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	COMPLETING THE APPLICATION FORM
Thank you for your interest in Cartrefi Conwy. The following information is necessary to ensure that full consideration can be given to all candidates. The information provided will be treated as strictly confidential. Please complete the application form in full using BLACK INK or type. Applications are welcome in either Welsh or English. If you require assistance completing this application form, please contact us.

	POST DETAILS

	

	Post Reference:
	

	

	Post applied for:
	

	

	Department:
	

	

	Location:
	

	

	Closing Date:
	

	

	How did you find out about this vacancy?
	

	

	Do you need permission to work in the UK?
	Yes
	☐
	No
	☐

	
	

	Evidence of your right to work in the UK will be required at interview stage

	

	PERSONAL DETAILS

	

	Title:
	Mr
	☐
	Mrs
	☐
	Miss
	☐	Ms
	☐
	Other:
	☐
	

	Surname:
	

	

	Forename(s):
	

	

	Address:
	

	

	

	

	Post Code:
	
	Home Telephone No:
	

	

	Work Telephone No:
	
	Mobile Telephone No:
	

	

	Home E-Mail:
	

	

	Work E-Mail:
	

	

	Can we contact you at work?
	Yes
	☐
	No
	☐

	



	CURRENT OR MOST RECENT EMPLOYMENT

	

	Employer’s Name:
	

	

	Nature of Business:
	

	

	Your Job Title:
	

	

	Current or Most Recent Salary:
	

	

	Dates of Employment:
	From:
	
	To:
	

	

	Are you still employed:
	Yes
	☐
	No
	☐

	

	If no, give date & and reason for leaving:
	

	

	Notice Period required:
	

	
	

	Please provide a brief outline of duties in your current or most recent employment:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



	BREAKS IN EMPLOYMENT HISTORY

	

	If you have had any breaks in employment since leaving school, give details of these periods and your activities during these times e.g. unemployment, raising family, voluntary work, training 

	

	

	

	

	

	

	

	






	“Cartrefi Conwy is committed to the delivery of equality and diversity in all its activities. Applications will be considered solely on merit, irrespective of age, gender, colour, race, disability, marital status, religion, beliefs, sexual orientation or ethnic or national origin”.
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	CURRENT OR MOST RECENT EMPLOYMENT

	Commencing with your current or most recent job. Please account for ALL gaps in employment history since leaving full time education.

	Dates
	Name & Address of Employer
	Position Held
	Salary
	Reason for Leaving

	From:
	To:
	
	
	
	

	




























	
	
	
	
	

	EDUCATION, QUALIFICATIONS & TRAINING

	General / Further / Higher

	Dates
	Details of relevant qualifications, Membership of Professional Bodies. Commencing with your current or most recent (including Grade where applicable)
	School / Institution

	From:
	To:
	
	

	












	
	
	



	DETAILS OF RELEVANT COURSES ATTENDED AND ANY OTHER RELEVANT TRAINING EXPERIENCE

	Dates
	Course Name

	From:
	To:
	

	







	
	



	
RELEVANT SKILLS & EXPERIENCE

	

	Short listing and selection will be based on the details set out in the Person Specification. Please indicate how you satisfy each aspect of the Person Specification, drawing on your personal and work experience, education, training and interests, continuing on a separate sheet if necessary.

	

	












































	REFEREES

	Please give names & addresses of two employers to whom references can be requested upon offer of employment, one of which must be your current or most recent employer. If you are unable to provide two employment references, then you may include an education or personal reference.

	

	Name:
	

	

	Position / Relationship:
	

	

	Address:
	

	

	

	

	Post Code:
	
	
	Telephone No:
	

	

	Email address:
	

	

	Can we contact this referee prior to interview?
	Yes
	☐
	No
	☐

	

	Name:
	

	

	Position / Relationship:
	

	

	Address:
	

	

	

	

	Post Code:
	
	
	Telephone No:
	

	

	Email address:
	

	

	Can we contact this referee prior to interview?
	Yes
	☐
	No
	☐

	



	MISCELLANEOUS

	

	Do you hold a full, current UK driving licence?
	Yes
	☐
	No
	☐

	

	Do you have use of a car for work purposes?
	Yes
	☐
	No
	☐

	

	If appointed, will this be your only employment?
	Yes
	☐
	No
	☐

	

	If no, please give details of other roles and hours worked:
	

	

	



	SICKNESS ABSENCE (excluding Disability related absences)

	Please give details of absences through sickness in the past two years, broken down into total number of days and periods of sickness. Please exclude all absences relating to a disability.

