	COMPLETING YOUR APPLICATION FORM

	Guidance Notes

These notes are intended to help you complete the attached application form.  Please complete the form fully as it provides the only information that we can base our decision as to whether your skills, knowledge and experience match the needs of the job description and person specification, and therefore whether to invite you to interview.
General Points

· Before completing the application form, refer to the job description and the person specification for the role you are interested in applying for.  

· Complete the application form (use black ink if completing the form by hand).  Alternative formats such as CV or taped applications, are acceptable if you have a disability which prevents you from completing the standard application form.

· Please do not submit a CV instead of completing the application form as it will not be considered.
· Add your initial and surname to any additional sheets enclosed with your application.

· Return your completed application form by email or post to the address shown on the application form by the stated closing date in the job advert.  If your application form arrives late we will not be able to consider you.

· Please complete all parts of the application form. If you think some parts do not apply to you, write N/A (not applicable) in the spaces provided for your answer.

· We only write to applicants if they are shortlisted for interview. This will be by email if an email address is provided.

Employment

· The application form asks you to give details of previous jobs held to the nearest month and year.  Please account for any gaps in your employment with a description of what you were doing between the relevant dates.

· Some people will have developed relevant skills through unpaid work.  These details should be included on the application form, particularly where the experience has helped you develop knowledge, skills and abilities that we have asked for on the person specification.

· Please include all relevant experience or skills/knowledge gained wherever or however it was gained e.g. voluntary or unpaid work can be important.

· The Haven Wolverhampton reserves the right to contact previous employers of the successful candidate prior to appointment to confirm employment history.
Education, Qualifications and Training

· As well as telling us about the exams that you have passed, please provide information in this section about any relevant courses that you have attended.
Previous Experience / General Information

· It is essential that you relate your experience to the information given in both the job description and person specification, especially the person specification, in the relevant sections of the application form.  Make sure that you give specific examples. This means telling us what you did in your job rather than what the team did; and giving us examples of where you demonstrated a particular skills, rather than saying that you have it.
· The decision to select you for interview will be based on how closely you meet the essential criteria shown on the person specification.  Use this as a guide to what skills and experience you need to have. These may have been gained from paid work, voluntary or leisure activities, work in the home, training and education.  If you feel you meet any of the desirable criteria, highlight these too.

· Highlight your transferable skills. The tasks that you have performed in the past may not be exactly the same as those in the job for which you are applying but the skills you use to carry out the tasks are likely to be the same.
References

· Check with your referee that they are happy for us to contact them before you put them down as your referee.  

· If you are successful your start date may be delayed while we are waiting for references.

· You are asked to provide details of references that cover the last 5 years of your employment.  One should be your current or last employer. If you are not able to provide this, please say why.

· If you are unemployed, your last employer should be named. If you have voluntary or unpaid experience, a senior person in that organisation will be accepted.

· References from friends of family members will not be accepted.

Rehabilitation of Offenders Act 1974

· Certain post, particularly those that involve working with children and other vulnerable groups, will be subject to a Disclosure and Barring Service (DBS) Check before the appointment is confirmed.  This will include details of cautions, reprimands, final warnings and convictions, including ‘spent convictions’ under the terms of the Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) Order 2001.

· Due to the nature of the business, all posts at The Haven Wolverhampton will require an Enhanced DBS disclosure. 

· Any disclosure will only be required if you are selected as the most suitable candidate for the post.

· The fact that you have a criminal record does not automatically prevent you from being consider for a job. We will take into account the nature of the offence, when it happened and if it is relevant to the job. 

Recruitment Monitoring Form

· The information that you provide is confidential and will not be seen by the selection panel or play any part in the selection decision.

· The information will be used for monitoring purposes only in order to measure the effectiveness of The Haven Wolverhampton’s Equal Opportunities and Recruitment Policies.

Data Protection

· The Haven Wolverhampton will use the information provided on the application form to process your job application.

· The Haven Wolverhampton will keep the information provided on the application form for nine months after the date of the interview after which point the information will be destroyed.

· Information will remain confidential and is protected by the processions of the Data Protection Act 1998.

