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Job Application Form
CONFIDENTIAL

PART A – PERSONAL DETAILS
[bookmark: _Hlk112233659]Please note this part will be separated from Part B of the form for the shortlisting stage. 

	For office use only
	Candidate reference no.
	

	Name (legal name)
	

	Preferred name
	

	Phonetic pronunciation (optional)

	(Eg. Máirín > maw-reen)

	Pronouns (optional)
	

	Address



	

	Telephone
	

	E-mail
	

	Position applied for
	


	Disabled applicants will be guaranteed an interview if they meet the essential criteria of the role detailed in the person specification.   Please tick if applying on this basis.	
	


	Referees
	Please give the names, telephone number, email and postal addresses of two people, not friends or relatives. One should be your present employer (or last employer if not currently employed). They should be able to comment on your suitability for the post.
We will not contact them unless we are offering you the job.                                          

	
	Name and contact details
	Relationship e.g. line manager

	Referee 1
	
	

	Referee 2
	
	


PART B – This information will help us understand if you have the skills, knowledge and experience relevant to the job.  Please note this is the only part of the form that will be seen by the recruitment panel at the shortlisting stage.

	For office use only
	Candidate reference no.
	



Employment history (add in extra rows or use additional sheets if needed- maximum of one extra sheet)

	Job title in current post

	

	Employer
	Date started (and ended if most recent)

	
	

	Reason for leaving
	Notice period

	
	

	Main duties and responsibilities

	




	Previous posts (please start with the most recent). Please explain any gaps in your employment history.

	Dates (from-to)
	Job title
	Employer
	Reason for leaving


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	 Voluntary and unpaid work

	Dates (from-to)
	Organisation
	Role/main duties and responsibilities
	Approx. hours per week


	
	
	
	

	
	
	
	

	
	
	
	



	Education/training

	Secondary Education -
School(s) attended
	Dates attended (from – to)
	Subject/Qualifications/grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Further/Higher education -
College/University/institution attended
	Dates attended (from – to)
	Subject/Qualifications/grade

	
	
	

	
	
	



	Other relevant training or professional qualifications

	



	[bookmark: _Hlk113439694]Do you have membership of any professional bodies? (if so, please give details, including any offices/positions of responsibility held)

	



Tell us why you are suitable for this job  (add in extra rows or use additional sheets if needed- maximum of two additional sheets)

	Read the job description and person specification before filling in this section.

We need you to explain how your experience, skills and abilities, knowledge mean you are able to do the job. We expect you to use examples to show us how you meet the requirements of the role. Take each item on the person specification and tell us how you meet it.  The examples you use can be from paid or voluntary work or skills and experience gained in other situations e.g. caring responsibilities, spare time activities or training. 

If you simply say you meet the criteria, we will not be able to shortlist you. We won’t have the evidence we need to be able to understand how well you meet the criteria.   

There is a section, ‘other information’ for you to use to give any other details you feel are relevant in support of your application, including why you are interested in this.  Use additional sheets if necessary (maximum 2).


	Experience

	

	Skills/abilities

	

	Knowledge/understanding

	

	Other (please use this section to give any other details you feel are relevant in support of your application, including why you are interested in this post and why you want to work for Leeds Mencap) 

	



PART C – Declarations.  This information will help us understand if you are suitable to be employed by Leeds Mencap. Please note this part will be separated from Part B of the form for the shortlisting stage.
	[bookmark: _Hlk113440995]For office use only
	Candidate reference no.
	

	Declarations

	Are you a British subject or a national of any EU country?
	Yes
	
	No
	

	If not, do you have the right to work in the UK and a current work permit?
	Yes
	
	No
	

	If so, please state the expiry date of your right to work in the UK and/or your work permit.
	

	Are you related to, of a close friend of any trustee or employee of Leeds Mencap
	Yes
	
	No
	

	If ‘yes’ please give details



	Have you lived or worked outside of the UK in the last 5 years

	Yes
	
	No
	

	Do you have a full driving licence?
	Yes
	
	No
	

	Do you have any current endorsements?
	Yes
	
	No
	

	Do you have use of a car?
	Yes
	
	No
	

	Leeds Mencap welcome all applications and will not discriminate based upon protected characteristics. These being:  Age, Disability, Gender Reassignment, Marriage and Civil Partnership, Pregnancy and Maternity, Race, Religion or Belief, Sex, Sexual Orientation
or any other basis covered by the UK’s Equality Act 2010. It is within the Leeds Mencap policy not to tolerate any kind of discrimination or harassment; our goal is to be a diverse workforce within our community.

	If you need Leeds Mencap to make any adjustments throughout the application process and subsequent employment if appointed, please state these below

	

	Convictions, Safeguarding children, young people and adults at risk/with care and support needs
Leeds Mencap is committed to safeguarding and promoting the welfare of children, young people and adults at risk and expects all staff to share this commitment. 

As the job for which you are applying for is based in a building with a nursery and delivers services to children and young people, it is important that you provide us with legally accurate answers.
Upfront disclosure of a criminal record will not necessarily bar you from working for us. It will depend on the nature of the position and the circumstances and background of your offences.
All offers of employment are subject to a Disclosure and Barring Services check at the level appropriate for the role.
Posts at Leeds Mencap are generally ‘exempt’ from the Rehabilitation of Offenders Act 1974 and require an Enhanced DBS check detailing spent and unspent convictions as well as the ability to check against the child barred list. Police authorities may also disclose any additional relevant information. You are required to declare any spent and unspent convictions, cautions, reprimands and final warnings that are not "protected" (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).  

If you are unsure whether you have a criminal offence that needs to be declared to an employer you may be able to get free, confidential, independent advice from NACRO helpline@nacro.org.uk  or Unlock advice@unlock.org.uk


	Have you ever been convicted in a court or cautioned by the police for any offence (that would appear on a DBS check as defined above)
	Yes
	
	No
	

	[bookmark: _Hlk113441906]If ‘yes’ please give details

	



	Are you currently the subject of any criminal proceedings or police investigations
	Yes
	
	No
	

	If ‘yes’ please give details

	



	Where did you hear about this vacancy?
	


	Data protection
Information from this application may be processed for purposes registered by the Employer under the Data Protection Act 1998.
Recruitment data will be handled securely. We will only allow authorised individuals to access applicant’s personal data for the purposes of completing the recruitment process. We will keep application forms of unsuccessful candidates for six months before being securely destroyed.


	Declaration
· I declare that the information given in this application is to the best of my knowledge complete and correct. I understand that any false, incomplete or misleading statements may lead to an offer of employment being withdrawn or dismissal after appointment.
· I understand that any offer of employment is subject to satisfactory pre-employment checks, including references, proof of right to work in the UK, DBS check and certificate of good conduct for applicants who have lived outside the UK in the last 5 years
· I hereby give my consent to Leeds Mencap processing the data supplied in this application form for the purpose of recruitment and selection.


	Applicant's signature 
(if submitting this electronically, by printing your name you are affirming the above statements)
	

	Date
	



Thank you for completing the application form. Please complete the equality and diversity monitoring form. This will be separated from the rest of your application form.

Return to:
Leeds Mencap
The Vinery Centre, 20 Vinery Terrace, Leeds, LS9 9LU
0113 235 1331     Administrator@leedsmencap.org.uk       www.leedsmencap.org.uk
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