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Ascham homes values diversity and is striving to be an equal opportunities employer

How to complete this application form:

Please read the booklet ‘Your application and our recruitment process’ which provides useful guidance before completing your application form.  We can only assess your suitability for the job you are applying for from the information you provide, which must relate to the person specification.  Please answer all questions.  Do not attach curriculum vitae, as this will not be considered.

Please complete your application form neatly in black ink or type

Post details

	
	
	
	
	
	
	

	
	Post title:
	
	
	Advertisement reference no:
	AH 
	

	
	
	
	
	
	
	

	
	Post grade:
	
	
	Closing date:
	
	

	
	
	
	
	
	
	


Personal details 
	
	Mr   (  Mrs   (  Miss   (  Ms   (    other, please specify: 
( as appropriate
	

	
	
	

	
	Surname / Family name:
	
	

	
	
	

	
	First name(s):
	
	

	
	
	

	
	All previous Family / Surnames
(if any):
	
	

	
	
	
	
	
	

	
	All previous first names (if any):
	
	

	
	
	

	
	National Insurance no:  
	

	
	
	

	
	
	

	
	Are you required to hold a U.K. Work Permit / Visa?
            Yes  FORMCHECKBOX 
             
No  FORMCHECKBOX 
  
	

	
	
	

	
	If yes, do you hold a valid Work Permit / Visa?
            Yes  FORMCHECKBOX 
                          No  FORMCHECKBOX 
  
	

	
	
	

	
	If yes, when does it expire?
	
	

	
	
	

	
	Applicants should note that failure to declare any restrictions to employment or the need for a Work Permit could lead to termination of service without notice


	

	
	Permanent private/home address:
	
	

	
	                                                                                                      Postcode:
	

	
	
	

	
	Day telephone no:
	
	
	Evening telephone no:
	
	

	
	
	

	
	Mobile no:
	
	
	e-mail address:
	
	

	
	
	

	
	
	

	
	May we contact you at work?
Yes  FORMCHECKBOX 
  
No  FORMCHECKBOX 
  
	

	
	
	


Additional (personal) information
	
	Are you applying for this post on a job–share basis?
	Yes  FORMCHECKBOX 
  
	No  FORMCHECKBOX 
  
	

	
	If Yes, are you applying with a job-share partner?
	Yes  FORMCHECKBOX 
   
	No  FORMCHECKBOX 
     
	

	
	
	
	
	

	
	If the post requires a driving licence:
	
	
	

	
	Do you have a full, clean driving licence valid in the U.K?
	Yes  FORMCHECKBOX 
  
	No  FORMCHECKBOX 
  
	

	
	Type of Licence:


	
	
	

	
	
	
	
	

	
	Have you previously been employed by Ascham Homes Ltd, or any other local Authority or company covered by the Redundancy Modification Order:
	Yes  FORMCHECKBOX 
  
	No  FORMCHECKBOX 
  
	

	
	If Yes, Please state last post: 
	Date:  
	

	
	Are you in receipt of a pension or redundancy payment from Ascham Homes Ltd., or any other local Authority or company?
	Yes  FORMCHECKBOX 
  
	No  FORMCHECKBOX 
  
	

	
	
	
	
	

	
	Are you related to a member of the Board / Management / Councillor?
	Yes  FORMCHECKBOX 
  
	No  FORMCHECKBOX 
  
	

	
	If Yes, Please state name and relationship:
	
	

	
	NB: Canvassing or failure to disclose relationship to a Councillor or member of the Board will disqualify you.
	

	
	
	

	
	If you are a person with a disability, in order to offer you a fair selection interview, will you require any special assistance?
	Yes  FORMCHECKBOX 
  
	No  FORMCHECKBOX 
  
	

	
	If yes, please state your requirements:
	
	


Present employment

	
	Name and address of employer:
	
	

	
	
	

	
	
	
	
	
	
	

	
	Postcode:
	
	
	Telephone:
	
	

	
	Post title:
	
	

	
	Start date:
	
	
	Leaving date / notice Required:
	
	

	
	Salary:
	
	
	Post grade:
	
	

	
	
	
	
	
	
	


Brief description of duties of present employment 

	

	Reason for leaving (if no longer employed)


Employment history 
Please list in order (the most recent first) the organisation(s) you have worked for; full and part-time, including relevant voluntary or unpaid work.  Any gaps in employment must be explained.

