordination                                                                                                                            

	□
	Speech

	□
	Understanding of the risk of physical danger                                                              

	□
	Other:..........................................................................................................................

	Do you have:-

1) A past disability?                                                                           Yes □                   No □
     If yes, is it likely to re-occur ?                                                        Yes □                   No □

	2) Progressive Condition – that will or may adversely affect your ability to carry out normal day-to-day activities in the future if, it does not already?                         Yes □                   No □
                                                   


If you feel that you need special facilities/allowances or adjustments to be made to enable you to attend for interview or take up a role if this is offered to you, you must advise us of what these are as soon as you receive an offer of interview letter and/or a provisional offer of employment letter.


By completing this form you are giving us consent to process your information which we will do in accordance with GDPR (General Data Protection Regulations) all data will be processed and used for internal statistical analysis and management.  Please note monitoring forms are not shared with short listing or interview panels.
Signature    






Date

Name


Registered Charity No: 1085900                                                               




Please complete this form and return it to the HR Department.  This will be shredded if you are not considered for the post.  
NAME…………………………………………………………  Post applied for………………….…………………..

All information supplied by applicants will be treated in strict confidence.  Where a short-listed applicant has a conviction which falls within one of the categories below we reserve the right to make further enquiries before reaching a decision on his or her application.

All applicants will be entitled to expect confidentiality for information supplied at the time of the application about past convictions and any unauthorised disclosure of this information or related discrimination will be treated as a very serious matter. 

 Age UK Suffolk is of the opinion that this post is exempt from the Rehabilitation of Offenders Act and that applicants are required to declare any relevant past criminal convictions.  Age UK Suffolk recognises that it has a duty to vulnerable Adults to take account of offences that may have a direct bearing on an applicant’s suitability for a post within AUK Suffolk
Please answer the following questions:

Have you ever been convicted of a criminal offence?     

YES       NO  
Have you any prosecutions pending for a criminal offence?        
YES       NO

Age UK Suffolk only requires applicants to supply details of spent convictions that fall within the following relevant categories.

a) offences of a sexual nature

b) offences involving minors under the age of 18

c) drug trafficking

d) theft, burglary, fraud or similar offences which occurred within the previous 5 years and where the conviction is not yet spent under the terms of the Re-habilitation of Offenders Act.

e) Offences which involved the use or threat of violence.

                              Please provide details of anything you wish to declare:     
Signed…………………………………….…………… 



 Dated………………………….

Thank you for taking the time to complete this questionnaire.  Please now return it to:  HR Manager, Age UK Suffolk, 14 Hillview Business Park, Old Ipswich Road, Claydon, Ipswich, Suffolk, IP6 0AJ.
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EMPLOYEE  DECLARATION

Age UK Suffolk assumes that prospective employees/volunteers understand the great responsibility involved in working with vulnerable adults, and the need to ensure their safety. We therefore ask prospective employees/volunteers to sign the following declaration in order to safeguard our clients in the event that there is a delay in obtaining a DBS Disclosure:

I declare that to my knowledge there is nothing that prevents me from working with vulnerable adults. I state my willingness to undergo any check, which may be required by the government or Age UK Suffolk, in respect of my suitability to carry out the work I have applied for.
Because the nature of the work that you will be carrying out is exempt from the provision of Section 4(ii) of the Rehabilitation of Offenders Act 1974, by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975, you are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act.  Any failure to disclose such conviction could result in the withdrawal of an offer of employment made by Age UK Suffolk or, if already in post, disciplinary action leading to your dismissal.
Have you ever been convicted of a criminal offence, or are you at present the subject of criminal charges or a current criminal investigation? (NB The disclosure of an offence or investigation may not necessarily be a bar to your appointment)         

(Please tick)                       YES
(
NO
(
 

	If YES, please provide details including the nature of the offence, charge or investigation?

	

	Date of the offence 
	

	If I have not already attended Protection of Vulnerable Adults training, I agree to do so if required to do so by Age UK Suffolk. 

	

	Name

Signed


 
	………………………………….
…………………………………..

(Signature of applicant)
	Date


	…………………….
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This application form is an integral part of our selection process.  Please complete the form as accurately and fully as possible.  Once you have completed your application please return it to:  The HR Department, Age UK Suffolk, 14 Hillview Business Park, Old Ipswich Road, Claydon, Ipswich, Suffolk, IP6 0AJ marked ‘Private and Confidential’.
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DIVERSITY & EQUAL OPPORTUNITIES MONITORING FORM
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EMPLOYMENT OF EX-OFFENDERS AND REHABILITATION OF OFFENDERS ACT





If yes what year was this:





�
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