RICHMOND CARER’S CENTRE

Recruitment Application Form

Please complete all sections in BLACK ink or type

	Post Applied For 
	

	Where did you see the post advertised?
	


Please email completed application form to chiefexec@richmondcarers.org
PLEASE ANSWER ALL SECTIONS. CV’s WILL NOT BE ACCEPTED 

	Personal Details
	

	First name(s)
	

	Surname
	

	Address
	

	
	

	
	

	Post Code
	

	Telephone
	

	Email
	

	
	

	Date of Birth


	


	Referees
	Please give details of two people willing to act as referees for you.  They cannot be family members and one should be your current or most recent employer.

	Name
	
	Name
	

	Title
	
	Title
	

	Address
	
	Address
	

	
	
	
	

	
	
	
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	

	Relationship
	
	Relationship
	

	Can we contact your referees before interview? 


	Yes / No
	Please delete as appropriate.


	Education and Training

	Please list all educational establishments and courses attended from the age of 12 years and detail any qualifications obtained.



	Establishment / Course
	Dates
	Qualifications Obtained

	
	
	

	Please continue on a separate sheet if necessary.


	Employment History

	Please give details of your employment starting with your current or most recent employer, including information about gaps.  



	Organisation
	Dates
	Job Title
	Brief Description of Duties
	Reason for leaving
	Salary

	
	
	
	
	
	

	Please continue on a separate sheet if necessary.


	Supporting Information

	Using the Job Description and Person Specification for the post you are applying for, please explain why you think you are suitable for the position.  Your selection for interview will depend on the extent to which you address each of the requirements contained in Job Description and Person Specification.  Where you do not have direct experience of a specific task, please explain why you think you could undertake this part of the job.

	

	Please continue on a separate sheet if required – maximum of two sides of A4 should be used.


	Special Requirements

	Do you require a special permit to work in the UK?                    Yes / No

                                                                                                     Please delete as appropriate.

If you are selected for interview, are there any special arrangements you would like us to make?


	Diversity and Equal Opportunities Monitoring

	Please complete the Diversity and Equal Opportunities Monitoring Form enclosed with your application.  



	This will be detached from your application before short listing begins.

	Information provided will be used solely for monitoring purposes.


	Disclosure and Barring Service (DBS) formally Criminal Record Bureau (CRB) Disclosure

Do you have a DBS Certificate?                   Yes                     No

	If yes please give most recent date:

	Please note that successful applicant may have to submit to a new DBS enhanced check for position to be confirmed. 




	Declaration

	

	I confirm that the information contained in this application is true and accurate and I understand that any employment offered to me may be terminated in the event that material information, not disclosed in my application, is discovered at a later date.

	
	

	Print name
	

	
	

	Signature


	Date


	Office Use Only
	
	
	

	Short listed
	Yes / No
	Appointed
	Yes / No

	Interviewed
	Yes / No
	Reference 1 received
	

	Offered
	Yes / No
	Reference 2 received
	


Privacy Notice
In compliance with General Data Protect Regulations, Richmond Carers Centre will only collect personal data and applicant information relevant to carry out a safe recruiting process. This means we will ask for data such as applicant’s name and contact details, education and employment history, and contact details for referees. The application pack will include an equalities monitoring form, which will be separate to the application form for statistical purposes only. Applicant’s information will not be shared with a 3rd party unless required to do so by law. Please note that at the shortlisting stage copies of this application may be sent to the trustee(s) assisting with recruitment. We will retain applicant’s information for the duration of the recruitment period after which unsuccessful applications will be deleted. 
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