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Date as postmark

Dear Sir/Madam

APPLICATION FOR EMPLOYMENT 

Further to your enquiry I enclose an Application Form for you to complete.  If you require any assistance with the completion of this Application Form, please contact Human Resources.

In connection with your application, I would ask you to note the following points:-

RECEIPT OF APPLICATION

As a result of the number of applications now being received, receipt of your Application Form will not be acknowledged unless you enclose a stamped addressed envelope.

If you are not contacted within four weeks of the closing date, you may assume that you have not been shortlisted for interview.

DATA PROTECTION
This information will be held for the purpose of recruitment to the post for which you have applied.  

For successful candidates, the application will be placed on a personal file and used for the purpose of dealing with matters relating to their employment with Newark and Sherwood Homes.  Information may be disclosed to relevant managers and Human Resources. Unsuccessful applications will be held for a period not exceeding 12 months. All information held will be processed in accordance with the Data Protection Act 1998.

EQUAL OPPORTUNITIES POLICY
Newark and Sherwood Homes has adopted an Equal Opportunities Policy which means that applications are invited from candidates regardless of age, race, ethnic origin, religion or belief, sexual orientation, nationality disability, marital status or gender or other conditions or requirements which cannot be shown to be justifiable.  An Equal Opportunities Monitoring Form is enclosed for this purpose, which must be completed and returned.  If you have a disability which you will require assistance with, please give details and if you are invited to attend for interview a member of Human Resources will contact you to discuss any special arrangements you may need.

Please be aware that in line with Commitment 1 of the Positive about Disabled People symbol, Newark and Sherwood Homes will interview all disabled applicants who meet the essential criteria for a vacancy.


ASYLUM AND IMMIGRATION ACT 2004
Under the Asylum and Immigration Act 2004, it is a criminal offence to employ a person who is subject to immigration control unless that person has current and valid permission to be in the United Kingdom and that permission does not prevent him or her from taking up employment, or the person comes into a category where such employment is otherwise allowed.

For this reason, if you are shortlisted for interview, you will be required to produce original documentation, which will be explained to you by the lead officer of the appointment. 

DISCLOSURE OF CRIMINAL RECORDS

If you are shortlisted for this position, you will be sent a form asking about previous criminal convictions.  This should be returned in an envelope marked private and confidential to the lead Officer of the appointment before your interview.  If there is insufficient time, you may take it to the interview and give it to the lead Officer of the appointment.  Newark and Sherwood Homes ask for this information to assess any job related risks.

COMPLETING YOUR APPLICATION

When completing your application form it is essential for you to demonstrate how you meet the criteria listed within the Job description and person specification. We are not able to make any assumptions based on the information provided within the application form therefore it is essential that clear and detailed information is provided to explain any points made. 

For posts in which qualifications are required please clarify whether the qualification is equivalent to the required qualification as stated in the person specification. For example, if you have an NVQ which is equivalent to a degree please state its equivalence.

Thank you for the interest you have shown.

Yours sincerely
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Rebecca Rance

Chief Executive
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	Please contact Human Resources if you require any assistance with the completion of this form. 

PLEASE RETURN THIS FORM TO: HUMAN RESOURCES, NEWARK AND SHERWOOD HOMES,

 KELHAM HALL, KELHAM, NEWARK, NG23 5QX.
	
	EMPLOYMENT

	
	Application forms will not be considered unless all sections have been completed as requested. 

A Curriculum Vitae will only be accepted in addition to a fully completed application form. 

Canvassing, either directly or indirectly, will automatically disqualify a candidate from appointment.

NB. In accordance with Section 8 of the Asylum and Immigration Act 1996, an offer of employment 

will only be confirmed upon receipt of original documentation relating to your identity.

This information will be held for the purpose of recruitment to the post for which you have applied.  All information held will be processed in accordance with the Data Protection Act 1998.

Please complete in black ink or type

Post applied for:



Hours of post:
 

Closing Date:


Please state how you became aware of this vacancy:
	

	
	
	

	
	Surname:                                               Initials:

Home Address:                                                                                    Home Tel. No.                            

                                                                                                             Work Tel. No.                        

                                                                                                   May we contact you at work?   YES/NO
	

	
	
	

	
	NEWARK AND SHERWOOD HOMES IS COMMITTED TO A POLICY OF EQUAL OPPORTUNITY IN EMPLOYMENT

Newark and Sherwood Homes welcomes applications from all sections of the Community irrespective of race, ethnic origin, religion, sexual orientation, disability or gender.


	

	
	Please complete this section only if it is a requirement of the post as detailed in the person specification.

Do you hold a current full driving licence? YES/NO.  Do you have use of a car for work? YES/NO

Please give details of any endorsements/penalty points on driving licence.



	
	Employment
	

	Name and Address of Employer:

Nature of Business:
	
	

	
	Present (or most recent) Post:

From:



To:

Salary:



Period of notice:

Reason for wishing to leave:



	Please attach a separate sheet of your current, or your last, job description outlining your main duties and responsibilities.

	
	Previous Employment
	

	
	
	

	Past Employer(s) (most recent first)


	Post Held/ Main responsibilities
	From


	To
	Reason for Leaving

	
	Education
	

	
	
	
	
	

	Secondary Education

School/Institution


	Qualification, Subject and Grade
	Year


	Further Education

College/University


	
	

	Professional Education

Training School/Body


	
	

	Other relevant courses attended


	
	


	To be completed only if a requirement of the post on the person specification.

