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JOB APPLICATION

Please complete using black ink or type
PRIVATE & CONFIDENTIAL








Post applied for:  
Location: 
Where did you see the post advertised?: 
PERSONAL DETAILS

Name: 
Address : 
Day time Telephone Number:  
Home Telephone Number

Mobile Telephone Number
 
E-mail Address 
National Insurance No: 

(required for CRB check should you be successful) 

Disability Discrimination Act 1995

The Disability Discrimination Act 1995 defines a disabled person as “anyone who has or has had a physical or mental impairment, which has a substantial and long term adverse affect on their ability to carry out normal day  to day activities”. Do you consider yourself to meet this definition?

	


EMPLOYMENT HISTORY








Please give details of your full employment history in chronological order starting with your current or most recent position.  Pleases continue on a separate sheet if necessary.

Current/last position held

	Date from/To 
	Employer Details
	Position Held
	Main Duties

	
	
	
	


Current/Last Salary: 




Additional Benefits: 
Previous Positions please provide details of any gaps in employment
	Date From/To
	Employer Details
	Position Held & 
Main Duties
	Reason for Leaving

	
	
	
	

	
	
	
	


Please continue on a separate sheet if necessary.
May we contact you at work?

Yes

No
EDUCATION










Secondary Education
	Date From/To
	School/College
	Subject Studied
	Level
	Examination Results

	
	
	
	
	


Further Education and Training
	Date From/To
	Place of Study
	Subject Studied
	Level
	Examination Results

	
	
	
	
	


CONTINUING PERSONAL DEVELOPMENT

Please detail any other relevant training/development, which you feel is specifically relevant to the post you are applying for.  You may include training received outside of the workplace.

	Date
	Detail

	
	


INTEREST/ ACTIVITIES AND HOBBIES








Please provide details of your General Interests/Hobbies
	


EXPERIENCE AND ADDITIONAL INFORMATION
Please tell us how you meet each of the criteria listed on the person specification for this post. You can include information from both inside and outside paid work as transferable skills are taken into consideration. The information you provide will be the basis for shortlisting.

	Experience
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MISCELLANEOUS

REFERENCES

This offer is subject to receipt of two satisfactory references.
CRIMINAL RECORDS BUREAU


The post for which you are applying is subject to an Enhanced Disclosure check by the Criminal Records Bureau.

Torfaen Mind, fully complies with the CRB Code of Practice in respect of the fair use of Disclosure information.  A copy of the Code of Practice is available from the Human Resources Section Please call 01495 768835 to request a copy.

Having a criminal record does not necessarily exclude you from applying to, or working for Torfaen Mind.  We look at each case on an individual basis.  All we ask is that you are honest in the information you supply regarding convictions.  A copy of our policy on the recruitment of ex-offenders is available from our Human Resources Section please call 101495 768835 to request a copy.





STATEMENT












I confirm that to the best of my knowledge the information given on this form is accurate.  I understand that if it is subsequently discovered that any statement is false or misleading, Torfaen Mind has the right to terminate my employment.
Signature of applicant: -----------------------------------Date: -----------------------------------

     On completion please return to
Torfaen Mind

24 George Street
Pontypool

Torfaen
NP4 6BY
Bernie.davies@torfaenmind.co.uk
19a 

GUIDANCE NOTES ON COMPLETING YOUR APPLICATION FORM
The decision to invite you for interview is based entirely on what you include on the application form.  It is therefore essential that you address each of the criteria on the person specification and evidence in your application how you are able to meet each of theses criteria.

You should read through all the information that you receive carefully.  The Job Description outlines the duties of the post and the Person Specification state the skills, experience and qualifications we think a candidate needs to be able to do the job.

You must use our standard application form, curriculum vitae will NOT be considered.  Applications must be completed in black ink/type.

Post applied for

This is the title of the job for which you are applying.
Personal Details
This is basic information about you so that we can 

contact you easily.  If you do not want to be contacted at work, please indicate this on the form.
Education

Training/Qualifications
Give us details of your education, qualifications and 





training starting with secondary schooling, giving details of 

the schools, colleges and evening classes you have attended.

Courses Attended not
Tell us about the qualifications you obtained and 

Leading to a 

any training programmes or short courses you have
Recognised qualification
completed or that you are undertaking at present.  You can

include classes or courses you intend to take in the near future.
Membership of

Give details of any professional bodies of which you are a 
Professional Bodies
member, including the membership grade and date of gaining membership.
Section B:

This section will be detached and will not be seen by the selection panel.  It will only be used where the selection panel has decided to make an offer of employment.

