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Actionin Casrau & Ely
Guelthredu yng Nghaerau a Threlal




Please return completed application forms to the relevant contact details below:

ACE (Action in Caerau and Ely)
Our Place: Dusty Forge 
460 Cowbridge Road West 

Email: recruitment@aceplace.org

Please complete in black ink or typeset and sections 1-3 in block capitals

	Post Title: 


	Closing Date:

	Location:


	Post Ref No: 

	Where did you see the post advertised?




	SECTION ONE: PERSONAL DETAILS



Please mark with an “X”

Top of Form

	Title:

Miss
	 MACROBUTTON HTMLDirect [image: image2.emf]

	Ms
	 MACROBUTTON HTMLDirect [image: image3.emf]

	Other:  Please state:

	

Mrs
	 MACROBUTTON HTMLDirect [image: image4.emf]

	Mr
	 MACROBUTTON HTMLDirect [image: image5.emf]

	


Bottom of Form

	Surname:
	First Name:



	Address:



	

	Postcode:
	

	National Insurance No:



	Tel No (Home):


	Tel No (Work):

	Mobile:


	E-mail address:


Please state if you are related to a current or former Committee Member(s) or employee(s) of ACE.
	Name of person(s)
	

	Relationship(s)
	


Please mark with an “X”

	 (a) 
	Do you require a visa to work in the UK?                                                                                                                     

If yes, please state which visa or work permit you hold and expiry date……………………………………………………………………………


	Yes
	 MACROBUTTON HTMLDirect [image: image6.emf]

	No
	 MACROBUTTON HTMLDirect [image: image7.emf]


	(b) 
	Do you have a full current driving licence?
	Yes
	 MACROBUTTON HTMLDirect [image: image8.emf]

	No
	 MACROBUTTON HTMLDirect [image: image9.emf]




PLEASE LIST ALL QUALIFICATIONS AND TRAINING 
	Date
	Secondary Education 

	Qualification(s)                Relevant Training

	From 
	To
	
	

	
	
	
	

	Date
	Further / Higher Education
	Qualifications                             Grade

	From 
	To 
	
	

	Other relevant training, professional qualification, or work related skills:



	

	Are you undertaking any course of study at present? (if so please give details) 



	

	Do you have membership of any professional bodies? (If so please give details, including any offices held) 



	

	It is the Company’s policy to verify the qualifications of all successful job applicants (if applicable to the job role) and you may be asked at a later stage in the recruitment process for your consent to checks being carried out. 





EMPLOYMENT HISTORY 
	Present post 
	Job Title: 

	
	

	Name and address of employer
	Date started 

	
	

	Salary and benefits 

	

	Major duties and responsibilities

	

	What is the notice required in your present post

	


Previous posts, please start with most recent post (continue on a separate sheet if necessary)

	Date
	Employer's name and address
	Job Title (please also state if full-time/part-time/ voluntary work) 
	Reason for leaving

	From
	To
	
	
	

	
	
	
	
	



The information you provide in this section will be used in assessing your application, please use this space to state your reasons for applying for the post.

· Your application needs to show how you meet the relevant qualifications, experience and knowledge you have gained through paid or unpaid work. 

· Please read through the Person Specification in the Job Pack and think carefully about how you demonstrate these requirements.

NB: This section should cover no more than three A4 sides (12pt text):

ACE guarantees to interview all applicants with a disability who meet the Job Specification requirements for a job vacancy and consider them on their abilities.  This does not mean that we invite applicants with disabilities to interview solely because of their disability nor does it mean that applicants without disabilities will be in any way disadvantaged.

Do you consider yourself to have a disability?

Please mark with “X”

	Yes


	 MACROBUTTON HTMLDirect [image: image10.emf]


	No


	 MACROBUTTON HTMLDirect [image: image11.emf]



	Do you require any special arrangements to be made for your    interview/assessment test on account of a disability?


	Yes 

 MACROBUTTON HTMLDirect [image: image12.emf]

	No 

 MACROBUTTON HTMLDirect [image: image13.emf]


	If yes please give brief details of the effects of your disability on your day to day activities and any other information that you feel would help us accommodate your needs during your interview/assessment test and thus meet our obligations under the Equality Act 2010 


	



[image: image14.png]





ACE promotes equality and diversity and welcomes applications from diverse candidates. Criminal records will be taken into account for recruitment purposes, only when the conviction is relevant. Unless the nature of the work demands it, you will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having a conviction will not necessarily bar you from employment with the Group. This will depend on the circumstances and background to your offence(s).

Posts exempt from the Rehabilitation of Offenders Act 1974:

Certain posts within the Organisation are exempt from the Rehabilitation of Offenders Act 1974 due to the nature of the client group that we work with.  Any applicants invited to interview for such posts will be asked to disclose all convictions, cautions, reprimands and final warnings, whether spent or unspent.