If you require any further information prior to application, please email or telephone Lyndsey Milburn, Lead Officer for Human Resources at hr@havenrefuge.org.uk or telephone on 01902 904677.
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	APPLICATION  FOR  EMPLOYMENT


	The Haven Wolverhampton

Company Limited by Guarantee No. 03159029   Registered Charity No. 1065427

P.O. Box 105, Wolverhampton, West Midlands

email: recruitment@havenrefuge.org.uk Telephone: 01902 904677



	Please complete the following using BLOCK CAPITALS. Do not substitute with a CV

	Position:
	

	Closing Date:
	
	Interview Date:
	

	
	
	
	


	PERSONAL DETAILS

	Surname:
	
	Title: 
	

	First Name:
	

	Address:
	

	Post Code:
	

	Telephone:
	Home:
	
	Mobile:
	

	Email address:
	

	
	(If you do not wish to be contacted by email please leave this blank)


	Do you require any support or adjustment to take part in the selection process?

If YES, please give details e.g. wheelchair accessible interview room, induction loop
	Yes
	No

	
	
	


	EDUCATION – most recent first (please continue of a separate sheet if necessary)

	Dates

From and To
	School / College / University
	Qualifications / Course
	Grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


 Presentation of original certificates will be required on appointment

	PROFESSIONAL QUALIFICATIONS

	Are you currently a member of a professional body?
	Yes
	No
	

	If yes please state:
	

	Level of Membership Attained:
	
	Membership No:
	

	Are you registered for Continuous Professional Development?
	Yes 
	No
	


	CURRENT OR MOST RECENT EMPLOYER

	Name of Employer:
	

	Address:
	

	Job Title:
	
	Current Salary:
	

	Dates employed:
	From:
	
	To:
	

	Reason for Leaving:
	
	Notice Required: 
	

	
	
	
	

	Brief Description of Duties

	

	


	PREVIOUS EMPLOYMENT – most recent first (please continue on a separate sheet if necessary)

	Dates From and To
	Employer’s name and address
	Position held and Reason for leaving
	Nature of Work – Duties (briefly)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	PLEASE GIVE REASONS FOR ANY GAPS IN EMPLOYMENT

	

	RELEVANT TRAINING / COURSES ATTENDED – most recent first (please continue on a separate sheet if necessary)

	Organising body
	Course Details

	
	

	
	

	
	


	PREVIOUS EXPERIENCE / GENERAL INFORMATION

	This is an important part of the application and is an opportunity for you to tell us why you feel that you are a suitable candidate for this post and how you meet the requirements of the job description and person specification.  We recommend you read the job description and person specification before answering this section as we draw up the shortlist based on this information. You should highlight the particular skills and previous experience you have relevant for the post and provide clear examples of these. (maximum number of words 1000).

	


	REFERENCES

	Please give names and addresses of two referees (referees should NOT be friends or relatives) At least one should be your present / most recent employer and cover at least the last 3 years of employment.



	Current or most recent employer
	
	Previous employer

	Name:
	
	
	Name:
	

	Job Title:
	
	
	Job Title:
	

	Address:
	
	
	Address:
	

	Post Code:
	
	
	Post Code:
	

	Telephone No:
	
	
	Telephone No:
	

	Email:
	
	
	Email:
	

	Relationship to Referee: 
	
	
	Relationship to Referee: 
	

	
	
	
	
	


	OTHER QUESTIONS

	Are you available for interview any time on the date as indicated on the front page and job advert?                                             Yes                                 No

	If no, give details 


	Are you willing for your present employer to be contacted at this stage?

Yes                                 No



	Do you require a visa to work in the UK?
Yes                                 No



	If yes, please state type of visa and expiry date.