	Employer’s company name and address 
	Position held and final salary
	Dates of employment with month and year
	Reason for leaving

	
	
	From:
	To:
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please attach a continuation sheet if required

Education, qualifications and training 
Please list academic qualifications.  Include details of any formal and on-the-job training, which may support your application.

	Name and address of Institution
	Courses Taken / Subject
	Dates
	Full / Part‑Time
	Qualification  and Grade

	
	
	From:
	To:
	
	

	
	
	
	
	
	


Professional association membership
	Name of professional association
	Year of membership
	Grade / Level

	
	
	


Personal statement

Please use this section to tell us how you meet the requirements of the person specification.  Please ensure that you have read the job description and person specification and give us as much information as necessary drawing on all aspects of your education, skills and experience you have gained.  Please include any unpaid employment and voluntary work.

	


You may continue on a separate sheet if required (no more than two sides)

References

Please give details of two referees (not relatives, friends or people with whom you live). All enquiries are confidential.  One referee must be a senior person in your present (or most recent) employment, who has knowledge of your work in a line-management capacity and who can verify your work record.

If you have not been in paid employment or this is your first appointment, please give the head of education or training establishment and / or the manager of a voluntary group for whom you have worked.

We reserve the right to contact any of your previous referees

	
	
	
	
	
	

	
	1) Name of referee:
	
	
	
	2) Name of referee:
	
	

	
	
	
	
	
	
	
	

	
	Job Title:
	
	
	
	Job Title:
	
	

	
	Company name 
	
	
	
	Company name 
	
	

	
	and address:
	
	
	
	and address:
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	Postcode:
	
	
	
	Postcode:
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Capacity in which
	
	
	
	Capacity in which
	
	

	
	known to you:
	
	
	
	known to you:
	
	

	
	
	
	
	
	
	
	

	
	Telephone no:
	
	
	
	Telephone no:
	
	

	
	
	
	
	
	
	
	

	
	e-mail address:
	
	
	
	e-mail address:
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	May we contact your referee(s) prior to your interview?
	Yes  FORMCHECKBOX 
  
	No  FORMCHECKBOX 
  
	

	
	
	
	
	
	
	
	


Declaration

I certify that to the best of my knowledge, the information I have provided on this form is true and accurate and that I have not omitted any facts, which may have a bearing on my application.  I understand that falsification of qualifications and/or information may lead to my dismissal without notice.  I give explicit consent that the information provided by me on this form may be processed in accordance with the Data Protection Act 1988 and authorise the disclosure of personal data when references are taken up.  Ascham Homes Ltd is under duty to protect the public funds it administers, and to this end may use the information.

Please note: if you are applying on the web, you will be required to sign this declaration if appointed.

	Signed:
	
	    Date:
	


THIS PAGE MUST BE RETURNED AS THIS FORMS PART OF YOUR APPLICATION FORM

PRE – EMPLOYMENT VETTING PROCESS

The public is entitled to expect the highest standards of behaviour and conduct from all employees who work for Ascham Homes Ltd..  One measure Ascham Homes Ltd has introduced to assist in ensuring high standards has been the introduction of an Anti-Fraud and Corruption Policy.

As part of this policy, pre-employment vetting checks are carried out for all new starters in posts, particularly those where duties include activities such as handling cash, awarding contracts, making or assessing payments to the public or dealing with vulnerable people.  

The following checks may be carried out, using the information that you have provided on your application form:

Council Tax Records                                       

Housing Benefit/Council Tax Benefit Records 

Council Housing Records                                 

Records held by any previous employer

Inland Revenue records

Data held by credit agencies

Records held by the Registrar of births, deaths and marriages

Home Office (Immigration) records 

Confirmation of Academic Qualifications         

Confirmation of Membership of Professional Bodies

Ascham Homes Ltd personnel Files (existing employees only)

Ascham Homes Ltd (existing employees only)

Any further checks that may be deemed necessary

Checks may also be made on information held in the public domain:

Electoral Register

Companies House Records

Checks may be carried out to determine whether you have any interest/involvement in other companies that may directly conflict with the work that you may be contracted to undertake for Ascham Homes Ltd.

