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APPLICATION FORM

Application guidance: 

Please fill in the application form provided in black ink. A Curriculum Vitae IS NOT acceptable as we only consider the information provided on the application form during the shortlisting process.
	1.          Post details 

Position Applied for:  _________________________  Ref No: _______________

Location:  __________________________________



	2.          Personal Details
Surname:  _________________    Forenames:  __________________________

Address:  ______________________________________________________

_________________________    Post Code:  __________________________

Date of Birth: ________________    National Insurance No: __________________

Telephone No:  

Home:  ____________________      Work: ____________________________

Mobile: ____________________     e-mail address: _______________________




	3.        Secondary Education

	Schools / Colleges attended
	Dates
	Qualifications Gained

	
	From
	To
	

	
	
	
	

	4.     Further Training   

	Colleges/Universities attended
	Dates
	Mode of attendance

full-time, 

part-time
	Qualifications gained

	
	From
	To
	
	

	
	
	
	
	


	5.    Community/Volunteer Experience 


	Name of organisation
	From
	To
	Position/Title
	Duties

	
	
	
	
	


	6.   Current/most recent employment:
   Employer: ___________________________ Type of Business: ____________________

   Address:  _____________________________________________________________

  Telephone No:  ________________________  Starting date:  _______________________

   Notice required:  ______________________   Leaving date:  _______________________

   Position / Title:  _______________________    Current salary:  _____________________

   Reason for leaving:  _________________________________________________________________

   __________________________________________________________________________________




	7.  Attendance Record

	(i)  How many episodes of illness have you had during the past 2 years?     __________episodes



	(ii)  How many days in total have you been ill and unfit for work over the same 2 year period?

                                                                                                                     ___________ days in total



	Please provide any comment you wish to make about your health or attendance record including any medical conditions you may have, which could/may affect your work:




8.  Experience / Skills / Knowledge

The Person Specification enclosed with this application form gives details of the essential and desirable attributes of our ideal candidate. The shortlisting panel will use the criteria to assess your application.  Please use this opportunity to state clearly and specifically how you meet each of the criteria. 

Please use a separate sheet and return with the completed application form.
	9.   Previous employment – starting with most recent.

      Please account for any gaps

	Dates

From               To
	Position held

Grade/Salary
	Employer’s Name and Address
	Reason for Leaving

	
	
	
	
	


	10.  Membership of Relevant Professional Organisation:



	11.  If offered this position, will you continue to work in any other capacity? (give details)




	12.  REHABILITATION OF OFFENDERS ACT 1974

	The job you are applying for is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. You must not withhold information about convictions which for other purposes are “spent” under the provision of the act.
In an event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action taken against you.  Any information given will be completely confidential.

Have you been convicted of any criminal offence?       YES □     NO □ Please tick as appropriate
If YES, please give details of offence, including date and sentence.

The Basement will also check with the Disclosure and Barring Service for the existence and content of any criminal record. 


	 13.  Referees

	Please enter the name, address and telephone number of 2 referees. 
Referees should be your present and previous employers, wherever possible.

	

	Do you have any objection to references being taken up prior to interview?   

YES □   NO □


	14.  Declaration

	I declare that the information given on this form is to the best of my knowledge correct. I understand that canvassing, either directly or indirectly any Trustee or staff member of the Basement or the giving of false or misleading information may lead to disqualification and, if appointed, may lead to my dismissal.

Signed: ____________________________                       Date: __________________________




EQUAL OPPORTUNITIES IN RECRUITMENT

MONITORING FORM

	EQUAL OPPORTUNITIES IN RECRUITMENT MONITORING

	The Basement is aiming to achieve equality of employment through its policies and procedures.  All applicants will be considered solely on their knowledge, skills and abilities to perform the job they have applied for.

To enable us to monitor our policies and procedures and comply with local and national requests for comparative data we would be grateful if you would answer the following questions.

The information you provide will not be seen by the selection panel, it will only be used for monitoring and data collection purposes and will be treated as strictly confidential.


	NAME:

POST APPLIED FOR:

POST REF NO:

DATE OF BIRTH:

HOW DID YOU FIND OUT ABOUT THIS VACANCY?


	GENDER / MARITAL STATUS

	MALE                                □

MARRIED                         □
	FEMALE                                        □

SINGLE/DIVORCED/SEPARATED    □


	RACIAL ORIGIN

	What best describes your ethnic origin?  (Place ( in relevant box)

	
	WHITE
	
	
	MIXED
	

	
	British
	
	
	White and Black Caribbean
	

	
	Irish
	
	
	White and Black African
	

	
	Other White *
	
	
	White and Asian
	

	
	ASIAN OR ASIAN BRITISH
	
	
	Other Mixed *
	

	
	Indian
	
	
	CHINESE OR OTHER ETHNIC GROUP
	

	
	Pakistani
	
	
	Chinese
	

	
	Bangladeshi
	
	
	Other Ethnic Group *
	

	
	Other Asian *
	
	
	
	

	
	BLACK OR BLACK BRITISH
	
	
	
	

	
	Black Caribbean
	
	
	* Please describe
	

	
	Black African
	
	
	
	

	
	Other Black *
	
	
	
	


	DISABILITY

	Are you a Disabled Person?
	YES      □
	NO      □

	If Yes, have you ever been registered as Disabled?
	YES      □
	NO      □




	SEXUAL ORIENTATION

	Same sex                                                      (
	Different sex                                                     (

	Both sexes                                                    (
	Prefer not to say                                               (
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