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APPLICATION FORM
WELCOMING PEOPLE WITH ALL ABILITIES & FROM ALL SECTORS OF THE COMMUNITY
	Job Applied for:

	Reference Number:           /


SECTION 1 – PERSONAL DETAILS

	Last Name:
	Title: (eg. Miss, Mrs, Mr, Dr, etc)



	First Name(s):
	Date of Birth:
(optional)

	Address:

Postcode:


	Home Telephone No:

Mobile:

Work (We will be discreet):
	

	
	National Insurance No:
	

	Email Address:




SECTION 2 – REFERENCES: MUST BE COMPLETED FULLY

We require the names and addresses of two referees, one of which must be your present or most recent employer.  References will not be taken up until after an offer of employment has been made, however, we will take them up at that point unless you advise us otherwise.
	
	1st Referee 
(current or most recent employer)
	2nd Referee 
(previous employer)

	Referee’s name:
	
	

	Job Title of Referee:
	
	

	Company Name:
	
	

	Company Address:
	
	

	Company Telephone Number:
	
	

	Email Address:
	
	


Please return your completed application form marked ‘Private & Confidential’ to:
Housing Solutions Group, HR Department
Crown House, Crown Square, Waldeck Road, Maidenhead SL6 8BY

Reference No.           /

SECTION 3 – WORK OR RELEVANT EXPERIENCE (Paid Employment or Voluntary Work)

· Please complete this section with your most recent experience first – please include as much detail as possible.  PLEASE INCLUDE ANY GAPS IN YOUR EMPLOYMENT

· We would ask you please to expand on relevant experience in Section 6. 

· You do not have to provide employment dates at this stage. HR will however ask for this information by interview stage.

	Dates

From/To

(Optional)
	Organisation’s

Name & Location

(Most recent first)
	Job Title/Role with brief summary of duties
	Salary
	Reason for Leaving or Dismissal

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	PLEASE USE ADDITIONAL SHEETS TO PROVIDE MORE INFORMATION IF REQUIRED


Please describe below other transferable skills relevant to the job (e.g. committee, PTA, clubs):

	


SECTION 4 – EDUCATION (You do not have to provide dates regarding your education, training and qualifications; however, HR will ask for this information by interview stage).
	Secondary Education
	From/To

(Optional)
	Exam Results with grades/

Qualifications/Special Achievements

	
	
	

	College/University 
	From/To

(Optional)
	Qualifications & Results/Special Achievement/Positions of Responsibility

	
	
	

	Further/Other Study (Full or Part Time)
	From/To

(Optional)
	Professional 

Qualifications/Achievements

	
	
	


SECTION 5 – TRAINING & DEVELOPMENT
Please detail any relevant training courses (eg. Word Processing, Excel, Management, etc) you have attended and any steps you have taken for personal or professional development:

	Course Title/Description
	Training Provider
	Date/Year undertaken (Optional)

	
	
	

	Action taken for Personal or Professional Development or Updating Skills

	


SECTION 6:
· Completion of this section is essential 
· Please use the Person Specification (given in the recruitment pack) to show how you meet the minimum criteria and to tell us why the job is of interest to you
· Please clearly mark any extra sheets with the reference number only (given on the front of the form)
	(Please continue on the next page if you wish to add more information)

	Additional Information
Do you possess a current, clean, full driving licence?                    Yes  (    No  (
Do you have the use of a car for business?                                    Yes  (    No  (
Please state the notice period required by your present employer:…………………



I confirm that the information given on this form is true and accurate. I understand that any misleading statements or false information may be sufficient for exclusion from the appointment, withdrawing an offer of employment and/or dismissal if appointed.
Signed ………………………………………………………               Date ………………………………..
SECTION 6 CONTINUED…

	(You may continue on this sheet if you wish to add more information to your application)
(Please continue on the next page if you wish to add more information)


SECTION 6 CONTINUED…

	(You may continue on this sheet if you wish to add more information to your application)

(If you wish to add any further information please attach the sheet(s) to the application form)


	Job Title:


	Reference:             /


HOUSING SOLUTIONS GROUP EQUALITY & DIVERSITY MONITORING FORM

· The Group is committed to implementing its policy on equality and diversity in employment
· This form is voluntary but we would greatly appreciate completion of as many sections as you wish to complete as it helps us to monitor the effectiveness of the policy 
· The information given remains strictly confidential – please tick the relevant boxes and provide additional information where required
· Information given here together with the first page is not shown to the shortlist/interview panel. (If you are shortlisted for interview and have provided information in Section G we may have to share this if we need to make any adjustments for interview)
______________________________________________________________________________________________
a)  GENDER:


Female     

(


Male


(

Transgender

(
b)  MARITAL STATUS:

Single      

(


Married     

(

Civil Partnership
(
Partner


(


Co-Habiting

(

Divorced

(




Widowed

(


Separated 

(  
c)  AGE:


25 & under

(


26 – 35


(

36 – 45


(




46 – 55


(


56 – 65


(

Over 65


(
d)  ETHNIC ORIGIN:

BLACK/BLACK BRITISH



ASIAN/ASIAN BRITISH
African



(


Indian



(
Caribbean


(


Pakistani


(
Other



(


Bangladeshi


(
Please describe:




Other



(
……………………………………



Please describe:




……………………………………

MIXED

White & Black Caribbean
(


WHITE
White & Black African

(


British



(
White & Asian


(


Irish



(
Other



(


Other



(
Please describe:




Please describe:

…………………………………..



……………………………………

CHINESE


(


OTHER



(







Please describe:

NOT KNOWN


(


……………………………………

e)  SEXUAL ORIENTATION:
Heterosexual

(






Bi-sexual

(






Gay/Lesbian

(





Other


(






Unknown

(
f)  RELIGIOUS BELIEF: 
………………………………………………………………….






(please specify)

g) DISABILITY: We welcome all applications from people with all abilities. 

The Disability Discrimination Act 1995 includes a wide range of medical conditions and disabilities under the definition of ‘disability’ – a disability may be classed as a physical or mental impairment which has a substantial and long-term adverse effect on the ability to carry out normal day-to-day activities. Following the recent amendments to legislation, progressive illnesses may also be covered from the point of diagnosis; for example cancer, HIV infection or multiple sclerosis. As a responsible employer we monitor the following information because we have a duty to support those with disabilities, equalise opportunity as best we can and we are required to complete statistical reports for our Regulators. 

Do you have a disability?

YES   
(
NO   (
What is the nature of your disability?

…………………………………………………………………………………………………………………

If you are shortlisted for interview, will you require any particular facilities or assistance at the interview? ………………………………………………………………………………………………………………………………………….
Should you be offered the post, we would ask you please to let us know of any medical condition or disability which may require:- 

· particular support or equipment for the performance of the job

· quick action (say, from a first aider), or important information for the emergency services eg. severe asthma, diabetes, heart condition, etc. 

We would ask you to share the information with either your immediate line manager or the designated first aider for your area, in order that the appropriate support or treatment can be given if needed.  The individuals to whom you give the information will treat it confidentially and will only be revealed in an emergency situation so that we can ensure we safeguard the health & safety of employees whilst at work and provide equal opportunity for people with disabilities to perform their jobs.

h) MEDIA/SOURCE: 

Where did you hear about or see this vacancy advertised? 
· Newspaper


(
Please Specify:
…………………………………………………
· Specialist Journal

(
Please Specify:
…………………………………………………
· Website


(
Please Specify:
…………………………………………………
· Other 


(
Please Specify:
…………………………………………………

i) ASYLUM & IMMIGRATION ACT 2004: Are you eligible to work in the UK?
YES  (    NO  (
j) POTENTIAL CONFLICT OF INTERESTS:
Do you have a relationship or are you related to an employee or committee member of the Group? YES  (    NO  (
If yes, to whom? ……………………………………………..…Please state your relationship ………………………………..
k) CRIMINAL RECORDS BUREAU DECLARATION:

I understand that, if this post has been identified in the application pack as one that requires a Standard or Enhanced Disclosure because it is a position that involves access to children and/or vulnerable adults, I must complete a preliminary declaration. This will be included in an invitation to interview pack and will request details of any spent and unspent criminal convictions, cautions, reprimands and final warnings. Such information will only be returned to an authorised signatory. I also understand that, if applicable, a Standard or Enhanced Disclosure (whichever is relevant for the post) will be sought from the CRB in the event of a conditional offer of employment.

l) DATA PROTECTION ACT 1998: 

We will adhere to the eight good practice principles when processing and keeping personal data in respect of recruitment and selection.  Personal data supplied for the purposes of recruitment are retained for a maximum of four months after the successful recruitment of an applicant.  Equal Opportunity Monitoring information is used for statistical statutory monitoring purposes only and is kept separately and anonymously.


[image: image1]
Please return this monitoring form together with your Application Form marked ‘Private & Confidential’ to: 
Housing Solutions Group, HR Department
Crown House, Crown Square, Waldeck Road, Maidenhead, SL6 8BY

In support of our Equality & Diversity Policy all the personal details provided on pages 1 and the equality & diversity monitoring form will not be available to the Shortlist/Interview panel – they will only be given the information relating to Sections 3-6 of the application form