Referees

Please give the names, emails and postal addresses of two referees, who should not be related to you, one of whom should be your present or most recent employer or supervisor (where applicable). Referees will not be taken up until an offer of employment has been made.

	(a) Employer/supervisor

_________________________________________________________________________________________________________________________________________________________________________________________

Contact tel no._________________________

Email address ​​________________________

Occupation____________________________
	(b)

_________________________________________________________________________________________________________________________________________________________________________________________

Contact tel no._________________________ 

Email address ________________________

Occupation____________________________


Criminal convictions
Torfaen Mind, fully complies with the CRB Code of Practice in respect of the fair use of Disclosure information.  A copy of the Code of Practice is available from the Human Resources Section Please call 01495 768835 to request a copy.

Having a criminal record does not necessarily exclude you from applying to, or working for Torfaen Mind.  We look at each case on an individual basis.  All we ask is that you are honest in the information you supply regarding convictions. 






Have you ever been convicted of a criminal offence?
(  Yes    ( No

If your answer was yes, please give details of date(s) of offences(s), nature of offence(s) and sentence(s) passed:

	


NB: Offences that would be deemed as spent under the Rehabilitation of Offenders Act 1974 need not be declared.

Section C: 

Equal opportunities monitoring – this section will be detached and will not be seen by the selection panel. 

Torfaen Mind is an equal opportunities employer. The following information will be treated confidentially and will assist in monitoring Torfaen Mind’s Equal Opportunities policy. Your application will not be affected by the information provided in this section.

For more information please refer to the guidance notes and Torfaen Mind’s Equal Opportunities in Employment statement enclosed in your application pack.

To be completed by the applicant:

1.
Application for the post of (insert job title)__________________________________________

2.
Please state where you saw the post advertised/ or how you found out about the vacancy


__________________________________________________________________________

3.       Please state the notice period you would be required to give your current employer __________________________________________________________________________

4. Ethnic origin (please tick/specify): These categories reflect the guidelines provided by the              Commission for Racial Equality.

	White
	Black

	
	British
	
	Caribbean

	
	Irish
	
	African

	
	Any other White background
	
	Any other Black background

	Asian or British Asian
	Mixed

	
	Indian
	
	White & Black Caribbean

	
	Pakistani
	
	White & Black African

	
	Bangladeshi
	
	White & Asian

	
	Any other Asian background
	
	Any other mixed background

	Chinese or other Chinese 

	Other ethnic origin

	
	Chinese
	Please specify

	
	Any other Chinese background
	


If you selected any of the “other” categories, please specify how you would further describe your ethnic origin___________________________________________________________

5.
Gender:
 

	
	Male

	
	Female

	
	Transgender


6.       Please state your:
Date of Birth:______________
Age:____ 

7.
How would you describe your sexuality?

	

	Bisexual
	
	Heterosexual

	
	Gay
	
	Lesbian


8. How would you describe your religion or belief? (e.g. Buddhist, Christian, Hindu, Jewish,                  Muslim, Sikh, agnostic, none, other, prefer not to say)

_______________________________________________________________________

Experience of mental distress (see guidance notes)

9. Would you describe yourself as someone who is experiencing or has experienced mental distress? 

	
	Yes

	
	No


10. Would you describe yourself as someone who is using or has used mental health services?

	
	Yes

	
	No


11. If you have answered yes to questions 9 or 10, please say how Torfaen Mind can support you in your employment.

A member of the HR team will contact you in confidence to discuss any comments you make here.

Disability: (see guidance notes)

12. Do you consider yourself to be disabled? 

	
	Yes

	
	No



If yes please specify_____________________________________

13. Do you require any reasonable adjustments to the selection process, including the interview? (For example physical access, communication support, personal support)

________________________________________________________________________

14. If you were appointed to this post, would you require any reasonable adjustments to your job or working arrangements?

A member of the HR team will contact you in confidence to discuss any adjustments you identify.

      15. Please state whether you require a work permit to gain employment in the UK:

	
	Yes

	
	No


         If applicable, please state what date your current work permit expires ____________________

Please ensure this section is returned with your application form. Thank you.
Continuation sheet:
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