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APPLICATION FORM

Confidential


Sheffield Futures


Star House


43 Division Street


Sheffield


S1 4SL

	For office use only
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Reference No:

Application No:



Closing Date:



Date Received:




Please refer to the Guidance Notes on Page 2

And complete this form in BLACK INK

	PERSONAL DETAILS (BLOCK CAPITALS PLEASE)

	
Mr  (
   Mrs  (     Miss  (          Ms
(

      Other

First Name(s):

Surname:

Address:
Date of Birth:


NI No




Work Tel:


Home Tel:




Mobile:

Post Code:
E-Mail:



	Do you hold a Current Full Driving Licence?

Yes
(

No
(
Are you related to any Employee of the Company?
Yes
(

No
(
If ‘YES’ please give details:





	COMPLETING THE APPLICATION FORM – GUIDANCE NOTES

	Please read these notes carefully before completing your application.



	General Points

· The form should be completed in BLACK INK for photocopying purposes.

· If you decide extra pages are required as part of your application, please put your name and reference number of the job on each page.

· Please read through and complete each section of the application form carefully.

Qualifications and Training
· Include all qualifications and training, which may be part-time as well as full-time, and any specialist knowledge you may have.

· As well as telling us about the exams that you have passed, you should also include information about any relevant courses that you have completed or studying towards.

Employment / Career History
· Provide details, to the nearest month and year, of previous jobs held, and account for any gaps in your employment record.

· Provide a brief description of duties under each job held as well as the organisation you worked for.

Personal Profile
· This section gives you the opportunity to demonstrate why you are suitable for the job.  Refer to the job specification before completing it.

· The job specification outlines the main duties of the job and contains a description of the skills, experiences, qualifications and competencies necessary to carry our these tasks.

· It is essential to relate your experience to the information given in the job specification by giving specific examples.  For example: tell us your personal role rather than what a team did or how you demonstrated a particular skill, rather than simply saying that you have it.

· You may wish to draw on skills developed outside of work, whether home-based or social / community activities.  These might include running a club or voluntary group etc, as well as previous / present employment, study and training.

References

· All references are taken up prior to interview, unless you specify otherwise.


	
	· Please ensure you give a minimum of 2 references, one of which should be an employment reference 


· If you are unemployed, include your last employer, and if you have worked in a voluntary or unpaid capacity e.g. as a member of a management committee, you could include the chair of the committee among your references.

Disclosure of Criminal Records
· Positions within Sheffield Futures are exempted from the rehabilitation of Offenders Act 1974, which means that all convictions, cautions, reprimands and final warnings on your record need to be disclosed.

· Having a criminal record does not automatically prevent you from being considered for a job as we will take into account all the necessary details and their relevance to the job.

· Sheffield Futures ensures all disclosure checks comply with the CRB Code of Practice.  A copy is available upon request from the Human Resource Team or the Disclosure Website.

Equal Opportunities
· Sheffield Futures is an equal opportunities organisation and employer, and is committed to implementing and maintaining best employment practices.

· People are recruited and promoted on the basis of their merits and abilities and no individual is disadvantaged by any rule, condition or requirement, which cannot be justified in relation to the job, or as a requirement of the law.

· To ensure our equal opportunities policy is effective, all candidates should complete the equal opportunities monitoring form.  This will be treated as confidential and detached from the application form before short-listing.

Returning the Form

· When completed, please read through your application form carefully, checking for errors or omissions and ensuring each section is complete.

· Applications received after the closing date may not be considered.

· Remember we can only measure your suitability from the information you provide.

· Return the form to the Director of Human Resources, Sheffield Futures, Star House, 43 Division Street, Sheffield S1 4SL.


