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First Steps (Bath)
Registered Charity No. 1012690

[bookmark: _GoBack]Helping children and their families to make First Steps towards a better future

Staff Application Form

Post applied for? .......……………………………………………………………………………...………..………
How did you find out about this vacancy? ……………...……........................................................................
Title ………….. First name ………..…………………. Surname …………..…………….………………………
Address ……………………………………………………………….………………………………………………
………………………………………………………………………………………. Postcode ….…………………
Telephone number: Day ……………………………………. Evening ….………………………………..………
Email address …..……………………………………………………………………………………………………
National Insurance number ..…………………………………………….…………………………………………                                                                                                                                                                               
Education and qualifications
              
	From
(Month/year)
	To
(Month/year)
	Secondary Schools, Colleges or Universities attended
	Qualifications gained and grade/level
	Awarding body

	



















	
	
	
	


Important: Please bring originals of qualifications/certificates with you if invited for interview, together with proof of your identity (passport or driving licence) and address with DBS disclosure.
Current or most recent employment (if applicable)

Employer name………………………………… Address …………………………………………………..…… 
……………………………………………………………………………………. Postcode ……………………..
Post held.………………………………………………………………………… Salary £……………………….

Start date ……………………………….. Reason for leaving ….…….…………….…………………………...

End date (if applicable) …..….………… How much notice do you need to give?.......................................                                       

    
	Brief description of job and main duties











  Previous employment history

	From
(Month/year)
	To
(Month/year)
	Employer 
	Post title and main duties
	Reason for Leaving

	
























	













	
	
	

	If there are any gaps in your employment or education history, please explain them here:





	Have you ever been subject to a disciplinary, please give details





* Please add additional sheets as necessary.

Supporting statement

	Please state below how your skills, knowledge and previous experience (whether paid or unpaid) support your application for this job.  Your application will be assessed against the job description and person specification for the post.

	


















































Continue on a separate sheet if necessary





Name and Address of 2 Referees who can comment on your suitability for this post, one of which should be your current or most recent employer. (Relatives cannot act as referees)

Referees MUST have up to date contact details and be prepared to comment on your suitability for the job in a timely way.  Please contact referees prior to submitting your application to confirm they are willing to do this

1. Name…………………………………………………………….…………………………………

Organisation………………………………………………………………………………………

Address……………………………………………………………………………………………
…………………………………………………………………………………………………….…
Tel No…………………………………...……… Email ...….……………………………………
Capacity in which referee is known to you………………………………………………………


2. Name……………….………………………………………………………………………………

Address………………….…………………………………………………………………………
…………………………………………………………….…………………..……………………
Tel No………………………………………… Email ………………………..………………
Capacity in which referee is known to you……………………………..…………………… 

                                                                                          
References will be taken up verbally and in writing for shortlisted candidates prior to interview. 

If shortlisted for interview, please give any days/dates when you would NOT be available:

………………………………………………………………………………………………………………

Please contact us if you need the application form in an alternative format or if you need any adjustments for the interview.

Do you need a work permit to work in the UK? YES/NO? 
You will be asked to provide evidence of your right to work in the UK if and when invited to interview.








Criminal Record Check 
First Steps (Bath) assesses applicants in the context of our commitment to safeguard and promote the welfare of children - this post is subject to an enhanced Disclosure and Barring Service (DBS) check and is exempt from the Rehabilitation of Offenders Act 1974. 
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 on the Disclosure and Barring Service website.
https://www.gov.uk/government/organisations/disclosure-and-barring-service
Please complete the separate Confidential Self Disclosure Form sent with this pack.
i) Do you hold a current  CRB/DBS Clearance?  YES/NO….  CRB Level:  STANDARD/ENHANCED

	Disclosure No. ………………………………………….. Date of Issue…………......................................

	Registered Body:…………………………………………………………………………………………….....
	
	Have you signed up to the DBS update service? YES/NO

Car Driver

i)	Are you a car driver? YES/NO………  

ii)     Do you have a full, clean driving licence? YES/NO…..……

iii)	Do you have a car that you could use for work?  YES/NO…..……

iv)    Are you insured for Business Use? YES/NO…………………

Declaration

I declare that the information given in this application is true and complete.
I understand that any false statements or omissions may render me liable to dismissal without notice, or in some instances, referral to the police.
	Data protection statement
The information that you provide on this form will be used to process your application for employment. We process this information in line with our GDPR Confidentiality and Data Protection Policy. 
If you succeed in your application for employment, the information will be used in the administration of your employment with us. 
By signing this application form we will be assuming that you agree to the processing of your personal data in accordance with our registration with the Information Commissioner’s Office. 
For unsuccessful applicant’s your application will be kept on record for 6 months and then securely destroyed.
If you would like further information, please read our Confidentiality and Data Protection Policy. 




Signature of applicant…………………………………………..……………Date…………………………………

Please return this application form by the closing date to:

First Steps, (Bath)
Woodhouse Road, Twerton
BATH  BA2 1SY
Tel: 01225 444791    Email: info@firststepsbath.org.uk

This form may be returned by email, but a signed copy must be brought to the interview if you are shortlisted.
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Equalities Monitoring– this page will be detached from the application form prior to sending 

Please help us monitor the effectiveness of our equality policy by providing the following information. This information is confidential and does not affect the selection process.


	Male
	
	Female
	


i) 	Gender:


	Yes
	
	No
	


 ii)  	Do you consider yourself disabled? 	

	If yes, are there any reasonable adjustments that would assist you in enabling you to participate in the selection process for this job or in undertaking the role? 

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

iii) 	Race: please indicate which of the following racial/ethnic groups you belong to:

	
	 White British 
	
	White / Asian
	
	 Any other Asian background

	
	 White Irish 
	
	 Any other mixed background
	
	 Caribbean

	
	 Other White
	
	 Indian
	
	 African

	
	 White / Black Caribbean
	
	 Pakistani
	
	 Any other Black background

	
	 White / Black African
	
	 Bangladeshi
	
	 Chinese




iv)      Sexual Orientation:


	Bisexual
	
	Gay
	
	Heterosexual
	
	Lesbian
	



	Prefer not to say
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