Any applicant offered a post that is exempt from the Rehabilitation of Offenders Act 1974 will be subject to a Disclosure and Barring Service (DBS) check at the appropriate level, before the appointment is confirmed.

Do you have any Criminal Convictions you need to disclose?    

	Yes
	
	

	
	
	

	No
	
	


If “yes”, declare convictions in a sealed envelope marked ‘HR Officer’

All criminal records information is treated in the strictest confidence.


You must give details of at least two referees who are not friends or family.  One of the referees must be your current/last employer. 

PLEASE COMPLETE ALL POSSIBLE DETAILS. FAILURE TO DO SO MAY RESULT IN DELAYS TO YOUR APPLICATION.

Top of Form

	1.  Name 
	2.  Name 

	
	

	Address: 
	Address

	
	

	Telephone number and email 
	Telephone number and email 

	
	

	Occupation 
	Occupation 

	
	

	Employment Dates 
	Employment dates 

	
	

	May references be taken up before interview

	May references be taken up before interview



	Yes
	 MACROBUTTON HTMLDirect [image: image15.emf]

	Yes
	 MACROBUTTON HTMLDirect [image: image16.emf]


	No
	 MACROBUTTON HTMLDirect [image: image17.emf]

	No
	 MACROBUTTON HTMLDirect [image: image18.emf]



Bottom of Form


Please note: if any particulars given by you in this application are found to be false or if you omit or suppress any material facts, you will be liable to dismissal if appointed.


I understand and agree to the following:

Should an offer of employment be made, I will be required to provide evidence of my eligibility to work in the United Kingdom, before my employment commences, in accordance with Section 8 of the Asylum and Immigration Act 1996.

I authorise ACE to obtain appropriate levels of criminal records checks during my employment and disclose the information obtained to appropriate staff.

Data Protection

Information from this application may be processed for purposes registered by the Employer under the Data Protection Act 2018. Individuals have, on written request and on payment of a fee the right of access to personal data held by them.

I hereby give my consent to ACE processing the data supplied in this application form for the purpose of recruitment and selection. 

Declaration

I declare that the information given in this application is to the best of my knowledge complete and correct. 

Signature of Applicant:………………………………………

Date:…………………..

Note:  Any false, incomplete or misleading statements may lead to dismissal. 


ACE recognises that we live in a society whose structures and practises generate inequalities. The organisation regards an equality and diversity policy as a matter of justice, and a means of ensuring the provision of good quality services.

ACE is committed to promoting equality and diversity in all its activities including its services, recruitment, employment and training, its Management Boards and Committees, work with consultants, contractors and agents, and approaches to development and monitoring.

The organisation will ensure that no person shall be treated less favourably because of homelessness, poverty or as a user of services, or because of spiritual or political beliefs or offending history.

ACE will provide equal opportunities to any employee or job applicant and will not discriminate directly or indirectly because of race, sex, sexual orientation, gender reassignment, religion or belief, marital or civil partnership status, age, disability or pregnancy and maternity. 
Specific justifiable exclusion criteria may apply to certain employment and service areas. These will be legal, open and service-related.

ACE will take positive action to enable and encourage service users and members of other groups whom may experience disadvantage to participate fully in its activities.

The organisation’s  Senior Management Team and Management Boards and Committees regularly review the effectiveness of the policies, procedures and performance in equality and diversity. Appropriate action plans will be developed and implemented to ensure, continuous improvement in delivering equality and diversity.

THIS FORM IS USED FOR MONITORING EQUALITY ISSUES WITHIN ACE AND THEREFORE MUST BE RETURNED. 
 All returned and completed forms help us to evaluate whether or not employment in ACE is fair and open to all parts of our communities.

All information will be treated in confidence and will not be seen by staff directly involved in the appointment.  The monitoring form will be detached from your application form, stored separately and used only to provide statistics for monitoring purposes.  Thank you for your assistance
IF YOU INTEND TO SUBMIT THE FORM WITHOUT COMPLETING THE INFORMATION THEN PLEASE MARK WITH “X” HERE 


	 MACROBUTTON HTMLDirect [image: image19.emf]



	Post Ref No:
	Position Applied For:



	Where did you see the post advertised?


GENDER
DATE OF BIRTH
Please mark with “X”

	Male


	 MACROBUTTON HTMLDirect [image: image20.emf]

	
	Date of birth 

DD/MM/YY
	

	Female



	 MACROBUTTON HTMLDirect [image: image21.emf]

	
	Age
	

	Transgender


	 MACROBUTTON HTMLDirect [image: image22.emf]


	Other


	 MACROBUTTON HTMLDirect [image: image23.emf]


	Prefer not to say


	 MACROBUTTON HTMLDirect [image: image24.emf]



MARITAL STATUS

	Married 


	 MACROBUTTON HTMLDirect [image: image25.emf]


	Single 



	 MACROBUTTON HTMLDirect [image: image26.emf]


	Other 


	 MACROBUTTON HTMLDirect [image: image27.emf]



ETHNICITY

Please mark with X”

