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Job application form


	Post
	Customer Services Assistant

	Please complete this form in type or black pen, as it will be photocopied. Please sign the form on the 6th page and send it to:

HR@innisfree.org.uk
Innisfree Housing Association

190 Iverson Road

London NW6 2HL



	Closing date
	17 June 2019

	Interview dates
	25 June 2019


	Personal details

	Surname
	

	First name
	

	Address 
	

	e-mail address
	

	Home ‘phone no
	

	Work ‘phone no
	We will use this number with discretion

	Mobile ‘phone no
	


	Do you have a valid driving licence?



Yes     No 

Do you own a car?





Yes     No 


	Are you eligible to work in the U.K.?                                     Yes     No

Do you require a work permit to work in the UK?
Yes     No
Do you require further leave to remain?                              Yes     No

National Insurance Number                                                    Yes     No   

If yes, please attach a copy. Please note if short listed for interview you will be asked to bring original documents with you for inspection to guard against identity fraud and forgery. 


	Are you registered disabled?




 Yes    No 


	Availability

	When would you be free to take up a new appointment/what is you notice period?

	What are your holiday arrangements for the next 3 months?


	Are you related to any members of the Board of Management or to a member of staff? Yes/      No 

	If yes, please state the relationship:




	Education and Qualifications

	Please note, it is our policy to obtain proof of educational and other qualifications on appointment

	Date gained
	Where studied
	Subject
	Level
	Standard Achieved

	
	
	
	
	


	Employment 

	(Please start with your most recent employer and include any part time or temporary jobs as well as any voluntary work.  Please account for any gaps in employment)

	From
	To
	Employer name and type of business
	Job Title and Brief Description of your responsibilities

	
	
	
	


	Notice period:
	Current or most recent salary


	Please give your reasons for applying for this post with Innisfree:




	Please use this space to demonstrate the key skills, experience and core competencies as set out in the person specification. You should draw on voluntary work and leisure activities, if relevant, as well as work experience. (You may attach up to two additional sheets if necessary, please be as specific as possible.)

	


	What special qualities, skills and experience will you bring to Innisfree?




	References

	Please give details of two people to whom we may apply for references

	Reference 1 – present or last employer if applicable
	Reference 2

	Name
	Name

	Address


	Address

	Telephone
	Telephone

	Fax
	Fax

	e-mail
	e-mail

	Relationship 

to you
	Relationship 

To you

	May we approach this person without further reference to you? Yes     No 
	May we approach this person without further reference to you? Yes     No 


	Declaration

	Have you ever been convicted of a criminal offence?            Yes     No

If the answer is YES, please give full details on the separate sheet titled “Rehabilitation of Offenders Act 1974”.  Please ensure that this sheet is returned in a sealed envelope and attached to your application.

If you have a conviction, we will look at it in relation to the job you have applied for before making a decision.  All information will be treated in confidence.

For applicants who are offered a job where the requirement is to work directly with vulnerable people, a disclosure will be requested through the Criminal Records Bureau.


	DATA PROTECTION ACT 1998 – The information you have provided is for our use and will only be processed in line with the purposes as detailed in the Data Register held by the Data Registrar, a copy of which is available upon request.  However, prior to us being able to process the information you have provided on this form, the Data Protection Act requires us to receive your consent.  Please will you therefore tick this box to indicate you agree to us processing this information
FAILURE TO TICK THIS BOX MAY MEAN THAT WE ARE UNABLE TO ACT UPON THE DETAILS YOU HAVE PROVIDED


	I declare that the information given on this form is correct and can be treated as part of any contract of employment.  (Please note that any appointee who is found at any stage to have given false, inaccurate or incomplete information may have their contract terminated.)

Signed:                                                                                            Date:


Innisfree Housing Association

Guidance Notes:  Rehabilitation of Offenders Act 1974

Before completing the ‘Declarations’ section of the application form, please read the following information.

The aim of the Rehabilitation of Offenders Act is to help make sure that if you have been convicted of certain criminal offences (and have served your sentences or paid your fine), you are not disadvantaged in the job market.  There are two factors that determine if you need to tell us on the application form that you have a criminal conviction, or if you do not need to tell us:

1. The length and type of sentence, and how long ago the conviction took place

2. The type of job with us that you are applying for.

1. The length and type of sentence, and how long ago the conviction took place.

The Rehabilitation of Offenders Act defines criminal convictions as either ‘spent’ or ‘not spent’

A ‘spent’ conviction is one where a certain period of time has passed since the date of the conviction.  The length of this period is specified in the Act and varies depending on the type of conviction.  If you have a criminal conviction that is classed as ‘spent’ you do not need to tell us that you ever had a criminal conviction unless you are applying for certain types of jobs (these are called EXEMPT jobs, and are explained on the other side of this sheet).



Firstly, to find out whether your conviction is ‘spent’, please check this table:

	Have you been given any of the following sentences?
	Has this period of time passed since you were convicted:

	
	

	Imprisonment or youth custody sentence of over 6 months but not more than 21/2 years
	10 years

	Imprisonment or youth custody sentence of 6 months or less
	7 years

	Fine or other sentence for which the Act does not specify a difference rehabilitation period
	5 years

	Absolute discharge
	6 months

	Borstal
	7 years

	Detention Centre
	3 years

	Probation order

Conditional discharge or bound over
	1 year or until order expires*

	Care order or supervision order
	1 year after order expires*

	Order for custody in a remand home, an approved school order or an attendance centre order
	1 year after order expires*

	A hospital order

(with or without restriction order)
	5 years or 2 years after order expires *

*NOTE: whichever is the longer


Please note:  if the sentence above has a ¶ symbol next to it, the period can be halved if you were under 17 years old when the offence was committed.

What to do next

If you have been given any of the sentences in the left-hand column of the table above, and if the time period in the right-hand column has passed since your conviction is regarded as ‘spent’.  You do not need to tell us about this conviction in your job application form, unless you are applying for certain types of jobs (these are called “exempt” jobs, and are explained on the other side of the sheet).

However, if you have been sentenced to more than two and a half years imprisonment, your conviction can never be ‘spent’.  It is the sentence set by the court that counts (even if it was a suspended sentence), not the time you actually spent in prison.  If you have any criminal convictions that are ‘not spent’ you must disclose these convictions.

Please provide full details on the other side of this sheet and return in a sealed envelope attached to your application form.

	

	a. The type of job you are applying for.

Some jobs with Innisfree Housing Association are ‘Exempt’ from the Rehabilitation of Offenders Act.  These ‘Exempt’ jobs are those that work directly with vulnerable adults, people who supervise staff who work directly with vulnerable adults and staff who deal directly with cash.  For these posts a disclosure will need to be requested through the criminal records bureau.  You are required to tell us about all your criminal convictions, regardless of the nature of the sentence or the time of the conviction.

If the post that you are applying for is exempt from the Rehabilitation of Offenders Act and subject to a criminal records bureau check this will be stated clearly on the person specification.

Please write full details below and return this sheet in a sealed envelope, attached to the application form.

Please provide details of previous convictions as specified above.  Please include type and nature of the offence and dates of when these occurred.  This information will remain confidential and does not necessarily bar you from working with us.

Declarations

Nature of offence (please provide details):                                  Date(s):

Signed: _________________________________ (Applicants)
Please print name: ________________________________________________________



	


