	Groundwork Application Form

Please complete this Application Form in black ink or type
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	Title (chose from the drop down menu):   FORMDROPDOWN 

Surname:

     

	First Name:

     

	Address:

     

	Home telephone:      


	
	Mobile telephone      


	
	Work telephone/Mobile:      

	Position applied for:      
	How did you find out about this post?

(Chose from the drop down menu by double clicking on the box below)

 FORMDROPDOWN 



	ID No: (For office use only)
	


EDUCATION – Please give details of your full time education since the age of 15.     

	Name of School, College or University
	Qualifications

	     

	     


   Please give details of any other courses attended and qualification, if any, achieved.   

	Name and place of course
	Qualification

	     

	     


EMPLOYMENT HISTORY       

Please give any details of jobs you have held starting with your present of most recent employer and work backwards in chronological order.  Include in this any periods of military service, registered unemployment and temporary/voluntary employment.       

	Dates
	Employer’s name, address, type of business, salary and notice required.
	Position held, duties, responsibilities and reason for leaving.



	From
	To
	     
	     

	     

	     
	
	

	     

	     
	     
	          

	     

	     

	     
	     


	     
	     
	     
	     



ADDITIONAL INFORMATION

	Please describe why you feel you are suited to the position (e.g. personal attributes, relevant experience etc, referring to the job description and/or person specification).

     


	Do you possess a current full driving licence?   Yes  FORMCHECKBOX 
No FORMCHECKBOX 

(If relevant to the post)

	Please give details of any voluntary organisation, committee, council, or professional bodies with which you are involved:

     



REFEREES

Please give details of two people (not relatives) that we could approach for references, one of which should be your current or most recent employer.  We will not contact your referees unless an offer of employment has been made and accepted. 
	Name:      

	Name:      


	Job title:      

	Job title:      


	Address:       

	Address:       


	Email Address:      
	Email Address:      

	Tel No:      

	Tel No:      
 

	Capacity in which you are known to the referee: 
     

	Capacity in which you are known to the referee: 
     

	Do you agree to this referee being contacted if an
	Do you agree to this referee being contacted if an

	offer of employment is to be made?
	YES
	 FORMCHECKBOX 

	NO
	 FORMCHECKBOX 

	offer of employment is to be made?
	YES
	 FORMCHECKBOX 

	 NO
	 FORMCHECKBOX 


	

	Have you ever been convicted of any criminal offence relating to children or vulnerable adults?        YES  FORMCHECKBOX 
 NO FORMCHECKBOX 



	Under the General Data Protection Regulation (GDPR), Groundwork is required to notify applicants and prospective employees how their data will be collected, processed, transferred, stored and disposed of.  For further details please refer to Groundwork’s Privacy Policy, available on our website. All of this application form except the equal opportunities monitoring form will be retained by Groundwork for a maximum of six months, unless you are the successful applicant for the post, in which case the application form will become part of your employee record.  Some of the data you provide is considered to be Sensitive Personal Data under GDPR. This information will be used to assist us with recruitment monitoring.  It will be separated from the application form. Non-identifiable statistical equal opportunities information will be held electronically. 

By signing this form you are giving consent to Groundwork to use this data in the way described above. 

I confirm that the information I have given on this form is correct and complete and that misleading statements may be sufficient for cancelling any agreements made. I confirm I have the right to work in the UK and am not subject to immigration control under the Immigration, Asylum and Nationality Act 2006
Signed (please state name):                                           Date:       
Please ensure that you have read and checked this Application Form thoroughly prior to submission ensuring that you have followed the instructions carefully.

	


GROUNDWORK MANCHESTER, SALFORD AND TRAFFORD

GUIDANCE NOTES FOR APPLICANTS
These notes have been compiled to support you in your application for employment with Groundwork. They also include additional information about Groundwork such as Terms of Conditions.

Please read these notes before you complete your application.


Completing your application

Short-listing of candidates for interview will be based on the level to which each applicant meets the criteria of the Job Description and Person Specification. 

At this stage, we will only have your application form to assess the level to which you match the criteria. 

When preparing for your completion of the application form, read the Job Description and Person Specification carefully. 

When completing your application form:

· write clearly and it would be helpful if you use black ink. Typed application forms are accepted and contact us directly if you would like us to email an application form to you. 

· the final written section of your application is your opportunity to highlight how you consider your experience, knowledge and skills match those of the person specification. Think very carefully about this section and use additional sheets if required. Remember to keep it clear and concise, but also remember to include any skills or experience you may have which you feel are relevant.  It may be useful to know of any skills that you could transfer to Groundwork.  Our work is diverse and we recognise that diversity is essential in our staff.

Applicants who have a disability

It is our policy as an employer to give equal opportunity to applicants with a disability and to make adjustments to working conditions and the physical environment where it is reasonable to do so, in compliance with the Disability Discrimination Act 1995.

All candidates with a disability who have demonstrated in their application that they meet the essential criteria in the person specification will be offered an interview.

If you regard yourself as a person with a disability you should tell us this in the relevant section of your application form.  You should also tell us about any requirements you may have in relation to your interview, as we wish to ensure that any specific needs you have are met.

Have you ever been convicted of a Criminal Offence?
Under the Rehabilitation of Offenders Act 1974 you may be entitled to answer no to this question, even if you have in the past been subjected to criminal proceedings, resulting in convictions.  

If the job you are applying for is exempt from the Act you should disclose all your convictions, including cautions.

Failure to do so could lead to your application being rejected (or to you being dismissed if you are appointed to the post) if the fact that you have been convicted of a criminal offence subsequently comes to our attention.

If the post involves substantial access to children and young people you will also be required to complete a police clearance check. 

Substantial access to children and young people:

If you are applying for a post that involves substantial access to children and young people, you must give a complete list of every period of employment (including exact start and finish dates).  You must also account for any gaps in your employment history.

Short-listing applicants for interview
It would be helpful for you to include your daytime or mobile telephone number on the application so that we can contact you without delay if you are short-listed.

You will only normally be contacted if you have been short-listed and we wish to call you for interview. Groundwork does not normally acknowledge receipt of applications.  However, if you require a receipt please send a stamped addressed envelope with your completed application form.  If you have not heard from Groundwork within 4 weeks of the stated closing date then you should normally presume that your application has been unsuccessful on this occasion.


If you are short-listed, you will be issued with details about the interview, the interview panel and location.

You may be asked to perform a specific task at interview to assist us in the recruitment process. This may take the form of a presentation or test specific to the requirements the role.


 What happens next
A formal written offer of employment will be made to the successful candidate following interview, subject to satisfactory references, medical clearance and DBS check if appropriate. References are requested after the interview stage and only when a written offer has been issued to, and reviewed by, the successful candidate. You are advised not to give notice on your present job until you have received the formal offer.
Interviews