Professional Bodies, Registration numbers and dates:

Renewal date, if applicable:

	
	References
	

	
	
	

	Please give the name and designation/job title, address and telephone number of two people who have agreed to supply references.  They should not be related to you and should include your present or most recent employer and any previous employers in the last 18 months.

	Name 


Job Title 


Address 


Tel No. 

	Name 


Job Title 


Address 


Tel No. 


	References will only be requested for successful candidates selected for interview

	Do you object to your present employer being approached prior to interview?  YES/NO.
	If you are known to either referee under a different name, please specify:




	
	Other Information
	

	
	
	

	Please add any further information that may support your application, e.g. relevant past experience, skills learned in work or in home management, leisure activities and special interests. Please ensure that you make reference to the requirements of the person specification in this section. You must include information on driving licence, languages or membership of professional bodies if these are a requirement of the post. Failure to provide information which demonstrates that you meet the essential criteria detailed in the person specification will prevent you from being short-listed. Please give your reasons for making this application.  (Continue on a separate page if necessary.)



Are you related to anyone in Newark and Sherwood Homes, either a member of staff or a Director of the Board? 

If YES, please specify:

I certify to the best of my knowledge the information I have given above is true and complete.  I understand that any false information given on this form may render an offer of employment 

invalid and lead to termination of employment.  I also understand that appointment may 

be subject to satisfactory medical examination.                                    

Signature: __________________________________Date: ________

Equal Opportunities Monitoring

Newark and Sherwood Homes actively seeks to achieve equality of opportunity and embraces the diversity of staff, residents and its communities.  We believe that no person should be disadvantaged or discriminated against on the basis of their age, disability, gender, marital status, race, religion or belief, or sexual orientation.  In order to achieve this, the following information will be treated in the strictest confidence and will be used for monitoring purposes only.
Forename(s):





Surname:
Job Applied For:




Section:
Please tick each section

1. Gender 
Female    FORMCHECKBOX 

    Male       FORMCHECKBOX 

Transgender
        FORMCHECKBOX 


2. Age



Years

3. Marital Status
Single




 FORMCHECKBOX 

Married/Civil Partnership

 FORMCHECKBOX 

Separated



 FORMCHECKBOX 

Divorced



 FORMCHECKBOX 

Living with Partner


 FORMCHECKBOX 

Widowed



 FORMCHECKBOX 

4. 
Ethnicity 

1. White




   3. Asian

   British



 FORMCHECKBOX 

      Indian





 FORMCHECKBOX 

   Irish 



 FORMCHECKBOX 

      Pakistani




 FORMCHECKBOX 

   White Other (please state)
 FORMCHECKBOX 

      Bangladeshi




 FORMCHECKBOX 

   





      Asian Other (please state)

           FORMCHECKBOX 

......................................

      

      .....................................


    


2. Mixed




       4. Black
    White and Black Caribbean
 FORMCHECKBOX 

       Caribbean




 FORMCHECKBOX 

    White and Black African
 FORMCHECKBOX 

       African



         

 FORMCHECKBOX 

    White and Asian


 FORMCHECKBOX 

       Black Other (please state) 


 FORMCHECKBOX 

    Mixed Other (please state)
 FORMCHECKBOX 

       

     .....................................

             .....................................

5. Chinese and other ethnic group
    Chinese



     

 FORMCHECKBOX 

    Gypsy/Traveller




 FORMCHECKBOX 

    Other Ethnic Group (please state)

 FORMCHECKBOX 

    ......................................

     Prefer not to say



 FORMCHECKBOX 

5. Nationality 
UK national resident in UK
 FORMCHECKBOX 

Slovenia




 FORMCHECKBOX 

UK national returning from
 FORMCHECKBOX 

Slovakia 




 FORMCHECKBOX 

residence overseas



Bulgaria




 FORMCHECKBOX 

Czech Republic


 FORMCHECKBOX 

Romania




 FORMCHECKBOX 

Estonia



 FORMCHECKBOX 

Other European



 FORMCHECKBOX 

Hungary



 FORMCHECKBOX 

Economic Area (EEA)

Latvia




 FORMCHECKBOX 

Any Other Country



 FORMCHECKBOX 

Lithuania



 FORMCHECKBOX 


Poland



 FORMCHECKBOX 

Prefer not to say



 FORMCHECKBOX 

6. Religion or Belief 
Christian



 FORMCHECKBOX 

Buddhist




 FORMCHECKBOX 

Sikh




 FORMCHECKBOX 

Hindu





 FORMCHECKBOX 

Jewish



 FORMCHECKBOX 

Muslim




 FORMCHECKBOX 



Other (Please State) 

 FORMCHECKBOX 

No Religion or Belief

 FORMCHECKBOX 

Prefer not to say



 FORMCHECKBOX 

7. Disability 
Do you consider yourself to have a disability?
  

Yes      



 FORMCHECKBOX 


No 
  



 FORMCHECKBOX 

8. Sexual Orientation 
Bisexual



 FORMCHECKBOX 

Heterosexual (Straight) 


 FORMCHECKBOX 

Gay Man



 FORMCHECKBOX 

Other





 FORMCHECKBOX 

Lesbian



 FORMCHECKBOX 

Prefer not to say



 FORMCHECKBOX 

APPLICATION FOR EMPLOYMENT
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