[image: image1.png]progressive
responsive
effective





Application Form

Instructions for using this form

· Save the form to your computer

· To create a new line in a table, click in the box bordered in blue at the bottom right of the table and press the Tab key

· You can send the form by email to: recruitment@kca.org.uk 
or by post to KCA (UK), Recruitment, Unit 27, Jubilee Way, Faversham, Kent, ME13 8GD

About the Post
	Post
	
	Reference No.
	

	Service Base/Location
	

	Closing Date
	

	I saw this post advertised in
	


Personal Information
	Forename(s)
	

	Surname
	

	Previous Name(s)
	

	Address
	

	
	

	Postcode
	

	Telephone (Home)
	

	Telephone (Mobile)
	

	Telephone (Work)
	

	E-mail address
	

	May we contact you at work?  Please say ‘Yes’ or ‘No’
	

	Date of birth (optional)
	

	Do you hold a full current driving licence?  Please say ‘Yes’ or ‘No’
	


Information on Work in the last 10 years only (paid and/or unpaid)
	Voluntary Work (starting with the most recent)

	From
	To
	Organisation 
	Role and Responsibilities
	Reason for Leaving

	
	
	
	
	


	Present or Most Recent Employment

	Employer’s Name and Address
	

	Position Held
	
	Period of Notice
	

	Date Started
	
	Date Left
	

	Grade
	
	Basic Salary
	

	Other Benefits
	
	Reason for Leaving
	

	Please give details of your present duties and responsibilities

	


	Previous Employment (starting with most recent employment)

	From
	To
	Employer 
	Job Title, Role and Responsibilities
	Reason for Leaving

	
	
	
	
	


Information on Qualifications and Training

	Professional/Vocational Training (starting with the most recent)

Include short courses, day release schemes and in-service training.
Short listed candidates may be asked to produce copies of certificates and awards

	Place and Method of Study
	Length of Course
Full/Part Time
	Subjects Studied
	Qualifications and Grade
	Year and Awarding Body

	
	
	
	
	


	Further Education 
(put in chronological order)
Short listed candidates may be asked to produce copies of certificates and awards

	College or University
	Length of Course
Full/Part Time
	Subjects Studied
	Qualifications and Grade
	Year and Awarding Body

	
	
	
	
	


	General Education (starting with the most recent)
Short listed candidates may be asked to produce copies of certificates and awards

	Secondary School
	From/To
	Subjects Studied
	Qualifications and Grade
	Year and Awarding Body

	
	
	
	
	


Other Information
	Criminal Records Bureau

	Applications from ex-offenders will be considered on their merits.  Convictions that are irrelevant to the job advertised will not be taken in to consideration but you are required to disclose any convictions that are not spent by virtue of the Rehabilitation of Offenders Act (1974).   You are not obliged to disclose convictions that are spent by virtue of the Rehabilitation of Offenders Act (1974 as amended).

All information will be treated in the strictest confidence.

	Applicants for some posts will need to provide an enhanced reference from the Criminal Records Bureau.  If this applies to you, would you be prepared to provide such a reference?  Please say ‘Yes’ or ‘No’
	

	Have you ever been convicted of a criminal offence?  Please say ‘Yes’ or ‘No’
	

	If yes, please give details of the date of conviction and sentence in a separate document. 
If you are emailing your application please save as a separate document called “Private & Confidential – First Name Surname” and send as an attachment along with your application form. 
If you are posting your application please place in a sealed envelope marked “Private & Confidential – First Name Surname” then attach this to your application form.


	Referees


	Please give the name of two referees who have consented to be approached for a reference, one of whom should be your current/last employer.  References will be taken up to support your application if you are short listed unless you state otherwise.

	Name
	
	Name
	

	Title
	
	Title
	

	Address
	
	Address
	

	
	
	
	

	Post Code
	
	Post Code
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	

	If you are short-listed may we contact the person named above before the interview date?  Please say ‘Yes’ or ‘No’
	
	If you are short-listed may we contact the person named above before the interview date?  Please say ‘Yes’ or ‘No’
	


	Please list any holidays which you have booked in the next 12 months:
	


	If offered employment when you would be able to start work?
	


Personal Statement

	Please give details of why you are interested in this post and what you could contribute to it.

KCA recognises that formal education and employment are not the sum total of a person’s achievements and experience.  Please give any other information about yourself that you feel may be relevant to the post for which you are applying.  Please continue overleaf if necessary.

	


	The information in this application form is correct to the best of my knowledge.  I understand that if I am successful in my application and the information in this application is subsequently discovered to be deliberately fraudulent or misleading I may be held to be in breach of contract and immediately dismissed.


Signed________________________________________________
Dated _________________


Equal Opportunities Monitoring

KCA is working to avoid any discriminatory practice and to ensure quality of opportunity in the recruitment of staff, volunteers, the Board of Trustees, committee members and its service to the public.

In striving to implement, monitor and develop its Equal Opportunities Policy, all applicants are asked to complete the details below.  The anonymous information will be stored and used solely for monitoring and evaluation purposes.  The information will be treated as confidential and will be separated before consideration of applicants takes place.  
This information will be used for monitoring purposes only.
You do not have to complete this form if you do not wish to do so.
	Application for the post of
	

	Advertisement seen in
	

	Town of Residence
	
	Date
	

	Age
	(  18–35                         
	(  36–50
	(  51–65         
	(  Over 65      
	(   I do not wish to disclose this      

	Gender
	(  Male
     
	(  Female           

	I would describe my ethnic origin as:

	Black

( African

( Caribbean

( Other

Asian or Asian British

( Indian

( Pakistani

( Other
	Mixed

( White & Asian

( White & Black African

( White & Black Caribbean

( Any other mixed background

Other Ethnic Group

( Chinese

( Any other ethnic group
	White

( British

( Irish

( Other

( I do not wish to disclose this

	Please select the option which best describes your sexuality:

	( Lesbian

( Gay

( Bisexual
	( Heterosexual

( I do not wish to disclose this

	Please indicate your religion or belief:

	( Atheism                            

( Buddhism                         

( Christianity                       

( Islam                                
	( Jainism

( Sikhism

( Other
	( Hinduism

( Judaism

( I do not wish to disclose this

	Do you consider yourself to have a disability?
	( Yes          ( No

( I do not wish to disclose this information
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