PLYMOUTH HIGHBURY TRUST
APPLICATION FOR EMPLOYMENT

Please complete this accurately, giving as many details as possible of your skills and experience relating to this job application. Shortlisting will be based on the information gathered from the form, read in conjunction with the person specification. 
Please ensure the finished form is fully completed, signed, dated and returned by the closing date to the address given on the last page. Please complete the form in black ink and BLOCK CAPITALS.

GUIDELINES

Applicants will be treated in the same way whether they are external or internal candidates. Internal candidates should advise their manager that they have applied for another position.

POSITION APPLIED FOR:

POSITION APPLIED FOR
	Job Title:


	Where did you see the post advertised?


APPLICANT DETAILS

	Title
	Surname
	First Name(s)

	
	
	


	Home Address

	

	Post Code:


	Telephones Nos: Please include STD code

	Home:

	Work:

	Mobile:


	Email address:


	Driving

	Do you hold a current full driving licence?
	Yes / No

	Do you have any driving Convictions?                                                              Yes* / No
*Details:



	Do you have use of a vehicle?
	Yes / No


	Do you suffer from any illness or receiving medical treatment that may have a bearing on the role you are applying for?


	                        Yes* / No
*Details:


	Are There any restrictions regarding your employment? 

E.g. other commitments, work permits etc


	                        Yes* / No

*Details:


	How much notice do you need to give your current employer?


EMPLOYMENT RECORD

	Current/most recent employer

	Name:

	Address:


	Job Title:
	From:
	To:

	Brief Description of Duties:


	Reason for Leaving:


	Previous Employer

	Name:

	Address:



	Job Title:
	From:
	To:

	Brief Description of Duties:



	Reason for Leaving:


	Previous Employer

	Name:

	Address:



	Job Title:
	From:
	To:

	Brief Description of Duties:



	Reason for Leaving:


	Previous Employer

	Name:

	Address:



	Job Title:
	From:
	To:

	Brief Description of Duties:



	Reason for Leaving:


EDUCATION

Please list all educational qualifications relevant to the post, including any courses you are currently undertaking. Please list most recent first.

	Name of School/College/University
	Subject Studied
	Qualification/ level
	Date gained

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


TRAINING
Please list any training you have received or courses that you have attended which do not lead to a qualification but are relevant to the post.
	Training Course
	Date

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


EXPERIENCE & SKILLS

This section is for you to give specific information in support of your application.

Please set the information out on a maximum of two sides of A4 paper.
After reading the Job Description and Person Specification carefully, consider to what extent you have gained the skills and experience necessary for the post. Your experience need not have been gained in paid employment and may include special interests relevant to the post. It is important that you provide evidence of your achievements by giving examples to support your application. You may wish to use the headings in the person specification in order to set the information out clearly.
REFERENCES

Please give name, address and position/occupation of two PROFESSIONAL referees. One must be your present or most recent employer.

References will only be taken up for the successful candidate. Testimonials or references from friends and relatives are not acceptable.
	Name:

	Position:

	Organisation:

	Address:



	Tel:


	Name:

	Position:

	Organisation:

	Address:



	Tel:


CRIMINAL CONVICTIONS
Rehabilitation of Offenders Act 1974

This post is exempt from the provisions of section4(2) of the rehabilitation of offenders act 1974. Due to the nature of the establishment your entitlement to withhold information which for other purposes are “spent” does not apply. Failure to disclose all previous convictions could result in dismissal or disciplinary action. Any disclosures will be treated in the strictest confidence and will be considered only in relation to this application.

	Do you have any criminal convictions?                                                        Yes* / No

Details:




DECLARATION & SIGNATURE

By signing and returning this application form you consent to PLYMOUTH HIGHBURY TRUST using and keeping information about you provided by you – or third parties such as referees – relating to your application or future employment. This information will be used solely in the recruitment process and will be retained for six months from the date on which you are informed whether you have been invited to interview, or six months from the date of interview. Such information may include details relating to ethnic monitoring and disability: these will be used solely for internal monitoring and will not be disclosed to any third party.
I understand that any false statements or declarations could result in the withdrawal of any offer of employment or dismissal. I confirm that I am, legally eligible to work in the United Kingdom.
Thank you for completing the form.
	Signed:                                                                                                      Date:


Please return your completed form - together with your completed Equality of Opportunity Questionnaire -

to:
The General Manager

Plymouth Highbury Trust
207 Outland Road

Plymouth

Devon

PL2 3PF

PLYMOUTH HIGHBURY TRUST
EQUAL OPPORTUNITIES MONITORING

EQUAL OPPORTUNITIES STATEMENT

Plymouth Highbury Trust is committed to promoting and developing equality of opportunity in all areas of its work. In order to achieve this we will seek to:
· Ensure that prospective and current volunteers, staff, applicants & clients are treated solely on the basis of their abilities and merits without unjustified discrimination of disability, sex, age, race, colour, ethnic origin, religious belief, sexual orientation, family circumstances, nationality or other distinction.
· Promote good relations

· Build a culture based on mutual respect and trust

· Ensure equality is effective

· Communicate the promotion of equal opportunities to all parties

· Recognise the scope of skills across all areas

MONITORING

To ensure our policy is effective we will carefully monitor all applications. This requires the collection of certain data including the applicant’s gender, marital status, age, ethnic origin, nationality and disability. This form is detached prior to shortlisting and has no bearing on the application process. This information is treated in confidence.

	Gender
	Marital Status

	Male                            
	Female
	Married
	Single
	Divorced


	Date of Birth
	

	National Insurance No
	


	Ethnic Origin

	White


	British


	Irish
	
	Other White background (state)

	Mixed
	White & Black Caribbean
	White & Black African
	White & Asian
	Other Mixed background (state)


	Asian or Asian British
	Indian
	Pakistani
	Bangladeshi
	Other Asian background (state)


	Black or Black British
	Caribbean
	African
	
	Other Black  background (state)


	Chinese or Chinese British
	Chinese
	Other Ethnic Background (state)
	


DISABILITY DISCRIMINATION ACT 1995

Plymouth Highbury Trust wish to ensure that we do not discriminate, either directly or indirectly in the recruitment, selection and in employment. If you consider yourself to be disabled and are selected for interview we may contact you to discuss any particular arrangements you may require for your interview. You are NOT obliged to answer this question or provide details.
The above act describes a disability as “a physical or mental impairment which has a substantial long term adverse affect on a person’s ability to carry out normal day-to-day activities”; do you consider yourself to be disabled?

Yes* / No

	*Details