	For office use only

	



Ref No


App No




	JOB DETAILS

	
Job applied for:

Location



	EDUCATION

	Please give details of qualifications obtained together with dates



	Name of School / College / University
	Qualifications Obtained
	From
	To



	
	
	
	

	RELEVANT TRAINING

	Please give details of any training courses undertaken together with dates



	Course Title
	Duration
	Dates



	
	
	

	MEMBERSHIP OF PROFESSIONAL INSTITUTIONS

	Please give details, including dates, of memberships of professional bodies you currently hold



	Membership of Professional Institutions


	Qualification / Level
	Date Obtained



	
	
	

	EMPLOYMENT

	
Please give details of present or most recent employment

Name and Address of Employer:

Job Held






Salary:

From:






To:  



         (if applicable)

Duties and Responsibilities:



	CAREER HISTORY

	Please give details of all other full and part-time work, including periods of self-employment


	Employer

(name and address)
	From / To
	Job title and

Nature of work
	Reason for leaving

	
	
	
	

	TIME UNACCOUNTED FOR

	Give details of any time not already accounted for (including unemployment)




	PERSONAL PROFILE

	In support of your application, please include details of any relevant skills and competencies gained from your experience to date.  This may include information about paid employment, unpaid experience or activities you have undertaken and any linguistic skills you have which you feel are relevant to the job.  Continue on a separate sheet if necessary.  If you wish to word process this section of your application, please send the whole section on a separate sheet.




	REFERENCES

	
Please give 2 referees, including one from your current or most recent employer.


     Referee 1: Present or Most Recent Employer      Referee 2: Employment/Personal Capacity







         Please delete as applicable

Name:

Address:

Tel No:

Are you happy for us to take up references before the interview stage?

Yes
(
No
(
If no please state reason



	CRIMINAL RECORD

	All successful applicants within Sheffield Futures are required to undertake a disclosure check (Please refer to notes on page 2).

Have you ever been convicted by the courts or cautioned, reprimanded or given a final warning by the police?

Yes
(
No
(
If ‘YES’ please give details of offences, penalties and dates:

Are you aware of any police enquiries undertaken following allegations made against you, which may have a bearing on your suitability for this post?

Yes
(
No
(
If ‘YES’ please give details:



	DECLARATION

	I confirm that the information I have given on this form is correct and complete, and that misleading statements may lead to my being dismissed if appointed to the post.  I understand that any employment with Sheffield Futures is subject to satisfactory references, checks and the Criminal Record Bureau and if necessary, a medical examination.

Signed: ___________________________________________________
Date:________________________



	EQUAL OPPORTUNITIES MONITORING FORM

	
CONFIDENTIAL INFORMATION





App No.

This form will not be used to make a decision about who is recruited.  The form will not be seen by the short-listing/ Interviewing Panel.  It will be stored securely by the Human Resources Section who will use the information to improve equality in recruitment and overall service delivery.

Please complete this form in full using BLOCK CAPITALS
Your Surname / Family Name: ________________________________________________________________________

Forenames / First Names: ____________________________________________________________________________

Preferred title (please circle): 
Mr
Mrs
Ms
Miss
Other (please specify): _____________________

Your Date of Birth:
Day



Month  


      Year



	Which best describes your racial or cultural origins?  (Please tick appropriate category)

White
British



(
Irish


(

European


(

Any other White background
(
Please specify: __________________________________

Mixed
White and Black Caribbean
(
White Asian

(

White and Black African

(

Any other mixed background
(
Please specify: __________________________________

Asian or
Indian



(
Pakistani

(
Asian British
Bangladeshi


(

Any other Asian background
(
Please specify: __________________________________

Black or
Caribbean


(
African


(
Black British
Somali



(

Any other Black background
(
Please specify: __________________________________

Chinese
Chinese



(

Any other Chinese background
(
Please specify: __________________________________

Any Other
Yemeni



(
Ethnic Group
Any other ethnic background
(
Please specify: __________________________________



	Do you consider yourself disabled?    (Please tick)

Yes
(
No
(
If ‘YES’, please give details: __________________________________________________________________________


	How did you find out about this job?  (Please tick)

· Job Centre


(
Internal Advert


(
Local Publication
-
please specify: ________________________________________________________


(
National Publication 
-
please specify: ________________________________________________________


(
Internet
-
please specify: ________________________________________________________


(
Other

-
please specify: ________________________________________________________




Produced by Sheffield Futures

Registered Office: Star House, 43 Division Street, Sheffield S1 4SL

Registered Number: 29633378 Charity Registration Number: 1044940
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