Checks may be carried out to confirm the existence/status of previous employers detailed on your employment history and may also be used to validate references.  
DECLARATION

I certify that the information I have given on my application form is true and complete.  I authorise Ascham Homes Ltd to check any/all details I have supplied with any other agencies including local authorities and the Benefits Agency.  I understand that making a false declaration or any impropriety may lead to the withdrawal of any job offer made to me.

Ascham Homes Ltd is under a duty to protect the public funds it administers, and to this end may use the information you have provided on your application form within this authority for the prevention and detection of fraud.  It may also obtain information from, and share this information with, other bodies administering public funds solely for this purpose.

Signed  ………………………………………….   Date  ………………………

PRINT NAME  …………………………………………………………………..

Post applied for…………………………………..

Equal opportunities monitoring form

In order to monitor the effectiveness of the Equal Opportunities Policy and for no other reason, you are requested to complete and return this section.  Information given will be treated in the strictest confidence. (Please tick relevant boxes)

My Ethnic Origin:

     I would describe myself as being of the following ethnic origin:

	White 
	
	Black or Black British
	
	Asian or Asian British

	British
	
	
	African
	
	
	Bangladeshi
	

	Irish
	
	
	Caribbean
	
	
	Indian
	

	Any other white background  

- specify below:
	
	
	Any other black background

- specify below:
	
	
	Pakistani
	

	
	
	
	
	
	
	Any other Asian background

- specify below:
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	

	Dual or Multiple Heritage
	
	Chinese or other Ethnic Group
	
	
	

	White and Asian
	
	
	
	
	
	
	

	White and Black African
	
	
	Chinese
	
	
	
	

	White and Black Caribbean
	
	
	
	
	
	
	

	  Any other dual or multiple      heritage background -
	
	
	Any other ethnic background 

- specify below:
	
	
	
	

	specify below:
	
	
	
	
	
	
	

	
	
	
	
	
	


My Gender:  Are you male or female - please indicate:

Male (
Female (
My disability status: (please read the definition below before answering)


The Act defines disability as: ‘a physical or mental impairment which has substantial and long term effect on a person’s ability to carry out normal day-to-day activities’.

I do not consider myself to have a disability  FORMCHECKBOX 
                       I consider myself to have a disability  FORMCHECKBOX 
  
	Please give brief details:
	


My Religion/Faith:

Buddhist  FORMCHECKBOX 
              Christian  FORMCHECKBOX 
                Hindu   FORMCHECKBOX 
              Muslim   FORMCHECKBOX 
               Jewish  FORMCHECKBOX 
           No Religion  FORMCHECKBOX 
     

               Any Other Religion   FORMCHECKBOX 
             (please specify) ________________________________________________

My Sexuality: 

Lesbian   FORMCHECKBOX 
               Gay   FORMCHECKBOX 
                   Bi-sexual    FORMCHECKBOX 
                 Heterosexual   FORMCHECKBOX 
                 Trans-gender  FORMCHECKBOX 
  
My Caring Responsibilities:

I look after children  FORMCHECKBOX 
                     I help an adult with his/her daily routine  FORMCHECKBOX 
                     None  FORMCHECKBOX 
  

	Name:
	
	      Post Ref:
	AH

	Post Title:
	
	       Grade:
	

	Monitoring Media

Name of media or where you saw this job advertised:
	Date:


Important notice to applicants

The post for which you are applying is exempt from the Rehabilitation of Offenders Act 1974 (amended 1986).  You are therefore required to declare any pending prosecutions, convictions, cautions or bindovers you may have, even if they would otherwise be regarded as “spent” under this act.  The information you give will be treated in the strictest confidence.  The disclosure of a criminal record will not debar you from an appointment unless the selection panel consider that the conviction renders you unsuitable for appointment.  In making this decision the panel will consider the nature of the offence, how long ago and what age you were when it was committed and any other factors which may be relevant, including appropriate consideration in relation to Ascham Home’s published Valuing Diversity Policy.

