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APPLICATION FORM
Please read the guidance notes at the bottom of this document.  Type or write clearly using blue or black ink and continue onto additional pages if additional space is required.

	APPLYING FOR POSITION OF:
	


PERSONAL DETAILS:

	First name(s):
	
	Surname(s):
	


	Sex:
	Female
	Male


	Home Address:
	

	
	

	
	
	Post Code:
	


	Mobile:  
Home:

Work:
	

	Email address:
	


	Are you required to hold a work permit?

	Do you have a full, clean driving licence?


EDUCATION & SKILLS:

Please provide details of any formal qualifications, examinations, craft skills or other training which is relevant for this role.  Please provide dates and examining bodies (if any).

PRESENT OR MOST RECENT EMPLOYMENT:

	Name of employer:
	

	Position Held:
	

	Salary / wage:
	
	

	Period worked:
	
	

	Notice required:
	
	


	Please provide a brief description of your role & responsibilities:

	


EMPLOYMENT HISTORY:

Please provide full details of your career history (paid and unpaid work) since leaving fulltime education. 

	Employers name and address:
	From:
	To:
	Job Title:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


INFORMATION – EXPERIENCE, KNOWLEDGE, SKILLS AND ABILITIES
In the space below, please clearly and concisely explain how you are able to meet the selection criteria of each of the points in the person specification.  You may include additional sheets if needed. 

	


HOBBIES AND INTERESTS:
	


REFERENCES:

Please provide contact details for two people who can provide an assessment of your suitability for this job.  If you are currently employed, you are asked to give your current employer as one reference.  Further details are in the guidance notes below.  Please note that we will not contact any references without first informing you of our intention.

	Name:
	

	Organisation:
	
	Position:
	

	Address:
	

	Email:
	

	Relationship:
	


	Name:
	

	Organisation:
	
	Position:
	

	Address:
	

	Email:
	

	Relationship:
	


DECLARATION: (Further details in the guidance notes below)
	Have you ever been convicted of a criminal offence?

(Declaration subject to the Rehabilitation of Offenders Act 1974)
	


· If you have a disability please tell us about any adjustments we may need to make to assist you at an interview.
· Do you have any pre-existing health issues which you feel affect you?  If so, please declare it in the box below. 

I can confirm that to the best of my knowledge the above information is correct.  I accept that providing deliberately false information could result in my dismissal.

	Signature:
	
	Date:
	


For monitoring purposes, could you please let us know how you found out about this post?
	
	


GUIDANCE INFORMATION:
Please read this information carefully, as it will help you fill in your application correctly, providing you with the best possible chance of being selected for an interview.

BEFORE FILLING IN THE APPLICATION FORM:
· Please read the job description carefully to ensure that you are suitable for the role.

· We will not accept a CV in place of an application form.  Application forms make the process fairer for all candidates.  However, please do attach your CV in addition to your application form.
· Your application form should be well organised and concise, preferably typed, or neatly written in dark ink.  Many applicants find it helpful to complete a rough draft first, as this avoids mistakes.  

· We are happy to provide candidates with a copy of our equal opportunities and recruitment policy on request.

THE APPLICATION FORM

Education and skills

List any relevant formal/informal training you have undertaken.  This should include any unpaid work.  Where a post has a qualification requirement, you will be required to provide proof that you are qualified.
Present or most recent employment

The information on your application form will be used to assess whether you meet any experience requirement for the vacancy. Check that the dates are correct and in order. You should give exact dates where possible.

Information – experience, knowledge, skills and abilities

Please use examples to demonstrate how you meet each item listed within the person specification.  You should draw on your work, education and private interests/skills here, including any volunteer work.  
References

Two employment references will be requested from your current or most recent employer(s), school, college etc., as appropriate. Requests for references will normally, but not always, be sought after the interview when a provisional job offer has been made.  We will ensure that we inform you before contacting employers.  

Declaration

Staff will be expected to divulge full details of all convictions, cautions or bind-overs before employment commences.  Furthermore, it is our policy to ensure that all staff that work with children or vulnerable people complete a CRB check.  This will be paid for by Thames21.  Thames21 is an Equal Opportunities employer.
WHAT HAPPENS NEXT?

All applications provided before the closing date will be considered and passed on to our recruitment panel.  We will then contact you within 2 weeks to inform you of our decision.  If successful, we will invite you to an interview.  

Thank you for your time and interest in Thames21.
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