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	JOB APPLICATION FORM



Please complete application form and send, along with a covering letter to

 recruitment@flagship-group.co.uk.

The information you provide in your application is very important as it will be used for shortlisting purposes.   All the information provided on this application form will remain private and confidential and will only be used for the purpose of selection/recruitment or for subsequent employment administration if the application is successful.  It is therefore vital that you complete the application in full providing as much detail as possible.  All sections of the application form must be completed, CV’s will not be considered on their own.  Inspire Suffolk will check the information provided in your application.  Giving incorrect information may result in withdrawal of the offer of employment or termination of your contract.  Application forms will only be considered if they are received by the published closing date.  If you do not hear from us, please assume you have not been shortlisted for an interview. 
Current/Most Recent Employment:
Please give details of your current or most recent job and a brief description of the duties, responsibilities and achievements.  Try to use examples that are most relevant to the role that you are applying for.

Educational History:
Please clearly list any course(s) you have completed and the dates of achievement plus any course(s) which you are currently undertaking, specifying the date you expect to complete them.  Please provide details and the level of study of any Maths and English qualifications.  
Employment History:
Please give details of all your previous posts including any voluntary work in date order, ensuring that you explain any gaps in employment as fully as possible.  If you have not been employed for some time, please provide details of any other experience or training which you have undertaken.

Personal Statement:
This is the most important section of the application form.  It is important that you provide evidence and give specific examples of how you meet the essential and desirable criteria set out in the Person Specification and gives you the opportunity to explain why you are the best person for the job.  Clearly explain how your experience, knowledge, skills, and/or achievements demonstrate your abilities in the particular area.  Include details of paid/unpaid work or other activities which are relevant to the job you are applying for. 

References:
You must detail all employment history for the most recent 3 years.  You must provide at least two references. One of your referee’s must include your line manager at your most recent employment and have direct knowledge of your work.  If you are self employed please provide details of any recent customers.  Please detail your most recent work involving children even if this falls outside of the 3 year referencing policy. References will not be accepted from relatives or those writing solely in the capacity of friends.  
Criminal Convictions:

As you are applying for a job within an Educational Institution in line with you must always declare any convictions, cautions, bind overs, reprimands or final warnings, which would not be filtered in line with the current Rehabilitation of Offenders Act Guidance.  The relevance of these records will be assessed in accordance with Disclosure & Barring Service guidelines.  
Applicants who have been successfully short listed will be contacted by a member of the Inspire Suffolk team via telephone, email or letter.  If you do not hear from us please assume you have not been short listed for an interview.

JOB APPLICATION FORM

PLEASE READ THE GUIDANCE NOTES BEFORE COMPLETING THIS FORM
(Complete this application form in black ink or typed.)
POSITION APPLIED FOR:
	Job Title:
	

	Department:
	


Acknowledgement Required?  Yes/No (if yes, please enclose a stamped addressed postcard)
PERSONAL DETAILS:
	Title:

	Surname:

	Forename(s):

	Address:

	National Insurance Number:

	
	Home Tel No:

	
	Mobile Tel No:

	
	Email:

	Tax Status:
	Employed:  (     Unemployed:  (  Student:  (

	Driver Status:
	Car Driver:        Yes (    No (
Car Owner:       Yes (    No (
Valid Licence:   Yes (    No (
Driving Licence No: ………………………….

Please specify type: (motor/car/HGV etc): ………….

Details of any penalties on your licence: ……………

(please put N/A if not applicable)

	Emergency Contact Details:
	Name: ……………………………........................

Relationship: ……………………………………..

Mobile: ……………………………………………

Telephone: ……………………………………..


