[bookmark: _GoBack]Application form
Thank you for your interest in this role.

Please complete this form electronically and return it by email. If for any reason you need to complete it by hand, please use dark ink. We do not accept CVs in place of completed application forms.


	Job applied for:
	
	Location of job:
	



	Your personal details

	Ms/Miss/Mrs/Mr/Mx
(other please state)
	

	Please state your preferred pronoun e.g. she/he/they
	

	Forename(s)
	

	Surname
	

	Address (including post code)
	


	Home phone number
	

	Mobile number
	

	Email address
	

	Do you have the right to work in
the UK?
	 Yes   No            

	If you require a work permit, do you have a current one?
If you have a work permit, when does it expire?
	    Yes   No
 Expiry date of work permit: 

	Do you consider yourself to have a disability?
	
    Yes   No

	Are there any adjustments that may be required if you are
invited for interview?
	  Yes    No
If yes, we will contact you to discuss this
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	Your current or most recent employment

	Job title
	

	Name of employer
	

	Dates of employment
	

	Reason for leaving employment
	□ I am still currently employed by this employer
□ Resigned
□ Dismissed
□ Relocation or new circumstances
□ Other

	

Address of employer
	

	Nature of the business
	

	



Your main duties and responsibilities




	

	Name and contact details of current/most recent line manager
	Name of line manager:

Contact email address: 

Contact phone number:

Dates worked with this manager:

We will only contact your current/most recent line manager if we have your consent to do so. 







	Your previous employment
Please feel free to add more rows if needed

	Dates
From & To:
	Position held
	Employer’s
name
	Your duties & responsibilities
	Reason for
leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Gaps in your employment
Please tell us about any gaps in your employment and the reasons why. Please add in more rows if needed

	Dates from & to:
	
Reason for gap in employment 
(a gap in employment counts after you have left school or higher education)
	Did you return to work after the gap?

	
	e.g. career break or ill health
	

	
	
	

	

	
	





	Your voluntary work
Please feel free to add more rows if needed

	Dates
From & To:
	Position
held
	Employer’s
name
	Your duties & responsibilities
	Reason for
leaving

	

	
	
	
	


	
	
	
	
	

	
	
	
	
	




	Your education, training and professional development
Please tell us about your educational qualifications (school, college, etc). Please also include any relevant training courses and
professional membership/qualifications. Please add more rows if needed.

	School/ university/
training provider
	Qualifications and grades
	Dates (years)

	
	
	

	
	
	

	
	
	

	
	
	





Supporting information: Personal statement / cover letter
Please tell us why you are applying for the post and give examples of how you meet each of the essential and desirable criteria on the person specification. Please note, this section is very important and it is the basis on which your application will be shortlisted. Use up to three pages if necessary (the section will expand as you write).

[image: ]

8




	Your references

	Please give the name and contact details of two people who we will ask for references. At least one of these people should be your most recent/current employer. We cannot accept references from family members or friends. Both referees should know you professionally, this may be from education, voluntary or paid employment. 

[bookmark: _Int_F3ZKFtIL]Please note, we will not seek references without your knowledge or consent. We will only contact your referees after interview.

Any job offer will be subject to two satisfactory references being obtained. If you have any concerns about your references, please talk to us. 


	Your most recent employer
	Previous employer

	Name: 
	Name: 

	Relationship: 
	Relationship: 

	Address: 
	Address: 


	
	

	Telephone:
	Telephone:

	E-mail address:
	E-mail address:

	
	



	Criminal convictions self-disclosure policy and Disclosure and Barring Checks

	
This role involves regulated activity with vulnerable adults. It is therefore subject to more employment checks than other roles. 

For criminal convictions, we operate a self-disclosure policy under the Rehabilitation of Offenders Act (ROA) 1974. Having a criminal conviction will never in itself prevent candidates from being appointed. For many of our roles lived experience of the criminal justice system will be an asset. 

Candidates who are shortlisted and invited to interview may be asked to complete a form setting out certain adult cautions, reprimands or final warnings as well as certain spent and unspent convictions (spent convictions that are not protected under the ROA 1974 or “filtered out” by the DBS. Further details about on this and what to disclose can be found here: https://unlock.org.uk/topic/about-criminal-records/). 

As this role involves regulated activity with vulnerable adults, any final appointment will depend on obtaining an Enhanced DBS Check including a check of the Adults’ Barred List. Candidates who are barred from working with vulnerable adults should not apply for this role. 

Are you barred from working with vulnerable adults?   Yes [ ]    No [ ]







Equality & Diversity Monitoring Form



The Hepatitis C Trust strongly values diversity and promotes equality. We encourage and welcome applications from candidates from all backgrounds. Monitoring recruitment is one way we ensure there is no discrimination in the way we recruit staff.

Please complete our anonymous and confidential equality and diversity recruitment monitoring form by clicking on this link: https://forms.office.com/r/ZJKamazqT5 

It will be kept separately to your application form and will not be seen by any person involved in selection decisions. If you prefer not to answer any questions, please select 'prefer not to say' or leave them blank. We will record and keep the information given in this form for the purposes of recruitment and selection monitoring only.






Data Protection Statement

All of the information collected in this form is necessary and relevant to the performance of the job applied for. We will use the information provided by you on this form, by the referees you have noted, and the educational institutions with whom we may undertake to verify your qualifications with, for recruitment purposes only. We will treat all personal information with the utmost confidentiality and in line with current data protection legislation.

Where the application is successful, The Hepatitis C Trust may wish to process the information included for personnel and business management purposes. Where this is the case, processing will take place in accordance with the provisions of the Data Protection Act 1998 and General Data Protection Regulations.



Declaration

I certify that my answers are true and complete to the best of my knowledge. If this application leads to employment, I understand that false or misleading information in my application or interview may result in my release.

Signed:	



Date: 


Thank you for your interest in this role.

Please now return this form to administration@hepctrust.org.uk
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