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Employment Application Form

There are two key documents

· Application Form – Please make sure you consider each of the points on the enclosed job outline and person specification and show how you meet each condition.
· Equality monitoring form – this information will help the Forum to make sure its equal opportunities policy is working.  It is not sent to the selection panel.
In accordance with best practice in equal opportunities, the Forum does not accept CVs.  We believe that a standard application form is the fairest way of getting consistent and relevant information about applicants.

Data Protection

· We will process the information or data you give on this form and hold in on computer and on our personal records if you are appointed.

· We may process the information or data for the purposes of monitoring, statistical analysis and to keep accurate employment records.

· By signing and returning this form, you will be giving your explicit consent to the processing of the data in it, including anything that may be considered to be sensitive personal data.

	If its is difficult for you to fill in the standard application form, for example:

· If English is your second language

· Because of disability

OR

If you need an application form in an alternative format, namely:

· Braille

· Large print (18 point)

· Audio cassette

Then please contact the South Forum Employment Sub Group, telephone 0191 522 8447, who can give you help and advice.



The information given on this form will be treated in confidence. Any offer of employment will be subject to references that we find to be satisfactory.


	PERSONAL DETAILS

Title:

	First Names:                                                   Surname:



	Address:



	Contact telephone numbers and times:    

Home:                                       Work:                               Mobile:



	Email Address:

	Please specify what hours you wish to work by ticking one of the following:
	Full time only
	

	
	Part time only 
	

	
	Job share only
	

	
	All
	

	Disability

Please identify any special requirements or equipment which may assist you

a) in the recruitment process

b) to enable you to carry out the job



	Work permits

Do you need a work permit to undertake full or part time work in the UK?
	YES
	
	NO
	

	Which visa do you hold?
	

	When does this expires?
	

	I declare that the information in this form is true.  I understand that false information may make me liable for dismissal if I am appointed:

Signature:                                                   Date:

NOTE:  if you have not been contacted four weeks after the closing date, you may assume your application has been unsuccessful.


	Referees

Please give names of two people who we can ask for a reference.  If you are in, or have just completed, full-time education one referee should be from your school/college.

· If you are in employment, one referee must be your present employer.

· If you are unemployed, one referee must be your last employer.
Please note that we will ask your referees to give details of your sickness absence for the last two years.


	1
	Name
	2
	Name



	
	Position
	
	Position



	
	Relationship


	
	Relationship

	
	Address


	
	Address

	
	Telephone Number


	
	Telephone Number


	General Information

Do you hold a current valid driving licence? 

If yes state type and if applicable, class:

Does it carry any endorsements?

If yes, please state nature

Do you have a car, which could be available for use at work (if required)?

Are you related to, or do you have a close personal relation with any current employees or members of the Management Committee?  

If yes, state who.
	Yes/No

Yes/No

Yes/No




	Rehabilitation of Offenders Action 1974

Disclosure of Previous Convictions

We will keep in strict confidence any information we receive from the Criminal Records Bureau.  We will store it securely during the recruitment and selection process.  

A criminal record will not affect your chances for a post unless it makes you unsuitable for appointment.  In making this decision, we will consider the nature of the offence, how long ago and what age you were when it was committed, and any other relevant factors.

Details of any convictions

(You must include: a) nature of offence, b) date committed, c) any other relevant factors)

Please continue on a separate sheet if necessary 


	Present employment or last employment if you are not currently employed

	Name of employer:



	Address of employer:



	Post held:



	Salary:
	Period of notice required:



	Date employed from:
	Date employed to:



	Sickness (in days within the last 2 years:
	

	Main duties and responsibilities:



	Previous employment/work/voluntary experience:  most recent first

	Name and address of employer
	Position held
	From
	To

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please continue of separate sheet if necessary

	Education and Training. Please list all qualifications, most recent first.

	Place of Study
	Course studied and dates
	Result
	Year 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please continue of separate sheet if necessary
	Relevant skills and experiences that you would bring to this job. 

Please use this page to show how your experience, skills and abilities are relevant to the post.  Remember to include any experience you have gained in community or voluntary work, looking after children or elderly people, etc as well as previous or present employment.

	

	Please do not include CVs

If you need more space, please attach a separate sheet of paper.  

Please make sure that on each page you write:

a) Name         b) Job Title         


South Forum

Equality Monitoring Form

	The Forum operates a policy of equal opportunities and wishes to ensure that all applicants are considered solely on their merits.  Therefore, we need to be able to check that our decisions are not influenced by unfair or unlawful discrimination.  To help with this, please complete this form.  Your answers will be treated confidentially and used only for statistical purposes:

Surname:                            Forename:

1. Ethnic origin:  What is your ethnic group?

Please tick one of the boxes below choosing the category, which you think best, describes your ethnic origin.  Please note that we are asking about the broad ethnic group you are in and not about your nationality, place of birth or citizenship.  United Kingdom citizens can belong to any of the categories shown.

	WHITE

British

Irish

Any other White background

Please write in
	
	ASIAN OR ASIAN BRITISH

Indian

Pakistani

Bangladeshi

Any other Asian background

Please write in


	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	MIXED

White and Black Caribbean

White and Black African

White and Asian

Any other Mixed background

Please write in


	
	BLACK OR BLACK BRITISH

Caribbean

African

Any other Black background

Please write in
	

	
	
	
	

	
	
	
	

	
	
	
	

	CHINESE
	
	ANY OTHER ETHNIC GROUP

Please write in


	

	2  Health

All candidates must be medically fit to carry out the duties of the job for which they are applying.  If you are shortlisted for interview you will be asked to complete a detailed medical questionnaire and/or undergo a medical examination if:

· Applicants were previously retired from employment on health grounds; or

· The Employment Sub Group wishes to seek a medical opinion.


	Are you receiving treatment for any medical condition?

If yes, give details:


	Yes/No

	Do you take any regular prescribed medication? (excluding the contraceptive pill), If yes, give details:


	Yes/No

	How many days sickness absence from work or education have you had in the last two years?  Please give details:


	

	Were any of these days of sickness absence disability related?

If yes, give details:


	Yes/No

	Have you had any serious or recurring health problem in the last two years? If yes, give details:


	Yes/No

	3.  Sex:                Female/Male


	4.  Disability

We will invite applicants with disabilities for interview if they meet the essential job criteria.  Do you consider yourself to have a disability?  Yes/No

	5.  Advertisement

Please state where you saw the advertisement for this post.




Please return application form, equality monitoring form and any additional sheets, if relevant, to:-

Employment Sub-group
South Forum

Jubilee Centre
Allendale Road
Sunderland

SR3 3EL
Deadline date:  Friday 12th October 2007
Confidential Application Form





Position Applied for: Administration Officer
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