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	Employment Application Form

Private and Confidential




You should attempt to answer all relevant questions as fully as possible. This information will be used to select candidates for interview.  You may attach additional documents such as a CV, however these will not be accepted as a substitute for the application form itself.  If there is not sufficient space for your answers on the form, please continue on a separate sheet.

Please complete and return this form to:

The Human Resources Department, 
Norfolk and Waveney Mind, 50 Sale Road, Norwich, NR7 9TP

Registered Charity No: 1118449
	Position applied for:
	

	How did you learn of this vacancy?
	


	PERSONAL DETAILS



	Title:
	
	Surname:
	

	First Name(s):
	


	Address (If you have been at this address less than 3 years, please also write in your previous address):

	Current Address:
	Previous Address:

	
	


	Telephone:

	Home:
	
	Mobile:
	


	Email:
	


	Please state why you wish to apply for this post, including the reasons why you think you would be suitable and the experience and abilities you have that fit the job description and person specification. This can include examples of professional or personal experience (Maximum No of Words: 1500).

	


	EDUCATION/PROFESSIONAL QUALIFICATIONS



	Please list any qualifications that you hold:


	School/College/University/ Organising Body
	Qualification
	Grade Achieved

	
	
	

	
	
	

	
	
	

	
	
	


	TRAINING



	Please give details of any relevant training you have done:


	Date
	Course
	Awarding Organisation

	
	  
	


	EMPLOYMENT HISTORY



	Please give your employment history for the last ten years or since you left school if this was less than 10 years ago.  Include your current/most recent employer and explain any gaps in employment:


	Name and Address of Employer
	Position           Held
	Dates of Employment
	Reason for   Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Current Notice Period:
	


	VOLUNTARY WORK/OTHER COMMUNITY INVOLVEMENT


	Please list any relevant voluntary work or involvement with community organisations:



	Organisation
Position Held
Details of Duties



	REFERENCES



	Please give details of two employment referees (who are not employed by Norwich & Central Norfolk Mind); one should be your most recent employer or educational tutor if you have not been employed.   

If you are applying for a job that involves working directly with clients and you have previously worked with children or vulnerable adults, you should list your most recent employer in this field as a referee. 

 References will only be taken up if you are offered the job.

	
	Referee 1
	Referee 2

	Name
	
	

	Position
	
	

	Relationship to Referee
	
	

	Email
	
	

	Telephone
	
	

	Postal Address
	
	


	ADDITIONAL INFORMATION (Please circle the appropriate answer) 


	Are you related to any trustee/current employee / service user?

(If the answer is yes please give details):
	Yes / No

	


	Do you have a personal or social relationship with any trustee / employee / service user?

(If the answer is yes please give details):
	Yes / No

	


	Do you hold a current driving licence?

	Yes / No

	If yes, are there any offences against the licence?

(If the answer is yes please give details)
	Yes / No

	


	Under the Rehabilitation of Offenders Act 1974, all criminal convictions must be disclosed.  Failure to do so will result in immediate termination of employment.  Please specify any convictions.  

If you are applying for a job working directly with clients you should also disclose any spent convictions or cautions, reprimands or final warnings given to you by the police or any other information that may have a bearing on your suitability for this post.  
If you have no convictions, please write ‘NO CONVICTION’ below:

	


	DECLERATION


	To the best of my knowledge, the information I have given is correct.  I understand that my application will be disqualified or, after appointment, disciplinary action taken, if I have knowingly given false information.  I consent to this information being checked by Norwich & Central Norfolk Mind and for it to be used during the recruitment process.  I understand that, in the event of a successful application, if I am working directly with clients an Enhanced Disclosure will be sought from the Disclosure & Barring Service.

	Signed:


	
	Date:
	


	Norfolk and Waveney Mind Application Form