Failure to declare a pending prosecution, conviction, caution or bindover may, however, disqualify you from appointment, or result in summary dismissal if the discrepancy comes to light.
	Appointment of (post title):
	

	Advert reference no:
	AH

	Forenames:
	
	(Mr / Mrs / Miss / Ms)

	Surname:
	

	Maiden name:
	

	Any previous surnames:
	

	
	

	Present address:
	

	Previous address/es: (within last five years, including dates)

	

	

	

	

	Pending prosecutions:
	

	Convictions
	

	Cautions:
	

	Bound over orders:
	


To the best of my knowledge and belief, the information given above is correct:

	Signed:
	
	    Date:
	


Valuing diversity

Fairness in employment monitoring 

The information that you give us on the Equal Opportunities Monitoring form will be used solely for monitoring and will not be used for any other purpose.  The form will be separated from your application form before short-listing or interviewing for the post begins.

Help us to help you

Ascham Homes Ltd is committed to achieving fairness and equality in employment.  We want to make sure that all job applicants and employees are treated fairly and are judged solely on their merits and abilities.

One of our most important ways of making sure that we are being fair is by monitoring; counting the people that apply to us for jobs, and those who get jobs.  To help us do that, please fill out the form on the other side of this page and return it with your application.

What information are we looking for?

We need different kinds of information for different reasons.  We ask about your race, your gender, your age, whether or not you consider yourself to be disabled, and your religion so that we can check how closely the numbers of people who apply to us for jobs, or who get jobs with us, match up to the local population.  This tells us a lot about whether our recruitment processes are fair and equally open to everyone.

In addition we are asking you to tell us something about your caring responsibilities.  By that we mean looking after a child, whether as a parent, guardian or foster parent, or helping an adult carry out their daily routine.  This might mean providing assistance to an adult relative or friend who is disabled or has a long-term illness.  These questions help us to assess the demand for family-friendly policies, such as more flexible working arrangements.

We are also asking about whether you already work for Ascham Homes Ltd, which helps us to make sure that both internal and external candidates have equal chances of getting jobs.


Your Application 

And the

Recruitment Process


This guide has been provided to help you when you

are completing your application form. Please read it before 
filling in your form and, in particular, note that we do not accept Curriculum Vitaes. All applications must be made on the form 
provided in your recruitment pack

ASCHAM HOMES

Willow House
869 Forest Road

Walthamstow

London E17 4UH
Tel:  020 8496 4917
Completing your application form

Ascham Homes wants to ensure that every applicant is treated fairly. This means that we are not able to consider previous applications or personal knowledge of you. It also means that if you already work for the company you must complete the form in full and any internal knowledge about you would only take the form of a reference.

When you have read the advertisement, job description and any other papers enclosed with the application form, decide if you still wish to apply for the job. If you do, please read these notes carefully before completing the form.

The information you provide with your application form is all that we will use in deciding whether or not you will be shortlisted for an interview. It will also be used as a basis for the interview itself.

The application form

Please only use the space provided on the form and not more than two sides of additional paper. Highlight aspects of your experience, abilities and skills, which will support your application for this particular post.

Please do not submit a curriculum vitae (CV), as this company requires candidate’s information to be in a standard format on its form. Also, please do not complete part of the form then write, “see attached” in all or some of the remaining sections. Our experience has shown that the application form and up to two additional sides of paper provide sufficient information for the shortlisting panel to be able to decide whether to interview you.

Therefore, please do not send in any additional documents or booklets, as these will not be considered by the panel.

The job description

You should have received a copy of the job description outlining the main duties of the post you have applied for. Additional information about the vacancy may also be enclosed in respect of the particular service area where the post is vacant.

It is vital that you read through this and note the key activities. You then need to read the Person Specification.

The person specification

This form is important as its sets out for you the criteria that will be used to assess
candidates. This applies to both the shortlisting and interview stages.

Essential criteria mean that these are the minimum required to do the job.

Desirable are those, which, although not essential, would be advantageous.

When you are filling in your application form you need to use the person specification as your guide. You need to give examples of the ways in which you meet the essential and desirable criteria.

