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	Dates From/To
	School, College, University, etc.
	Qualifications Gained inc. Grades

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	









	Date from
	Date to
	Employer Name and Address
	Position Held
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
Please give your reasons for applying.  Explain how your experience, skills and training are relevant to the post for which you are applying, make close reference to the Person Specification and provide any additional information which you feel is relevant to your application i.e. any experience gained through voluntary activities which may be relevant to this job. Continue on a separate sheet if necessary – up to a maximum of 1 additional A4 sheet.









     

PART 2: This will not be forwarded to selection panel for shortlisting        
	PART 2 – PERSONAL DETAILS



	First Name: 
	
	Surname: 
	 
	Title: 
	

	Address: 
	

	Postcode: 
	
	Email: 
	

	Home phone: 
	
	Mobile: 
	
	Work: 
	

	
	
	
	
	(If we may contact you at work)



	Post applied for:
	
	Ref Number:
	

	Where did you see this vacancy advertised?
	
	If you have been referred by a current employee please include their name here:
	

	
	

	Are there any restrictions regarding your employment? (If yes, please give details e.g. do you require a work permit)




	Rehabilitation of Offenders Act 1974



If you are applying for a post connected with the provision of support services to adults PLEASE NOTE that, because of the nature of work, such employment is exempt from the provisions of Sections 4 (2) of the Rehabilitation of Offenders Act 1974, by virtue of the Rehabilitation of Offenders Act (Exemption) Act 1975.

Applicants are therefore not entitled to withhold information relating to convictions, reprimands, cautions or warnings which for other purposes are “spent” under the provisions of the Act. Any failure to disclose such convictions and, of course, any other convictions, could, if the applicant is given employment, result in dismissal or disciplinary action. Further information about the disclosure scheme can be found at www.disclosures.co.uk
	Do you    Do you have a criminal conviction, spent or otherwise?

	YES
	
	
	NO
	


You will only be asked to provide details of disclosures if successful at interview and only relevant information will be taken into account, all information received will be kept strictly private & confidential. 

	FUTURE VACANCIES WITH IMAGINE


	In the event that your application is shortlisted but subsequently unsuccessful, Imagine would like to retain your contact details on file for a maximum of 6 months for the purpose of notifying you of any future vacancies.
I agree 

do not agree

    to Imagine retaining my contact details for this purpose.

Please notify me of any vacancies via

my email 
       or home address



Equalities & Diversity Information

We value and celebrate diversity and inclusion at Imagine, and ensure that we deliver equality of opportunity in our recruitment and selection practices.  Therefore, all recruitment decisions are made in relation to the requirement of the post and the competence of the candidate to meet those requirements.  Other than where the job specification requires and the law allows, our decisions will not be influenced by any consideration of race or ethnicity, religion or belief, age, sex, sexual orientation, disability including mental ill health, gender re-assignment, pregnancy or maternity, marriage or civil partnership. We aim to eliminate possibilities of bias when considering applications. 
In order to enable us to regularly monitor and assess whether equality of opportunity is being achieved, we ask you to complete this form which will be separated from your job application and will be used for statistical monitoring purposes only. 

Your responses will not be made known to any of the selection panel and will be kept separately from your application. 

Thank you for your co-operation. 

(This information will be held on computer and will be subject to the provisions of the Data Protection Act 1998)

Age: What age group do you fall within? 
    









Nationality:










                                                           
	16 - 24
	   
	25 -29
	
	30 - 34
	
	35 - 39
	
	40 - 44
	
	45 - 49
	

	50 - 54
	
	55 - 59
	
	60 - 64
	
	65+
	
	Prefer not to say
	


Gender/sex: What is your gender?

[  ] Man 

             [  ] Other
 
 
                     Is your gender now the same as the one you were assigned at birth?

[  ] Woman 


  [  ] Prefer not to say 

              [  ] Yes                         [  ] No                 [  ] Prefer not to say  

Ethnicity: How would you describe your ethnic origins: (please TICK one only)

[  ] White British


[  ] White Irish


[  ] White European


     [  ] White other

[  ] White &Black Caribbean

[  ] White & Black African
           [  ] White &Asian


     [  ] Other Mixed background

[  ] Asian/Asian British: Indian
[  ] Asian/Asian British: Pakistani
[  ] Asian/Asian British: Bangladeshi  [  ] Asian/Asian British: Chinese
[  ] Asian/Asian British: Any other Asian Background


[  ] Black/Black British: Caribbean
     [  ] Black/Black British African
[  ] Black/Black British: any other Black background 


[  ] Arab



     [  ] Other ethnic group 

[  ] Prefer not to say
              
[  ] If other, please say 

Sexual Orientation: How would you describe your sexual orientation?
[  ] Bisexual       
[  ] Gay woman
[  ] Gay man

