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Application Form

	Application for the post of:

e.g. Supported Housing Worker


	Location of post:

e.g. Newark Tenancy Support Team 



	Your Name:




Please complete this form in full, using black ink, and return to:

Human Resources, Framework, Ground Floor, Maville House, Beech Avenue, Nottingham NG7 7LS

Or via email to:
human.resources@frameworkha.org
Application forms not fully completed may be refused. 
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The Recruitment Process
Before you complete the application form, please download and read the following documents carefully:

· Guidelines for Applicants

Information about how expectations of you and some general guidance about each section of the application form.

· Job Description

This document contains specific details about the job, its overall purpose the main duties and where the role fits in.
· Person Specification

This document sets out the competencies for the job and how we plan to measure each of these 
· Equal Opportunities Policy 
· Rehabilitation of Offenders Policy

Application Form 

Section 1 – Personal Details

	Surname


	Forenames


	Title
                 
	Date of Birth

                        

	Home Address

	Correspondence Address [if different]



	Post Code

                         
	Post Code
                       

	Home Telephone no [Inc STD code]

        
	Work Telephone no [inc STD code]

[if we may contact you there]



	Email
 
	Mobile telephone no


	Do you have a current, full driving licence?
	Yes
	No
	National Insurance no



	Do you have your own car?
	Yes
	No
	


Section 2 – General Information

	Do you have a relationship with a Board Member, volunteer or employee of Framework?   


	If yes, please provide details:

	
	Position held at Framework:



	
	What relationship are they to you?



	
	Which department do they work in?


	Have you previously been employed by Macedon, Nottingham Help the Homeless Association (NHHA) or Framework – either in paid work or as an unpaid volunteer?


	If yes, please provide details:




Section 3 – Education & Training
	Name of Education/Training establishment
	From/Until

Month/Year
	Qualifications/Level


	Grade/Class



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Section 4 – Membership

Please tell us if you are a member of any professional organisation[s] relevant to this job.
	Name of Organisation
	Type of Membership & No.
	Date Joined

	E.g. CIPD


	Graduate 123456


	Since Sept 2000




Section 5 – References

Please give details of two referees, one of whom must be your current/most recent employer.

References will only be taken up for the successful applicant after a provisional offer has been made.

	Name


	Name



	Job title

	Job title


	Address [inc Post Code]


	Address [inc Post Code]



	Telephone Number

	Telephone Number


	Email Address


	Email Address



	If either referee knows you by another name, please give it here:
Which referee does this apply to?


Section 6 – Present or Most Recent Employer (If any)

	Name and address

	Date started


	
	Date left


	Brief description of responsibilities

	Salary/Wage


	
	Notice Period


	Position Held
	Reason for leaving



Section 7 – Past Employment & Experience
(Paid or unpaid) since leaving full time education
	From

Month/Year
	Until

Month/Year
	Job Title & Brief Responsibilities
	Employer
	Reason for Change

	
	
	
	
	


If there have been any gaps in your employment history, please tell us about them below
	From 

Month/Year
	Until

Month/Year
	Reason for gap

	
	
	


Section 8 – Convictions

Due to the nature of Framework’s work, many of our posts are exempt from the Rehabilitation of offenders Act 1974.

Have you ever been formally cautioned or convicted of any criminal offence?

	Yes
	
	No
	


If yes, please give details including when the caution or conviction was.

	


Disclosure will not necessarily mean that your application is rejected.  Careful consideration is given to providing opportunities for ex-offenders to develop their skills towards their future careers.

As Framework meets the requirements of exempted questions under the Rehabilitation of Offenders Act 1974, most applicants who are offered employment will be subject to a criminal records 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.

Please see Framework’s Rehabilitation of Ex-Offenders Policy available on our Website.

Section 9 – Disability

The Disability Discrimination Act defines a person as having a disability if he/she has a physical or mental impairment which has, or is expected to have, a substantial and long term adverse effect on his/her ability to carry out normal day to day activities.

Do you have a disability as defined above?   

	Yes
	
	No
	


If yes, please give details
	


Section 10 – Medical Details
 How many days have you had off work due to sickness in the last two years?   
	 


Have you had any illness that may recur or which requires on-going treatment?

	Yes
	
	No
	


If yes, please give details.

	


Please note that an offer of employment may be subject to satisfactory health clearance following a medical examination.

Section 11 – Other Information in Support of Your Application
In order for us to decide whether to invite you for interview, please provide us with sufficient details of any experience and skills, using actual examples, which demonstrate how you meet the requirements of this job, as set out in the person specification.
	

	Please briefly give your reasons for applying for this post

	


Section 12 – Data Protection

The information detailed in this application form will be used for the purpose of administration and legitimate issues relating to employment. Framework will observe the principles of the Data Protection Act 1998 at all times.

I confirm that the details I have given in this application are accurate. If my application is successful, I understand that any false statement or failure to disclose information where required to do so, will render me liable to action which may include dismissal.
	Signed 


	Dated


If you choose to email your application to us, your electronic transmission will be deemed to evidence your signature.

Recruitment Monitoring

To help us monitor our Equal Opportunities in Employment Policy please tick or complete the following boxes. This will be removed before your application form is read for short listing.

	The Position you are applying for:


	 location of the job you are applying for:




Your Gender

	Male
	
	Female
	


Your sexuality [Optional]
	Heterosexual
	
	Homosexual
	
	Bisexual
	


Your Caring Commitments

Do you have caring commitments to any of the following groups: [indicate all that apply]:

	Child/ren
	
	Elderly person/s
	
	Disabled person/s
	


Ethnic Origin

Choose one section from (A) to (E) then tick the appropriate box to indicate your cultural background. These categories are based on the 2001 Census.

	A) White
	British
	
	Irish
	
	Any Other background
	
	
	

	B) Mixed
	White & Black – Caribbean 

   
	
	White & Black – African


	
	White & Asian


	
	Any other Mixed Background:
	

	C) Asian or Asian British


	Indian
	
	Pakistani
	
	Bangladeshi
	
	Any other Asian Background:
	

	D) Black or Black British


	Caribbean
	
	African
	
	Any other Black Background:
	
	
	

	E)Chinese or other Ethnic Group
	Chinese
	
	Vietnamese
	
	Any other background:
	
	
	


Recruitment Source

How did you find out about this job? Please specify the source or publication:
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