Useful tips when filling in your form

· Write out the form in draft to avoid mistakes, repetitions and so on

· Outlining your previous experiences or other responsibilities may help you
 
to uncover skills which you had taken for granted

· Ensure the information you give is organised, relevant and easy to read 

· Give examples of the work or activities you have been involved in 

· Write in a positive way

· Tell us about your responsibilities not those of your department

· The experience you offer does not have to be from employment. It could be charity or voluntary work or experience gained in the home and through leisure interests.

· Tell us about it – we are unable to guess or assume. If you do not tell us, we will not know

· Use black ink

· Send it off in plenty of time to meet the closing date 

· Keep a copy

General information

There are often many applicants for each post and if you are not invited for an interview we hope it does not deter you from applying for any further suitable vacancies.
We expect to make an appointment to this post within six weeks of the closing date. We will not be writing to those applicants who are not selected for an interview. Should you not hear from us within six weeks, you should assume that on this occasion, your application has been unsuccessful.

If you have any questions about this booklet please contact:-
Human Resource 

Ascham Homes

Willow House

869 Forest Road
Walthamstow

London

E17 4UH
( (0208) 496-4959

( (0208) 496-4951

Email at jobs@aschamhomes.org.uk
Important Notes – Please read carefully
Asylum and Immigration Act 1996 section 8 

Prevention of illegal working 

The above act came into force on 27th January 1997 and states it will be an offence to employ a person with no immigration entitlement to work in the United Kingdom

If you are successful in your application you will be required to provide one or more of the original documents listed below.

· A documents issued by a previous employer, the inland revenue, the benefits agency, the contribution agency or the employment service (or their Northern Ireland equivalents) which states the National Insurance number of the person named

· This could include a P45, a pay slip, a P60 a national insurance (NINO) card (the newer plastic cards or the older styles cards) or a letter issued by one of the Government bodies concerned

The above should cover most applicants.
· A passport describing the holder as a British Citizen or as having the right of abode in or entitlement to re-admission to the United Kingdom

· A passport containing a Certificate of Entitlement issued by or on behalf of the Government of the United Kingdom certifying that the holder has the right of abode in the United Kingdom.

· A certificate of registration or naturalisation as a British Citizen

· A birth certificate issued in the United Kingdom or in the Republic of Ireland

(For these purpose the United Kingdom includes England, Wales, Scotland and Northern Ireland, the Channel Island and the Isle of Man)

· A passport or national identity card issued by a State which is a party to the
   European Economic Area Agreement and which describes the holder as a 
     national of that State

· A passport or other travel documents endorsed to show that the person   

   Named is exempt from immigration control, has indefinite leave to enter, or      

   remain in, the United Kingdom or has no time limit on his or her stay; or a 
   letter issued by the Home Office confirming that the person named has 
   such status
· A passport or other travel documents endorsed to show that the person 

   named has current leave to enter or remain in the United Kingdom and is 
   not precluded from taking the employment in question; or al letter issued by 
   the Home Office confirming that this is the case

· A United Kingdom residence permit issued to a national of a State which is 
            a party to the European Economic Area Agreement

· A passport or other travel document endorsed to show that the holder has a 
current right of residence in the United Kingdom as the family member of a
named national of a State which is a party to the European 
· A letter issued by the immigration and Nationality Directorate of the Home 
Office indicating that the person named in the letter is a British Citizen or has
permission to take employment
· A work permit or other approval to take employment issued by the 
Department for Education and Employment or, as in Northern Ireland, by
the Trading and Employment Agency

· A passport describing the holder as a British Dependant Territories
citizen and which indicates that the status derives form a connection with 
Gibraltar

If you are uncertain which documents to provide, please contact the address where the application form is to be returned.

Please note it is a requirement that we keep a photocopy of all the documents if you are successful in your application. 
Application for employment

































































































































































ASCHAM HOMES








Please return your completed application form to:–





Recruitment Team, Human Resources Unit, Ascham Homes Ltd, Willow House, 869 Forest Road, Walthamstow, London E17 4UH.  Alternatively you can e-mail completed applications to: jobs@aschamhomes.org.uk. �To search for jobs with Ascham Homes visit our website at: www.aschamhomes,org.uk/jobs














