‘enabling people across the autism spectrum to enjoy rewarding and fulfilling lives’
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JOB APPLICATION FORM
If you require this application form in larger type or an alternative format, please contact the HR Department.
Please complete this form accurately, giving as many details as appropriate in regard to your skills and experience relating to this job application.  Shortlisting will be based on the information gathered from the form, read in conjunction with the person specification.  You will be advised of the outcome of your application in writing.

Please ensure the finished form is printed out, signed dated and returned by the closing date to the address given on the last page.  If you would like to complete this application form electronically, please contact the HR Department.
Please complete the form in black ink and BLOCK CAPITALS.
	POSITION APPLIED FOR:


	Job Title:   


	How were you made aware of the post that you are applying for:


	1.     APPLICANT’S DETAILS


	Title:
	Surname:
	First name/s:

	
	
	


	Home address:

	

	POST CODE:  

	National Insurance No: _  __  __  __  __  __  __  __  __


	Contact details:

	Home No (incl. STD code):

	Mobile No (where possible):

	Email address (where possible): 


	Do you hold a current driving licence?
	Yes/No


	Are there any restrictions regarding your employment?

e.g. do you require a Work Permit?
	Yes*/No

*If you answer Yes please supply details on a separate sheet of paper.


ALL SUCCESSFUL CANDIDATES MUST PROVIDE EVIDENCE OF ANY IMMIGRATION STATUS AND THEIR ELIGIBILITY TO WORK IN THE UK, AS REQUIRED BY THE BRITISH ASYLUM AND IMMIGRATION ACT 1996.

	What is the required notice from your current employer?




Are you related to any member of ESPA Staff, Trustees or People we Support.  If yes please provide details.

……………………………………………………………………………………………………………………………………………….

Membership of Reserve Armed Forces or Elected Government Positions
Please state any involvement that you have in the Reserved Armed Forces or Elected Government positions or School Governors etc. that you may require time away from employment with ESPA.

Applicants who declare any involvement will not be penalised for their commitments.

……………………………………………………………………………………………………………………………………
	2.    EMPLOYMENT RECORD


Please start with your most recent employment, list ALL jobs and give reasons for any gaps in your employment history.  Continue on a separate sheet if necessary.  Briefly describe the main duties and responsibilities of your post.  If you wish to expand on specific areas of responsibility, please do so in Section 5: Experience/skills. 

	1.  Current/most recent employer/organisation

	Name:

	Address:

	Job Title:                                                                          From:                                       To:               

	Brief description of duties:

	Reason for leaving/changing/or any gap in employment


	2. Employer/organisation

	Name:

	Address:

	Job Title:                                                                           From:                                     To:

	Brief description of duties:                                              

	Reason for leaving/changing/or any gap in employment


	3. Employer/organisation

	Name:

	Address:

	Job Title:                                                                           From:                                      To:

	Brief description of duties:

	Reason for leaving/changing/or any gap in employment


	4. Employer/organisation

	Name:

	Address:

	Job Title:                                                                           From:                                      To:

	Brief description of duties:

	Reason for leaving/changing/or any gap in employment


	3.    EDUCATION


Please tell us about your education and any qualifications which you feel are relevant to the post.  Include relevant courses which you are currently undertaking.  Please start with the most recent.

	Name of school/ college/university/ training body
	Subject studied
	Qualification/Level

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	4.    TRAINING


Please list any training you have received or courses which did not lead to a qualification but which you feel are relevant to the advertised post. The date required for any Training Course is to ascertain validity i.e. First Aid, whether it is due for renewal.
	Training Course
	Date

	
	

	
	

	
	

	
	

	
	

	
	


	5.    EXPERIENCE/SKILLS


This section is for you to give specific information in support of your application.

Please set the information out on a maximum of three sides of A4 paper.

After reading the Job Description and Person Specification, carefully consider to what extent you have gained the skills and experience necessary for the post.  Your experience need not have been gained in paid employment and may include special interests relevant to the post.  It is important that you provide evidence of your achievements by giving examples to support your application.  You may wish to use the headings in the person specification in order to set the information out clearly.
	Continue on another sheet if necessary.


	6.    REFERENCES


Please give the name, address and position/occupation of three referees.  The first must be your present or most recent employer, the second must be the previous employer and the third person must have known you for three years or more (not a relative).

References will only be taken up for the shortlisted candidate.

	1  Name:

	    Position:

	    Organisation:

	    Address:

	    Tel:


	2.  Name:

	     Position:

	     Organisation:

	     Address:

	     Tel:


	3.  Name:

	     Position:

	     Organisation:

	     Address:

	     Tel:


	7.    DECLARATION AND SIGNATURE


If this form is being sent electronically, please mark the ‘signed’ line with an ‘x’ to indicate that the information provided is correct.  Any applicant who does this will also be asked to sign a copy of the form if they are invited to interview.