[  ] Heterosexual/straight
      
[  ] Prefer not to say

Religion: What is your religion/belief?
[  ] Baha’i

[  ] Buddhist

[  ] Christian

[  ] Hindu

[  ] Jain
[  ] Jewish
            [  ] Muslim

[  ] Sikh
    

[  ] Tao
           [  ] No religion/belief [  ] Prefer not to say
[  ] Other

Marriage/Civil Partnership Status: Are you:
[  ] Single 

[  ] Married

[  ] In a civil Partnership
 [  ] Divorced


[  ] Widowed

[  ] Prefer not to say

Carer: Are you a carer i.e. for an elderly family member/friend or someone with a disability?
[  ] Yes

[  ] No

Disability: Do you consider yourself to be disabled? 
(NB: This information is needed so that all applicants who have a disability and meet the minimum criteria for this position can be offered an interview)

[  ] YES
 (see below) If yes, please indicate the nature of your disability
[  ] NO


[  ] Prefer not to say 

	Hearing impairment
	
	Mental ill health
	 
	Visual impairment
	
	Mobility
	
	Learning difficulties
	
	Speech impairment
	

	Progressive condition
	
	Manual dexterity
	
	Facial disfigurement
	
	Other
	
	Prefer not to say
	
	
	


	DECLARATION

	1. I am/am not* related (legally or in common law) to any employee, volunteer, service user of Imagine or board member. *Please delete as appropriate and note that a positive response will not necessarily prevent you from being employed by Imagine. Full details of our Personal Relationships Policy is available on request.

2. I acknowledge that an appointment, if offered will be subject to satisfactory medical clearance/references/compliance with the Asylum & Immigration Act and police clearance where applicable.

3. I declare that the information given on the form is correct and understand that any misleading statements or deliberate omissions will result in dismissal if they subsequently come to light.

4. I acknowledge that any information submitted in pursuit of my application may be held on computer and therefore falls within the provisions of the Data Protection Act.

Signature _______________________________________________                             Date: ______________________________



CHECKLIST
· Have you completed all sections in part 1 of the Employment Form and added your initials at the top of each page?
· Have you completed Personal & Equalities details in the part 2 of the form? (the shortlisting/interview panel will not see this part)
· Have you signed the declaration?
Thank you for providing this information. Please ensure that you have completed all sections and return the form to the email address/postal address stated in the vacancy advertisement.
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PART 1: This will be forwarded to selection panel for shortlisting





APPLICATION DETAILS





Position applied for: �
�
�



If appointed when could you start work?�
�
�
									


For equality reasons please add your initials only here and then add your full name, address and contact details in part 2 of this form�
�
�



If offered this post will you continue to work in any other capacity? (If yes, please give details e.g. other part time work, self-employment)








�
�
If shortlisted for an interview do you have any support needs? (if yes please give details)











�
�
TRAINING - Please list any training you have received which did not lead to a qualification but which you feel are relevant to the post for which you are applying. Continue on a separate sheet if necessary�
�

































�
�









    


Employment 


Application Form








Imagine


Registered Charity No1010203





  





For Admin only candidate no:





JOB REFERENCE: 





Page 2 - ADD YOUR INITIALS: 





EDUCATION DETAILS - from Secondary Education.  Include academic, vocational and professional qualifications











Guidance Notes for completing the Application Form





In accordance with our Equality and Diversity Policy it is our aim to appoint the best candidate for every vacancy in the organisation. To do this fairly, we need all applicants to provide relevant information about themselves.





Please complete all sections of the application form. If any section does not apply to you, enter N/A (not applicable).





In the “Supporting Information” section of the form draw particular attention to experience, skills, achievements and knowledge gained in past employment or other activities which are relevant to the job. 





Write in a concise, well organised and positive way





give examples of how you meet the criteria on the Person specification





X   Please do not repeat your career


     history use only relevant criteria.       





CVs will not be accepted under any circumstances





PAGE 3 - ADD YOUR INITIALS: 





PRESENT EMPLOYMENT                           





Job Title:�
�
Date Commenced:�
�
�






Employers Name and Address:














Current Salary:�
�
�
Reason for Leaving:�
�
�






Main duties and responsibilities of your present/most recent job:








PREVIOUS EMPLOYMENT - Most recent employer first (Please account for any gaps in employment and give the reasons why)








PAGE 4 - ADD YOUR INITIALS: 





SUPPORTING INFORMATION





PAGE 5 - ADD YOUR INITIALS: 








REFERENCES


Please give the names and addresses of at least two referees, one of whom must be your present or most recent employer. Please provide references to cover the most recent two years of employment / study. 


If you have not had any previous employment the name of a tutor is acceptable; however, relatives will not be accepted. 


References for shortlisted applicants may be taken up prior to an interview.





Reference 2


Name:�
�
�
Address:�
�
�
�
�
�
Postcode:�
�
�
Capacity in which known to you:�
�
�
Email:�
�
�
Telephone No:�
�
�
Fax No:�
�
�



May we contact referee prior to interview?�
Yes�
�
No�
�
�






Reference 1 


Name:�
�
�
Address:�
�
�
�
�
�
Postcode:�
�
�
Capacity in which known to you:�
�
�
Email:�
�
�
Telephone No:�
�
�
Fax No:�
�
�



May we contact referee prior to interview?�
Yes�
�
No�
�
�






For Admin only candidate no:


























