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PRIVATE AND CONFIDENTIAL

Employment Application Form

	Post applied for:
	


All recruitment information can be downloaded from the Job Vacancies section at www.UKSA.org
Please read these advisory notes before completing this form.

The information you provide in Part A will be detached from the main application form and will not be used as part of the short-listing process. Selection will be based on the information provided in Part B.  Please do not include CVs or covering letters with your application.

UKSA is committed to being an Equal Opportunities employer and you will be short-listed for interview based on how your skills, qualifications and experience best match the criteria listed in the Role Profile only. The information provided in the Equality and Diversity Monitoring form at the end will be detached from the application form upon receipt and will not be used during the selection process.
Disclosure & Barring Check 

Where the job involves working with children or vulnerable adults, any job offers made will be subject to a Disclosure & Barring Service check.  You will be informed as part of the recruitment pack if the job is subject to a check; and at what level.  We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of your offences.

Completed applications should be marked ‘Confidential’ and sent to:

Human Resources, UKSA, Arctic Road, Cowes, PO31 7PQ
E-mail: recruitment@uksa.org 

Human Resources: 01983 294941 Extension 221
Part A – PERSONAL DETAILS 
If completing by hand, please complete the questions below in in black ink.  If typing, please use Verdana 12 font.
	Title
	First Names
	Surname

	
	
	

	Address
	Contact telephone numbers

	
	Home
	

	
	Mobile 
	

	
	Work 
	

	Email address
	

	Do you hold a current Driving License? 
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	Do you own a car?      
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	Where did you see this post advertised:
	

	Disability / Special Needs 

Please let us know if you require any reasonable adjustments, due to a disability or health condition, to enable you to attend an interview (for example, a loop system, a sign language interpreter, wheelchair access) or which you wish us to take into account when considering your application:

	

	

	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 
                           Comments:      


	Are you legally entitled to work in the UK? Evidence will be required if you are invited to interview and HR will provide further information.
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



	Are you are related to any Board member or Employee of UKSA
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



	If yes, please state their name and your relationship Please note canvassing for any appointment, directly or indirectly, will disqualify your application.

	


	References 
Please give details of two referees who are able and willing to comment on your suitability for this job. If you are or have been employed, one must be your present or most recent employer. References will only be obtained once a provisional offer of employment has been made. 

	Reference 1
	Reference 2

	Name
	
	Name
	

	Position
	
	Position
	

	Organisation
	
	Organisation
	

	Tel no:
	
	Tel no:
	

	Email:
	
	Email:
	

	Address
	Address

	
	

	Capacity known to you
	Capacity known to you

	
	

	Convictions, Bind-over orders, Cautions and Court-Action Pending

Convictions deemed ‘spent’ under the Rehabilitation of Offenders Act 1974 need not be disclosed.     

However, if the post for which you are applying involves contact with young children or vulnerable adults you are required to disclose all convictions, ‘spent’ or ‘unspent’. This requirement is covered by the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975.  You may be asked for details at interview. Successful applicants for these occupations will be subject to Police clearance.

	Do you have any convictions, bind-over orders, cautions or court actions pending? If yes please specify in boxes below. Continue on a separate sheet if needed
	Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



	Date
	Conviction or pending criminal proceedings 

	
	

	
	

	Please note that if you are successful in your application, you will be required to disclose any new convictions arising during the course of your employment (including motoring offences).  I confirm that I do not have any convictions that have not been declared and understand that failing to provide such information could lead to termination of employment.

	Signature


	


I certify to the best of my knowledge, the information given in Part A and Part B of this form is correct and complete.

	Signature


	
	Date
	


Note: Knowingly making a false statement or withholding any relevant information may result in dismissal or withdrawal of any offer of employment. Please note that information you provide on this application form will be held in confidence by UKSA under the terms of the Data Protection Act 1998. 
Part B – EDUCATION AND QUALIFICATIONS 

If completing by hand, please complete the questions below in black ink.  
Education 

Please give details of any qualifications you have obtained which are relevant to the job and/or the Role Profile.
	School/College/University
	Dates
	Qualifications
	Results

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Training and Professional Courses

Please give details which are relevant to the post for which you are applying.

	Length of course
	Organising body
	Dates
	Course title and subject details

	
	
	
	

	
	
	
	


Employment History

Name of current or most recent employer, work experience or volunteer placement

	Name and address of employer

	

	Job title  
	

	Salary and grade
	

	Date appointed
	
	Notice required or date left
	

	Reason for leaving
	

	Summary of duties  

	

	Previous Employment

Please give details of any previous employment and/or relevant work experience or volunteer opportunities you have undertaken and the main responsibilities of these roles.  Please account for any gaps.

	Date (month/year)
	Name of employer
	Job held and main duties 
	Reason for leaving 

	From
	To
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	What qualities, knowledge, skills and experience would you bring to this role?

This is a key part of the application form: Referring to the role profile, please provide examples of how you have demonstrated the skills, qualifications and experience required for this role.  
You may use experiences gained from within and/or outside the workplace to provide examples.  We recommend that you use the different headings on the role profile as a starting point.  You may continue onto the next sheet if you need to. 

	


Equality and Diversity Monitoring
UKSA is committed to developing positive policies to promote equal opportunities in employment and prohibiting unlawful or unfair discrimination to any employee or job applicant and will not discriminate either directly or indirectly because of race, sex, sexual orientation, gender reassignment, religion or belief, marital or civil partnership status, age, disability, or pregnancy and maternity. 
To assist in the monitoring of this policy, and for that purpose only, please complete the information requested below. 
In line with the Data Protection Act 1998 this information will be treated as completely confidential and will be used for monitoring purposes only. The information will be detached from the application form upon receipt and will not be used during the selection process. 

	How old are you?

	16-24
(
25-44  
(
45-64  
(
65+  
(


	What is your ethnic group?

	White

British
(
Irish
(
Any other white background
(
Black
Caribbean
(
African
(
Any other Black background
(
Mixed
White and Black Caribbean  
(
White and Asian
(
White and Black African
(
Any other mixed background
(
Asian or Asian British
Indian

(
Pakistani
(
Bangladeshi

(
Any other Asian background

(
Other
Chinese
(
Other Ethnic Group
(


	Do you consider yourself to be a Gypsy or Traveller? 

	Neither
(
Gypsy
(
Traveller
(


	Gender?

	Male

(
Female

(


	Is your gender identity the same as you were assigned at birth?

	Yes
(
No
(
Prefer not to say
(


	Disability and Special Needs

Do you consider yourself to have a disability, a life limiting illness or any special needs that you think it would help us to know about? (For example difficulty hearing)

(A person is regarded as disabled if they have a physical, sensory or mental  impairment, which has a substantial and long term effect on their ability to carry out normal day to day activities)

	Yes
(
No
(


	Do you use wheelchair?   

	Yes
(
No
(


	Do you consider yourself to have any of the following?

	Sight impairment
(
Speech impairment
(
Hearing impairment
(
Learning disability
(
Literacy problems
(
Mobility problems
(
Alcohol related problem
(
Mental health problem
(
Drug related problem
(
Other
(


	What is your religion or belief? 

	Buddhist
(
Sikh
(
Hindu
(
Christian*   
(
Jewish
(
Muslim
(
(*Including Church of England, Catholic Protestant and all other Christian denominations)
Other religious beliefs  
(
No religion    
(
Prefer not to say    
(


	How would you describe yourself?

	Bisexual
(
Heterosexual/straight     
(
Gay man     
(
Other
(
Gay woman/lesbian   
(
Prefer not to say            
(



Thank you for taking the time to complete this form.
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