HOBBIES AND INTERESTS:

	


CURRENT/MOST RECENT EMPLOYMENT:
	Name and address of current/most recent employer:

	Job title:
Current/latest salary and any benefits:
Weekly hours:


	Date started in post:
	Date of leaving: (if relevant) 



	Notice required:
	Reason for leaving: 


	Main duties/responsibilities/achievements of current employment:



EDUCATIONAL HISTORY: (Please include Secondary, Further and Higher Qualifications)

	Examination subject:
	Level:
	Date of exam:
	Qualification achieved:

	
	
	
	


	Membership of Professional Bodies:

	From:
	To:
	Details:

	
	
	


	Continuing Professional Development Undertaken (within last 5 years)

	From:
	To:
	Details of activity:

	
	
	


EMPLOYMENT HISTORY:  (including any periods of voluntary work, ensuring that you explain any gaps)
	From:
	To:
	Name of Employer:
	Job Title and Brief Description of Duties:
	Reason for leaving:
	Hours of work & salary:

	
	
	
	
	
	


PERSONAL STATEMENT: (please see guidance notes)
Please feel free to continue on a separate sheet if you require more space. Remember to write your name on each additional page.  

REFERENCES: (please see guidance notes) – Please note that we will make contact with your referees as soon as a verbal offer has been made following an interview.  Please therefore indicate below if there is a particular employer(s) you do not wish us to contact: 
……………………………………………………………………………………………………………………

You must provide 2 references.  Please provide contact information for all of your employment or academic studies in the last 3 years.  If you are a student, please ensure you clearly specify the institution of study, and your personal tutor.  Please detail your most recent work involving children (even if this falls outside of the 3 year referencing policy).  Should you have more than 3 references, please detail on additional paper and attach with your application.

Referee 1: Most Recent Employer







	Start Date (MM/YY)
	Name of Referee

	End Date (MM/YY)
	Relationship

	Company Name & Address

	Telephone

	
	Fax

	
	Email

	
	Work involving children:     Y   /   N


Referee 2:

	Start Date (MM/YY)
	Name of Referee

	End Date (MM/YY)
	Relationship

	Company Name & Address

	Telephone

	
	Fax

	
	Email

	
	Work involving children:     Y   /   N


REGISTER OF INTEREST

CRIMINAL CONVICTIONS:
Please give details of any criminal convictions, cautions, bind overs or reprimands below.  As you are applying for a position at a place where you are likely to have contact with Children or Vulnerable Adults you must always declare any convictions, cautions, bind overs, reprimands or final warnings, which would not be filtered in line with current Rehabilitation of Offenders Act Guidance. 
	Details of criminal convictions, cautions, bind overs, reprimands or final warnings.  Please state NONE if appropriate




REASONABLE ADJUSTMENTS:
	Do you require any reasonable adjustments to be made to facilitate you attending interview?       YES/NO

If yes, please provide details.

Additionally, please provide details and outline practical steps, if any that you would like Inspire to take to ensure that the post is accessible to you.




DECLARATION:
The information I have supplied on this job application form is correct.  
I confirm that I am not on the government List 99 document, which lists those whose employment has been barred or restricted from working in specific posts.  I am not included on the DBS vetting and barring lists for the protection of Children and Vulnerable Adults.  I am not disqualified from working with children or vulnerable Adults, and I am not I subject to any sanctions by a regulatory body.  I understand that any false declaration or misleading statement or significant omission may disqualify me from employment and render me liable to dismissal.  I understand that any job offer is subject to satisfactory references and a probationary period and (if the company believes it appropriate) a satisfactory medical record.
Signed………………………………………………………………….            Date………………………………

ENTITLEMENT TO WORK IN THE UK:
DATA PROTECTION ACT (1988) COMPLIANCE:
I agree that information supplied by me in connection with this application may be held either on file or electronically and utilised as appropriate in the recruitment and selection process.
Signed…………………………………………………………………            Date………………………………
Please send your completed application form, along with a covering letter to

 recruitment@flagship-group.co.uk
Guidance Notes














Are you related to, or are you a partner of, any member of the Inspire Suffolk staff?  YES/NO


If yes, please give details























To comply with the Asylum and Immigration Act 1996 you will be asked to supply evidence of eligibility to work in the UK.  Would you require a work permit if appointed?  	YES/NO     





Existing permit expiry date:				Permit Number:   
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