	01 
White British

	 MACROBUTTON HTMLDirect [image: image28.emf]

	02
White Irish (Living in 
Ireland/NI)
	 MACROBUTTON HTMLDirect [image: image29.emf]


	03
White Irish (White Irish in 
Mainland UK)
	 MACROBUTTON HTMLDirect [image: image30.emf]

	04
Other White 
	 MACROBUTTON HTMLDirect [image: image31.emf]


	05
Mixed White and Black 
Caribbean 
	 MACROBUTTON HTMLDirect [image: image32.emf]

	06
Mixed White & Black 
African
	 MACROBUTTON HTMLDirect [image: image33.emf]


	07
Other Mixed


	 MACROBUTTON HTMLDirect [image: image34.emf]

	08
Mixed White & Asian 
	 MACROBUTTON HTMLDirect [image: image35.emf]


	09
Asian/Asian British:
Indian 
	 MACROBUTTON HTMLDirect [image: image36.emf]

	10
Asian/Asian British: 
Pakistani
	 MACROBUTTON HTMLDirect [image: image37.emf]


	11
Asian/Asian British:
Bangladeshi
	 MACROBUTTON HTMLDirect [image: image38.emf]

	12
Other Asian/Asian British
	 MACROBUTTON HTMLDirect [image: image39.emf]


	13
Black/Black British: 


Caribbean 
	 MACROBUTTON HTMLDirect [image: image40.emf]

	14
Black/Black British African
	 MACROBUTTON HTMLDirect [image: image41.emf]


	15
Other Black/Black British
	 MACROBUTTON HTMLDirect [image: image42.emf]

	16
Black Irish


	 MACROBUTTON HTMLDirect [image: image43.emf]


	17
Chinese
	 MACROBUTTON HTMLDirect [image: image44.emf]

	18
Traveller – Irish


	 MACROBUTTON HTMLDirect [image: image45.emf]


	19
Traveller – Romany


	 MACROBUTTON HTMLDirect [image: image46.emf]

	20
Traveller – Other
	 MACROBUTTON HTMLDirect [image: image47.emf]


	21
Other Ethnic Group


	 MACROBUTTON HTMLDirect [image: image48.emf]

	22
Prefer not to say
	 MACROBUTTON HTMLDirect [image: image49.emf]



…

EQUALITY AND DIVERSITY MONITORING FORM CONTINUED

SEXUAL ORIENTATION

Please mark with “X”

	Bisexual
	 MACROBUTTON HTMLDirect [image: image50.emf]

	Gay Man or Gay/Lesbian Woman
	 MACROBUTTON HTMLDirect [image: image51.emf]


	Heterosexual
	 MACROBUTTON HTMLDirect [image: image52.emf]

	Prefer not to say
	 MACROBUTTON HTMLDirect [image: image53.emf]



RELIGION / FAITH

Please mark with “X”

	Buddhist
	 MACROBUTTON HTMLDirect [image: image54.emf]

	Christian
	 MACROBUTTON HTMLDirect [image: image55.emf]


	Hindu
	 MACROBUTTON HTMLDirect [image: image56.emf]

	Jewish
	 MACROBUTTON HTMLDirect [image: image57.emf]


	Muslim 
	 MACROBUTTON HTMLDirect [image: image58.emf]

	Sikh
	 MACROBUTTON HTMLDirect [image: image59.emf]


	Other
	 MACROBUTTON HTMLDirect [image: image60.emf]

	None
	 MACROBUTTON HTMLDirect [image: image61.emf]


	Prefer not to say
	 MACROBUTTON HTMLDirect [image: image62.emf]

	
	


DO YOU CONSIDER YOURSELF TO HAVE A DISABILITY?

Please mark with “X”

	YES
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	NO


	 MACROBUTTON HTMLDirect [image: image64.emf]


	PREFER NOT TO SAY


	 MACROBUTTON HTMLDirect [image: image65.emf]



Data protection: 
Information from this application may be processed for purposes registered by ACE  under the Data Protection Act 1998.  Individuals have, on written request (and on payment of a fee) the right of access to personal data held about them. 

I hereby give consent to ACE processing the data supplied in this form for the purpose of recruitment and selection. 

Applicants signature ……………………………………..    Date: …………………………

Identification number (official use only)





APPLICATION FORM





SECTION TWO: EDUCATION AND TRAINING





SECTION THREE: DETAILS OF PAID EMPLOYMENT OR UNPAID VOLUNTARY WORK








SECTION FOUR – RESPONSE TO PERSONAL SPECIFICATION





Identification number. Official use only





SECTION FIVE: DISABILITY 





Identification number. Official use only





SECTION SIX : CRIMINAL RECORD 





Identification number (official use only)





SECTION EIGHT: REFERENCE INFORMATION





Identification number (official use only)





APPLICANT STATEMENT





EQUALITY AND DIVERSITY STATEMENT





EQUALITY AND DIVERSITY MONITORING FORM
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