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	      Job Application Form



	Vacancy Title:
	

	Please tell us how you heard about this vacancy:
	     



	1  Personal details



	Last Name:
	
	First Name:
	



	Address:
	

	
	[bookmark: Text8]     

	
	



	Postcode:
	


	Letters	Numbers	Letter
	Home Telephone No:
	
	National Insurance No:
	 
	 
	 
	 
	 
	 
	 
	 
	 



	Daytime Telephone No:
	



	Mobile Telephone No:
	[bookmark: Text14]     



	E-mail address:
	




	Are you free to remain and take up employment in the UK with no current immigration restrictions?
	Yes
	|_|
	No
	|_|



	2  Education/Qualifications



	School (16+)
	Study Dates
	Qualification and Grade
	Date Obtained

	     
	
	
	

	College/University
	Study Dates
	Qualification and Grade
	Date Obtained

	      
	     
	
	      



	Please use the space below to give details of any training or non-qualification based development which is relevant to the post and supports your application. 



	Training Course
	Course Details 
(including length of course/nature of training) 

	     
	     



	3  Employment History

	Previous Employment:  Please include any previous experience (paid or unpaid), starting with the most recent first.



Current or most recent employer

	Name of Employer:
	[bookmark: Text16]     



	Address:
	

	
	



	Position Held:
	[bookmark: Text21]     



	Date Started:
	[bookmark: Text22]     
	Leaving Date:
	

	Reason for Leaving:
	



	Brief description of duties:

	




Previous employer

	Name of Employer:
	



	Address:
	

	
	



	Position Held:
	



	Date Started:
	
	Leaving Date:
	     

	Reason for leaving:
	



	Brief description of duties:

	B



Continue on separate sheet if necessary





	4.  Convictions/ Disqualifications



	The amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers, and cannot be taken into account.  Guidance and criteria on the filtering of these cautions and convictions can be found at the Disclosure and Barring Service website.

Applicants should note that providing false information to obtain employment is a criminal offence.

Failure to declare a conviction, caution, bind-over or a pending prosecution, may disqualify you from appointment or result in summary dismissal.

You must also keep us informed of any subsequent convictions, cautions, reprimands or warnings.

Generate is committed to safeguarding the welfare of its Clients.  Enhanced Disclosure and Barring Service Checks will be carried out on all successful applicants.  

Disclosure of a criminal record will not necessarily debar you from employment with Generate, this will depend upon the nature of the offence(s), frequency and when they occurred. 


	Please answer the following:

	Have you previously used, or do you currently use, any other surname(s)?
	Yes
	No -V

	If YES, state the other surnames(s) you use(d)
	
	

	Do you have any criminal records to declare? (this includes criminal convictions or police cautions spent or otherwise)
	Yes
	No -V

	If YES, when did this take place?
	
	

	Are there any current criminal proceedings against you? (This includes any cautions, bind-overs, police warnings or pending prosecutions).
	Yes
	No - V



	5  References



	Please give the names and addresses of your two most recent employers (if applicable). If you are unable to do this, please clearly outline who your references are. 



	Reference 1
	
	Reference 2



	Name:
	[bookmark: Text65]     
	Name:
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	Position (job title):
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	Position (job title):
	[bookmark: Text68]     



	Work Relationship:
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	Work Relationship:
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	Organisation:
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	Organisation:
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	Address:
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	Address:
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	[bookmark: Text79]     
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	Postcode
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	Postcode
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	Telephone No:
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	Telephone No:
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	E-mail:
	
	E-mail:
	



	Are you willing for this referee to be approached prior to the interview?
	Yes
	|_|
	No
	|_|
	Are you willing for this referee to be approached prior to the interview?
	Yes
	|_|
	No
	|_|




	6 -  Declaration

	A. Relatives/Other Interests



	Are you related to or do you have a close personal relationship with anyone associated with Generate?
	Yes
	|_|
	No
	|_|



	If yes, specify name(s), position(s) and relationship(s)

	



	If appointed, do you have any interests or hold any appointments that may conflict with employment with Generate in the role for which you have applied?

If yes, please detail on a separate sheet. (See Guidance Notes)



	C. Statement to be Signed by the Applicant
Generate is committed to an anti-fraud culture and participates in statutory anti-fraud initiatives.
Please complete the following declaration and sign it in the appropriate place below. If this declaration is not completed and signed, your application will not be considered.
I hereby certify that:
· all the information given by me on this form is correct to the best of my knowledge
· all questions relating to me have been accurately and fully answered
· I possess all the qualifications which I claim to hold
· I have read and, if appointed, am prepared to accept the conditions set out in the conditions of employment and the job description.




	Signed:
	
	Date:
	



Generate undertakes that it will treat any personal information (that is data from which you can be identified, such as your name, address, e-mail address etc) that you provide to us, or that we obtain from you, in accordance with the requirements of the Data Protection Act 1998.



Charity: 1069548  Company: 3461665














GUIDANCE NOTES.	
  
The following notes are designed to help you. All information you provide is confidential.

if you are disabled and your disability means you cannot complete the application form easily, we are prepared to accept your details in some other suitable medium. Please note this application form can be supplied in easy read or large print

 SECTION 1 – PERSONAL DETAILS (please complete fully)

If your application is successful you will be required to provide proof of your eligibility to work in the UK i.e. work permit, visa, leave to remain etc. We require successful applicants to produce their current valid Passport, Birth Certificate (long version) and proof of National Insurance number.

 SECTION 2 - EDUCATION/QUALIFICATIONS

Make sure you give all the information needed including dates and level of any examinations passed. If shortlisted, you may be required to provide evidence of your qualifications.

SECTION 3 – EMPLOYMENT  HISTORY 

It is essential here that you include all relevant work experience that you have had. This should include any part-time or temporary jobs or work undertaken on a voluntary basis, particularly if you have not been employed before.Give an  outline  of  your main duties and responsibilities. 
Mention any short courses that you have attended,  including   dates, that are particularly relevant to the job you are applying for.

The 'Why you feel you are suitable for this position' part of the form is called your supporting statement. It is the most important part of the application form.  However If you are interested in the role but are worried that you do not meet all of the essential criteria we would still encourage you to apply, we can look into any training or development needs you may have and discuss this with you”

SECTION 4 – CONVICTIONS/DISQUALIFICATIONS

All applicants are required to complete this section of the application form. Should you fail to do so your application will not be considered..

f your application is successful you will be required to undergo an Enhanced Disclosure check through the Criminal Records Bureau. Any information received from the Bureau will be kept in strict confidence.

Failure to declare any cautions, reprimands, final warnings, convictions or pending prosecutions may disqualify you from appointment or result in a summary dismissal if the discrepancy comes to light at a later date.

SECTION 5 – REFERENCES

You should provide the names and the addresses of two people who know you and who are able to comment on your suitability for the post. One of these should be your current or most recent employer. If you are a school or college leaver, give your head-teacher’s or your tutor’s name. It is always advisable to make sure that your referees know you have used their names before we contact them.

If you have ticked the box on the application form indicating you do not want references taken up prior to interview, we will only contact your referees after you have been interviewed. 

6 - DECLARATION

Finally, when you have completed your application, read through your form carefully, checking for errors or omissions.

Ensure that you read the declaration statement before signing and dating your completed application form. You may find it useful to keep a copy for yourself.

COMPLAINTS

If you have any reason to believe that your application for employment or promotion with Generate has not been fairly considered, and that there may have been direct or indirect discrimination on the ground of race, marital status or sex, etc, you are asked to write promptly to the CEO.
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