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INVESTORS IN PEOPLE




	APPLICATION  FOR  EMPLOYMENT


	The Haven Wolverhampton

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

 P.O. Box 105, Wolverhampton, West Midlands
[image: image2.jpg]Established 1973



E.MAIL: hr@havenrefuge.org.uk   TEL 01902 572140
 


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

	Position:
	

	
Closing date:
	
	Interview date:
	

	


	SURNAME:
	
	TITLE Miss/Ms/Mrs/Mr

	FIRST NAMES:
	

	ADDRESS:
	

	
	POST CODE:
	

	TELEPHONE:
	HOME:
	
	WORK:
	
	MOBILE
	

	
	E.MAIL ADDRESS:
	

	Do you require any support or adjustments to take part in the selection process?  (If YES please give details e.g. wheelchair accessible interview room, sign language interpreter or induction loop)



	


	EDUCATION - most recent first  (please continue on a separate sheet if necessary)

	School / College / University
	Qualification / Course
	Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	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


	WORK EXPERIENCE .PRESENT EMPLOYER
	

	NAME OF EMPLOYER:
	

	ADDRESS:
	

	


	Present position:
	Date employment began:

	
	

	Current salary:
	Notice required:

	
	

	Brief description of your duties:

	


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

	

	Employer’s name and address
	Position held & reason

for leaving
	Nature of work – Duties (briefly)

	
	
	

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

	Organising body
	Course Details



	
	

	PREVIOUS EXPERIENCE/GENERAL INFORMATION

	Why are you interested in applying for this position? How does your previous experience, both through paid or voluntary work and leisure activities, have a bearing on this application, and how you meet the requirements of the Job Description & Personnel Specification.  Please continue on a separate sheet if necessary.(maximum number of words 1000)

	


	Are you available for interview at any time (or on the specific date indicated on page one?)

	

	Where did you see or hear about this job?
	

	Are you willing for your present employer to be contacted at this stage?   YES/NO

	


	REFERENCES

Please give the names and addresses of two referees (referees should NOT be friends or family). At least one should be your present/most recent employer.

	Present/most recent employer

Previous employer

Name:
Name:
Address:
Address:
Postcode
Postcode
Occupation and relationship to applicant
Occupation and relationship to applicant
Telephone No.

Telephone No.



	Would you prefer to be employed (Please tick)

	Full-time
	
	Job-Share
	
	Part-time
	
	Other
	

	
	
	
	
	
	
	
	(Please state)


	Are you related to any Board Member or employee of The Haven YES/NO 
If yes, please state who__________________________________________________
Please note: Canvassing of members or officers of The Haven directly or indirectly in connection with this post will disqualify your application.

	Do you hold a current work permit to work in the UK                  YES/NO

	I declare that all the information given on this form is true and correct at the time of writing and I understand that any employment or offers of employment may be withdrawn if information is incorrect.  All offers of employment are subject to satisfactory CRB and Medical Clearance and references. (Providing false information or deliberately omitting relevant information will make the candidate liable to dismissal or disciplinary action if appointed).

	Applicant’s signature

Date:




	INTERNAL APPLICANTS ONLY

If you are applying for secondment, you must ensure that this section is signed by, or on behalf of the Chief Executive.

I acknowledge your application for secondment and undertake to release you on the terms agreed if successful

Signed__________________________________ Date_______________________

	FOR OFFICE USE:

	This Project receives financial support from Wolverhampton City Council

For more information see: www.havenrefuge.org.uk


THE HAVEN WOLVERHAMPTON

EQUAL OPPORTUNITIES POLICY – APPLICATION MONITORING The Haven Wolverhampton is committed to Equal Opportunities.  To help us, applicants are asked to answer these questions by putting a tick in the appropriate box.  The information will be used only for monitoring purposes and will be treated as confidential.  It will be separated from the Application Form on receipt and will not in any way influence the consideration of candidates.

