
[image: image1.jpg]



To enable our equal opportunities procedures to operate efficiently, please submit your details on this application form.  We want to give the same consideration to all applicants and therefore we ask you not to submit a curriculum vitae as it will not be sent to the selection panel.

Please return your completed application form to Wendy Murkin, HR Department, St Loye’s Foundation, Brittany House, New North Road, Exeter, EX4 4EP.  Please make the envelope ‘Private & Confidential’.

EMPLOYMENT REQUIRED

	Position applied for:
Administrator

	Closing date:

28th February 2012


PERSONAL DETAILS

	Surname
	
	Title


	

	First Names 
	
	Address


	

	Daytime Tel No

(inc STD code)
	
	
	

	Evening Tel No

(inc STD code)
	
	Postcode
	

	E-mail address
	


REFERENCES
Please provide the names, address and contact numbers of a minimum of two referees (not friends or relatives), preferably previous employers.  Your referees must cover the last 3 years of your employment history so please continue on a separate sheet if necessary.
	Name


Address


Tel No


Relationship


Dates of Employment
	Name


Address


Tel No


Relationship


Dates of Employment



References will not be sought without obtaining your permission.  All job offers are subject to the receipt of references that are satisfactory to the Foundation.
CRIMINAL CONVICTIONS
Do you are have any unspent criminal convictions?  
Yes   (
     No   (
If yes, please give details of any unspent criminal convictions that may have:

(Please note:  Disclosures must be in accordance with the Rehabilitation of Offenders Act 1974 – please seek advice if you are not sure about what has to be disclosed.  If you are successfully appointed to the position for which you are apply, St Loye’s Foundation is required by law to carry out an enhanced check with the Criminal Records Bureau to verify this information prior to you commencing employment).

ELIGIBILITY TO WORK IN THE UK

Under the Asylum & Immigration Act (1996) St Loye’s Foundation is required to, and will perform identify checks on all new employees before they begin work to ensure that they are legally allowed to work in the United Kingdom.

Are you eligible for Employment in the United Kingdom?
 Yes   (
     No   (
What documentation can you provide in order to demonstrate this?

(    British Passport or EEA Passport 

(    Birth Certificate                 

(    National Identity Card  



(    Official document containing NI number

(    UK Residence Permit     


(    UK work permit

(    Letter from the Home Office 


(    Immigration Status Document    
ILLNESS/DISABILITIES

As a ‘Disability Symbol User’ we have certain obligations to people with disabilities throughout recruitment and employment.  In order to enable us to comply with these obligations please complete this section.

Would you require any special support at your interview, for example, wheelchair access or a companion? 

Yes   (
     No   (
If yes, please give details:

                                                        DRIVING LICENCE

Please complete this section only if the role you are applying for involves driving.

Do you have a relevant current driving licence?


 Yes   (
     No   (
If yes, please give details of any driving offences currently under endorsement:

(Please note:  If you are invited to attend an interview, and your driving licence is relevant to your application, please bring it with you)
DECLARATION

I authorise the Foundation to obtain references to support this application once an offer has been made and accepted.  To the best of my knowledge all the information I have given is true.  I understand that any false statement may disqualify me from employment or render me liable to dismissal.  I give my consent to my personal information being processed in relation to my application for employment. Data Protection Act - the information given to us in this form will only be used in relation to your application for employment. By signing this declaration you are giving us your express consent to retain and process this information under the Data Protection Act 1998.

I understand that any job offers will be subject to proof of entitlement to work in the UK, a probationary period, the receipt of satisfactory references, an enhanced check with the Criminal Record Bureau, registration with the Independent Safeguarding Authority and if appropriate, the satisfactory outcome of a pre-employment medical questionnaire. 

Signature ______________________________________________ Date ___________________

If applying by email please confirm the above statement by ticking here:    

EDUCATION, QUALIFICATIONS & SKILLS

Our selection procedures are based on gathering evidence that you have both the personal qualities necessary to fulfil and develop the role which we are offering, and that at this stage in your career you have achieved the required level of experience, knowledge and skills. We have tried to set our requirements in both these areas in the job description and the person specification. At the short listing stage we are particularly looking for evidence in relation to what you have achieved. We shall be able to explore your personal qualities and attributes in more detail if you are invited for interview. 

	EDUCATION AND QUALIFICATIONS

(Secondary School/College/University, inc any current studies)



	Institute
	Course/Subject
	Dates (from/to)
	Full/Part-time
	Qualification & Grade

	
	
	
	
	


	PROFESSIONAL AND TECHNICAL TRAINING UNDERTAKEN


	Please provide details of any other relevant training that you have attended or work related skills that you have obtained (eg short courses, NVQ, languages etc)




	PROFESSIONAL MEMBERSHIP


	Name of Professional Body
	Grade of Membership & whether

by examination
	Examination Date


	ADDITIONAL SKILLS



	Please describe any skills you have which are not necessarily related to this post, i.e. sign language, specific IT skills (such as competence in Word, Excel) etc.




EMPLOYMENT DETAILS

	         EMPLOYMENT EXPERIENCE 

         (Present/Most recent position)

	Company:
	Job title of position held:

	Address:
	Present/final salary:

	Nature of business:
	Other forms of remuneration/benefits:

	Employment dates:
	Notice period & Reasons for leaving:

	Major Duties & Responsibilities:


	Previous positions held within Company (with dates):




	EMPLOYMENT HISTORY

(Previous position(s) starting with most recent)

	Name of Employer
	Job Title
	Dates (from/to) 

(Month/Year)
	Salary
	Reason for

Leaving



	
	
	
	
	


Please give details and an explanation of any gaps in your employment history:
	INFORMATION IN SUPPORT OF APPLICATION


This final section enables you to give us specific information in support of your application. We want you to demonstrate that you are able to meet all the essential criteria given in the person specification.  In relation to your personal qualities we would like you to briefly summarise your personal strengths.

Please give us specific examples of how your achievements and experiences satisfy our essential requirements. Please respond to each of the requirements in turn.

Please continue on the sheets provided. Do not attach additional sheets, they will not be circulated to the selection panel.



Please describe using specific examples how your achievements and experiences satisfy our essential requirements given in the person specification. Respond to each of the requirements in turn.

	INFORMATION IN SUPPORT OF APPLICATION (continued)




	




















Why have you applied for this post?

















What specific personal qualities will you bring to the post?
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