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NON-EDUCATION POST (December 2010)
APPLICATION FORM


POST APPLIED FOR:











Surname: 
  First Name(s): 






Title: 
  National Insurance No: 




  
Contact Address:




















  Postcode: 






Telephone: Day: 
  Evening:  

 





Mobile: 
  Email:  






  

EMPLOYMENT HISTORY 

Provide details here of your employment history starting with your current or most recent employer.  You can include any voluntary or unpaid work that you may have done, that is relevant to the role you are applying for.  
	Employer’s Name

& Address
	Dates

From-To
	Job Title / Brief description of duties
	Final Salary
	Reason for

leaving

	
	
	
	
	
	


(Continue on a separate sheet if necessary)
EDUCATION & QUALIFICATIONS
	Name of Institution / School & Location
	Qualifications
	Dates

From-To
	Grade/Level

achieved

	
	
	
	
	


TRAINING
Please state here any job relevant qualifications and training, dates and attainment level. 
	Training / Activity
	Dates

From-To
	Grade/Level achieved

	
	
	
	


(Continue on a separate sheet if necessary)
ICT   (Please indicate your level of experience in the relevant ICT categories below)

	Word Processing
	

	Spreadsheets & Databases
	

	Email & Internet
	


ADDITIONAL INFORMATION

Please refer to the Person Specification, Job Description and Guidance Notes for Applicants when completing this section and ensure you include examples of HOW you have demonstrated skills, knowledge and experience in meeting the requirements of the post.  

	


(Continue on a separate sheet if necessary – maximum of two pages)
OTHER DETAILS
Note: ALL FSC posts are regulated by the Protection of Children Act and The Safeguarding Vulnerable Groups Act.  As a result, FSC is registered with the Criminal Records Bureau (CRB) and requires ALL staff to undergo an Enhanced CRB Disclosure check.
	Do you have a criminal record (including any spent convictions)?
	Yes   □   No   □              
	If Yes, are they offences which are permissible under the FSC Code of Conduct?
	Yes   □   No   □              

	Do you have a full, valid Driving Licence?
	Yes   □   No   □              
	If Yes, when did you pass your test?
	

	Do you need a work permit to work in the UK?
	Yes   □         No    □              
	If yes, please give details
	

	Have you previously worked for the FSC?
	Yes   □         No    □              
	If yes, please give details



	If offered this position, would you continue to work in any other capacity?
	Yes   □         No    □              
	If yes, please give details

	Period of notice required to terminate your current employment?
	

	Where did you see this vacancy?

(If on the Internet, please state which website)
	


REFERENCES

Please give names, addresses and contact numbers of two people, from whom we may obtain work experience and character references, of which one must be your current or most recent employer.  However, if this is your first job you should provide details of two educational referees, one of whom must be from the educational establishment at which you are currently studying or last studied.  The names and addresses of friends or relatives are not acceptable for this purpose.  FSC may wish to obtain references prior to interview, if you would prefer that we did not approach your current employer, please indicate this below.

	Referee One
	Referee Two

	Name
	
	Name
	

	Job Title
	
	Job Title
	

	Address
	
	Address
	

	Telephone
	
	Telephone
	

	E-mail
	
	E-mail
	

	In what capacity does your referee know you?


	In what capacity does your referee know you?



	May we take up a reference from your current employer prior to the Interview?            Yes      □            No       □              


DATA PROTECTION NOTIFICATION

The information you have provided in completing this application form will be used to process your application for employment.  The FSC will keep the information you have supplied confidential and will not divulge it to third parties, except where required by law, or where we have retained the services of a third party representative to act on your/our behalf.  If you are not appointed your information will be held securely, in accordance with FSC Policy on the Retention of Recruitment & Selection documentation, for a maximum period of six months.

DECLARATION

I have read and understood the above Data Protection notification and agree to the use of my personal data in accordance with the Data Protection Act 1998.  I confirm that to the best of my knowledge the information given is true and correct and that any false or misleading information will give my employer the right to terminate any employment contract offered. I understand that if shortlisted I may be required to complete a confidential declaration of any criminal convictions, cautions, reprimands, final warnings and any other information that may have a bearing on my suitability for the post.  I also confirm that I am legally entitled to work in the United Kingdom and if interviewed will produce such documents as may be requested in evidence.

Signed: 






Dated: 




GUIDANCE NOTES FOR APPLICANTS
Short-listing decisions will be made using the application form and this is your only opportunity to tell us about yourself, therefore, it is essential that you complete the form as fully as possible and enclose a covering letter demonstrating why you feel your skills and abilities make you suitable for this position.

Please note that a Curriculum Vitae will only be accepted, when accompanied by a fully completed application form. If you require this application form in a different format e.g. electronic, large print, etc, please contact the Human Resources Department on 01743 852116.

General points to be aware of and to remember:

· Please use the information provided in the job description/person specification to assess your suitability for the job.

· You will need to demonstrate that you have the skills, knowledge and experience necessary to do the job.  It will not be sufficient to simply state that you fulfil certain criteria.  Therefore, please provide supporting evidence, giving specific examples of how you meet the requirements of the post:

e.g. If the post requires supervisory experience it will not be enough to say that you have supervised staff without giving information as to what was involved and your specific responsibilities such as monitoring work performance, training and development, etc.

· When providing evidence/examples please remember that unpaid work or studies and work at home can be just as relevant as paid work.

PROCESS

After the closing date, all applications will be submitted to a short-listing panel.

· Short-listing is carefully undertaken by assessing the information provided on the application form and covering letter, against the requirements of the job.

· Interviews are normally conducted by a panel. This will usually include the immediate line manager of the post, a colleague who is familiar with the area of work and, where necessary, a third person, preferably from outside the department/team.

· It may be appropriate to use a selection test, relevant to the role, as part of the interview process.  If you are short-listed, details of any test will be included in the letter inviting you to attend an interview.

OFFERS OF EMPLOYMENT

All offers of employment are made subject to the following criteria: 

· References that are considered satisfactory to the FSC

· Satisfactory Criminal Records Bureau Check

· Proof of eligibility to work in the UK

· Satisfactory completion of a probationary period

ELIGIBILITY TO WORK

The Immigration, Asylum and Nationality Act 2006 makes it a criminal offence to employ anyone who does not have permission to be in, or work in, the UK.  We will therefore not appoint an individual until we have seen evidence that they are eligible to work in the UK.
PROTECTION OF CHILDREN ACT & THE SAFEGUARDING VULNERABLE GROUPS ACT
We take all practicable steps to safeguard the safety and welfare of children or vulnerable adults while they are in contact with the FSC and as such the activities of the FSC are regulated by the Protection of Children Act and The Safeguarding Vulnerable Groups Act.  All employees are therefore required to undergo an Enhanced Disclosure check with the Criminal Records Bureau (CRB), prior to appointment and at regular intervals during employment with the FSC, as defined in its Code of Conduct.  The level of post classification will be as detailed in the Vacancy Pack for the post.  The FSC Code of Conduct can be viewed at www.field-studies-council.org/appointments or you can request a copy.  
FSC will not discriminate unfairly against applicants who have a criminal record and will not necessarily bar an applicant from employment due to an unspent conviction; the nature of the conviction and its relevance to the post will be considered.  A copy of the FSC’s Policy Statement on the Recruitment of Ex-Offenders can be viewed at www.field-studies-council.org/appointments or you can request a copy.  
Charity No:  313364/SCO39870















