	Post
	
	

	

	My age is:
	
	20 or under
	
	41 – 50

	
	
	21 – 25
	
	51 - 60

	
	
	26 – 30
	
	61 and over

	
	
	31 - 40
	
	

	
	
	
	
	

	My gender is:
	
	Male
	
	Female

	
	
	
	
	

	I would describe my ethnic group* as:

	
	
	
	
	

	White
	
	British
	Mixed
	
	White and Black Caribbean

	
	
	Irish
	
	
	White and Black African

	
	
	Any other White background

Please write in
	
	
	Any other Mixed background

Please write in

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Asian or

Asian

British
	
	Indian
	Black or

Black

British
	
	Caribbean

	
	
	Pakistani
	
	
	African

	
	
	Bangladeshi
	
	
	Any other Black background

Please write in

	
	
	Any other Asian background

Please write in
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Chinese

Or other

Ethnic 

Group
	
	Chinese
	
	
	

	
	
	Any other, 

please write in
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

	How did you hear about the vacancy you applied for?

	
	Guardian
	
	Express and Star

	
	Job Centre
	
	Word of Mouth

	
	
	
	

	
	Other, please specify
	
	

	
	
	
	

	Do you regard yourself as having a disability?
	
	Yes
	
	No

	
	
	
	
	


THE HAVEN WOLVERHAMPTON

REHABILITATION OF OFFENDERS ACT 1974

Organisations which provide accommodation, care, Social Services and supervision or training to people aged under 18, are exempt from the Rehabilitation of Offenders Act 1974.

Where work involves provision of services to alcohol or drug misusers, or deals with the welfare of children, exemption to the Act is also granted.

As The Haven Wolverhampton meets the above requirements in respect of exempted questions, all applicants who are offered employment will be subject to a criminal record check from the Criminal Records Bureau before the appointment is confirmed.  

This will include details of cautions, reprimands or final warnings, as well as convictions.  You are asked to declare any criminal convictions, whether spent or unspent, as defined in the Act when you apply to The Haven Wolverhampton.

__________________________________________________________________
I have no criminal convictions to declare, either spent or unspent.

Name  
___________________________________________________

Signed  
___________________________________________________

If you are unable to sign this statement to say that you have no spent or unspent criminal convictions, then please provide details of any offences for which you have been convicted.  Conviction for a criminal offence is not in itself a bar to employment, although relevant offences will be taken into account.  This form will be subject to the same security procedures as disclosure information received from the CRB and will be destroyed when that document is destroyed.
Completing your application form
· Complete the application form (use black ink if completing the form by hand).  Alternative formats such as CVs of 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
· The recruitment monitoring must be completed in full

· Add your initial and surname to any additional sheets

· Return your completed application form and recruitment monitoring form by email or post to the address shown on the job advert by the stated closing date.

Tips for completing the section Previous Experience/General Information

· The decision to select you for interview will be based on how closely you meet the essential criteria shown on the personnel 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.

· You might find it helpful to do a draft first

· Try to organise your answer into clear, concise points to demonstrate that you have the skills we are looking for.

· Accurate spelling, punctuation and grammar help to make a good impression

· 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.

Recruitment Monitoring Form
The information you provide on the recruitment monitoring form is confidential and will not be seen by the selection panel or play any part in the selection decision.  It will be used as part of aggregated statistics for monitoring purposes only, in order to measure the effectiveness of the Haven’s equal opportunities and recruitment policies.

References

· Check with your referee that they are happy for us to contact them before you put them down as a your referee.  If you are successful your starting date may be delayed while we are waiting for references.  

· No one is allowed to start working at the Haven until we have received two satisfactory references.  

· One reference should be from your current/most recent employer.  If you have not been employed recently but have voluntary or unpaid experience, a senior person in that organisation will be accepted.

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

Rehabilitation of Offenders Act 1974

Certain posts, particularly those that involve working with children or other vulnerable groups, will be subject to a Criminal Records Bureau check from the Criminal Records Bureau 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.
All posts at the Haven Wolverhampton will require such a disclosure due to the nature of the business.  Any disclosure will only be required if you are selected as the most suitable candidate for the post.  The Haven also reserves the right to contact previous employers of the successful candidate prior to appointment to confirm employment history.
Data Protection Act 1998

The Haven Wolverhampton will use the information provided on this form to process your job application.  Information will remain confidential and is protected by the provisions of the Data Protection Act 1998.  the Act gives you the right to see a copy of the information held about you on application to the Haven Wolverhampton.

The Haven Wolverhampton Data Protection queries can be contact on 01902 572141 or via email hr@havenrefuge.org.uk. Further information can be accessed on www.informationcommisioner.gov.uk 
We look forward to receiving your application. 
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