	I have completed this application form myself                                        Yes/No 

The information supplied in this application form is accurate to the best of my knowledge.
-------------------------------------------------                                                       -----------------------------------
Signed                                                                                                      Date


Data Protection Act 1998
The use of information provided on this form will comply with the requirements of the above Act.  By signing and returning this application form you consent to ESPA Ltd using and keeping information about you or provided by you – or third parties such as referees – relating to your application or future employment.  This information will be used solely in the recruitment process and will be retained for six months from the date on which you are informed whether you have been invited to interview, or six months from the date of interview.  Such information may include details relating to ethnic monitoring and disability: these will be used solely for internal monitoring and will not be disclosed to any third party.

Thank you for completing the application form.
Please send your completed form together with your completed Equality of Opportunity Questionnaire to:  ESPA Ltd, HR Department, North House, Ferryboat Lane, Sunderland, SR5 3RL.
	OTHER INFORMATION

This form will be separated from your application form and only relevant information will be communicated to the panel at the appropriate time, for example interview needs.


	Disability Discrimination Act 1995

	Do you have any specific requirements to enable you to attend the interview?     Yes/No
ESPA welcomes applications from people with disabilities.  Any applicant with a disability who meets the essential criteria for the post can request a guaranteed interview as part of a scheme to encourage people with disabilities to apply for posts.  Details are enclosed with each application pack.



	Rehabilitation of Offenders Act 1974 

	Please note: If the post you have applied for meets the exemption requirements under this Act, all applicants who are offered employment will be subject to a criminal record check before the appointment is confirmed.  This will include all spent convictions, cautions, reprimands or warnings. 

All ESPA staff are required by law to have a criminal record check carried out via the Disclosure and Barring Service (DBS) and Independent Safeguarding Authority (ISA) Adult and Children Barred Lists.  Among other things this will reveal any recorded convictions.  The exemption from disclosure provided by the Rehabilitation of Offenders Act 1974 does not apply in these circumstances.

Please tick this box if you wish to declare any convictions, cautions, reprimands or final warnings.
                        □

Please then provide details on a separate sheet in a sealed envelope, clearly marking your name on the front of the envelope.

NB The fact of you having one or more convictions or cautions will not necessarily disqualify you from the employment, but failure to disclose usually will.
All information will be dealt with in the strictest confidence.


	    DECLARATION AND SIGNATURE

	I declare that the information provided above is true and accurate.  I give my consent to my referees being contacted as indicated and for details of any sickness absence over the last 2 years to be obtained.

----------------------------------------------                                          ----------------------------------------------
Signature                                                                                  Date
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Equality of Opportunity Questionnaire

ESPA is committed to equality and all applications will be considered on merit.

ESPA aims to ensure equal access and equal opportunities for all, irrespective of gender, marital status, ethnic origin, religion, disability, sexual orientation or age.

In order to assist ESPA in monitoring its Equal Opportunities Policy, you are asked to complete this form which will be separated from your application form before it is seen by the selection panel.

This information will be held on computer files for the purposes of monitoring the operation of the Equal Opportunities Policy and is subject to the provisions of the Data Protection Act.

*Please note that you are not obliged to provide all of the information, only what you are comfortable sharing.

	POSITION APPLIED FOR:

	Job title:  

	Surname: 
	First Names:  

	Female/Male(please delete as applicable)
	Date of birth:  

	Marital Status:

□Married □Civil Partnership □Single

*includes widowed or divorced 
	Religious Belief/Faith if any?

Sexual Orientation:


	1.      ETHNIC MONITORING

	Which group do you most identify with?  Please tick only ONE box.

	A. White

	British – will include:  English        Scottish  □      Welsh  □       Irish  □             Northern Irish  □              

	Gypsy or Irish Traveller  □              Any other White background   □  – please write in

	B. Mixed

	White and Black Caribbean  □      White and Black African  □      White and Asian  □      
                         Any other mixed/multiple ethnic background – please write in

	C. Asian, Asian British, Asian English, Asian Scottish, Asian Welsh

	Indian  □      Pakistani  □      Bangladeshi  □      Chinese  □
                         Any other Asian background - please write in

	D. Black, Black British, Black English, Black Scottish, Black Welsh

	Caribbean  □      African  □

                        Any other Black/African/Caribbean background – please write in

	E. Other Ethnic group 

	Arab  □         

	Any other ethnic group   □       Not known/not provided   □      


	2.      DISABILITY MONITORING

	Do you have a Disability which may be relevant to your job application?

Yes  □      No □  (please tick the appropriate box)


Thank you for completing the form.  Please return it – together with your completed application form – to the address on the application form.
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