	Would you prefer to be employed (please identify)

	Full Time
	Part Time
	Job Share
	Other _______________________ (please state)



	Are you related to any Board Member or employee of The Haven Wolverhampton?
Yes                                 No

	If yes, please state who


	Please note: canvassing of member or offer of The Haven Wolverhampton directly or indirectly in connection with this post will disqualify your application


	DECLARATION 

	I declare that the information given by me in this application form is true and correct at the time of writing. I give permission for you to seek confirmation of the details supplied in my application. I understand that The Haven Wolverhampton reserves the right to withdraw any offer of employment or terminate employment already commenced if the information given is inaccurate or misleading in any way. Any job offer is subject to satisfactory references, DBS and medical clearance.

	Applicants signature:
	
	Date:
	

	


	INTERNAL APPLICANTS ONLY

	If you are applying for a secondment, you must ensure that this section is signed by, your Senior Manager.
I acknowledge you application for secondment and undertake to relate you on the terms agreed if successful.

	Signed:
	
	Date:
	

	


	REHABILITATION OF OFFENDERS ACT 1974

	Due to the nature of The Haven’s work our all posts are exempt from the provisions of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).  Therefore, you are not entitled to withhold information about convictions which for other purposes are “spent” and which are not “protected” under the provisions of the Act.  In the event of employment, any failure to disclose such convictions will result is dismissal or disciplinary action by The Haven. Any information given will be treated as confidential.

Please complete the declaration and agreement below.

Do you have any unspent convictions, cautions, reprimands or warnings?  Are you currently subject to criminal investigations of procedures?



	Yes
	
	
	No
	
	

	If yes, please declare details in a sealed envelope marked for the attention of the ‘Human Resources Officer – Private and Confidential’.

The information disclosed will be treated as confidential and will only be seen by the Human Resources Officer and Chief Executive. 

Having a criminal record will not necessarily bar you from working for The Haven Wolverhampton. This will depend on the nature of the work you have applied for and the circumstances and background to your offence. If there are any discrepancies between the information declared and the information on the Disclosure received, it will be necessary for The Haven to consider whether or not to withdraw a conditional offer of employment.  We will discuss any matter releveled with the candidate prior to making a final decision.

I understand that the post I have applied for is subject to a Disclosure and Barring Service (DBS) Certificate.  I hereby given consent for The Haven to carry out a DBS check if I am made a condition offer of employment.



	Singed
	
	

	Print Name
	
	

	Date
	
	

	
	
	


	EQUAL OPPORTUNITIES RECRUITMENT MONITORING FORM

	The Haven Wolverhampton seeks to ensure equality of opportunity for all candidates. This means that all applicants for jobs will receive fair treatment. To ensure effectiveness of the Recruitment and Selection Policy and to assist in its development The Haven monitors all applications for employment. You are asked to complete the sections below which will be treated a confidential and will not be used in the selection process. 

	

	Post Applying For:
	
	

	
	
	
	
	

	Gender 
	Male
	
	
	Female
	
	

	

	Age
	16 – 24
	
	
	45 – 49
	
	

	
	25 – 29
	
	
	50 – 54
	
	

	
	30 – 34
	
	
	55 – 59
	
	

	
	35 - 39
	
	
	60 – 64
	
	

	
	40 – 44
	
	
	65+
	
	

	

	What is your Ethnicity?



	White
	British
	
	Mixed/Multiple Ethnic Groups
	White & Asian
	

	
	Irish
	
	
	White & Black Caribbean 
	

	
	Gypsy or Irish Traveller 
	
	
	White & Black African
	

	
	Any other white background
	
	
	Any other mixed background
	

	
	
	
	
	
	

	Black/ African / Caribbean/ Black British
	African
	
	Other Ethnic Group
	Arab


	

	
	Caribbean 


	
	
	Any other ethnic group
	

	
	Any other Black background 
	
	
	
	

	
	
	
	
	
	

	Asian/Asian British
	Indian
	

	
	Pakistani
	

	
	Bangladeshi
	

	
	Chinese 
	

	
	Any other Asian background
	

	

	Do you consider yourself disabled?
	Yes
	
	No
	
	

	
	

	How did you hear about the vacancy you applied for?
	
	
	

	The Haven Website
	
	Social Media
	
	Online Job Search
	

	Wolverhampton City Council
	
	Wolverhampton University 
	
	Word of Mouth
	

	Other (please specify)
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