	

	

	

	

	

	




	DISABILITY DISCRIMINATION ACT 1995

	The Disability Discrimination Act 1995 defines disability as a physical or mental impairment which has a substantial and long term adverse effect on a person’s ability to carry out normal day-to-day activities. Cartrefi Conwy views disability positively and will interview all disabled applicants who meet the essential criteria of the post, providing we are informed of the disability in this section of the recruitment form. Please state NONE if not applicable.
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	REHABILITATION OF OFFENDERS ACT 1974 (DECLARATION OF CRIMINAL CONVICTIONS)

	

	Please give details of any convictions (date of individual conviction, sentence, whether suspended and identify the court of conviction) which are not spent under the Rehabilitation of Offenders Act 1974. Please state NONE if not applicable.

	

	

	

	

	

	

	Cartrefi Conwy recognises that where a person who has been convicted of an offence and has served a sentence not exceeding thirty months in custody, and has rehabilitated him/her self in line with the timescales and details of the Act, he/she must be treated as if the offence has never been committed and the candidate is not obliged to reveal any such sentence (spent convictions). If you have any doubt whatsoever about declaring a previous conviction, you should contact your local Probation Officer, Citizens Advice Bureau or your Solicitor. 
It must be recognised, however, that for certain type of jobs, candidates can never be rehabilitated (convictions spent). Within Cartrefi Conwy those posts are those working with young children and vulnerable adults. Staff for these posts will be subject to criminal records bureau checks.



	CLOSE PERSONAL RELATIONSHIPS

	

	Are you related to a member of Cartrefi Conwy’s Board or employee?
	Yes
	☐
	No
	☐

	

	If YES, please give details (this is a legal requirement):
	

	

	

	

	



	THE WELSH LANGUAGE

	The Association’s internal business language is English. However, in accordance with our Welsh Language Scheme, we will look for opportunities to enable members of staff to use Welsh in the workplace. The Person Specification attached will advise you of the Welsh language requirements for this specific post. Please use the “Welsh Language Self-Assessment Table” in the Recruitment Pack to help you identify your level of ability in each skill, then tick one box only for each of the following skills:

	
	Level 0
	Level 1
	Level 2
	Level 3
	Level 4
	Level 5

	

	Reading
	☐
	☐
	☐
	☐
	☐
	☐

	

	Speaking
	☐	☐
	☐
	☐
	☐
	☐

	

	Writing
	☐
	☐
	☐
	☐
	☐
	☐
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	DECLARATION

	

	Medical & Reference Agreement
Prior to any job offer being confirmed, I understand and agree to complete the necessary form for submission to the Occupational Health department for medical clearance and consent to Cartrefi Conwy seeking references from the above named persons.

	

	Disclosure of Criminal Convictions
Candidates who are required to work with vulnerable adults and/or children will be asked to complete a ‘Disclosure of Criminal Convictions’ form upon appointment. A Disclosure will be sought from the Criminal Records Bureau.  A conviction may not necessarily be a bar to obtaining employment.

	

	Data Protection Act
The Data Protection Act 1998 (‘the Act’) sets out certain requirement for the protection of your personal information against unauthorised use or disclosure. The Act also gives you certain rights. Except to the extent we are required to permitted by law, the information which you provided in this application form and any other information obtained or provided during the course of your application (‘the information’) will be used solely for the purpose of assessing your application.

If your application is unsuccessful, or you choose not to accept any offer of employment we make, the information will not be held for longer than nine months, after which time it will be destroyed, although relevant information will be retained in the longer term to facilitate our equal opportunity monitoring. 

If your application is successful, the information will form part of your employment file and we will be entitled to process it for all purposes in connection with your employment.

So that we may use the information for the above purposes and on the above terms, we are required under the Act to obtain your explicit consent. Accordingly we would be grateful if you could sign the consent form below. I consent to the use of my personal information for the purposes and on the terms set out above.

	

	I hereby declare that the information provided in this application is correct to the best of my knowledge.

	

	Signed:
	
	Date:
	

	

	Print Name:
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