
APPLICATION FOR EMPLOYMENT

· To apply please send the completed Application Form to Human Resources via post to Crisis, 66 Commercial Street, London, E1 6LT, via fax to 0870 011 3336 or email human.resources@crisis.org.uk before the closing date.
· Please note that pages 1 and 2 of this application form will not be made available to the shortlisting panel

	APPLICATION FOR THE POST OF


	

	
	

	WHERE DID YOU SEE THE POST ADVERTISED?


	


PERSONAL DETAILS

	Last Name
	
	First Name
	

	
	
	
	

	Known as
	
	Title

(Please delete as applicable)
	Mr / Mrs / Miss / Other


	Address


	


	Telephone (Day)
	
	
	

	Telephone (Mob)
	
	Telephone (Eve)
	

	Email address: 


Please give the names and addresses of two referees who should not be related to you.  One of these must be your present or most recent employer or supervisor (where applicable). References will not be taken up until an offer of employment has been made.

	
	Referee 1
	Referee 2

	Name
	
	

	Job Title
	
	

	Organisation
	
	

	Address
	
	

	Telephone Number
	
	

	Email address
	
	

	Relationship to applicant
	
	

	May we contact this referee before an interview?
	YES / NO
	YES / NO


	Do you require a work permit for this post?
	Yes
	
	No
	


______________________________________________________________________________________

The Disability Discrimination Act 1995 defines disability as “a physical or mental impairment which has a substantial and long-term adverse effect on the ability to carry out normal day-to-day activities”. The Disability Discrimination Act 1995 requires an employer to make “reasonable adjustments” to working conditions, in order to enable disabled applicants to have equal access to employment opportunities.

Completion of the following is optional: The information disclosed here will only be used to enable a fair decision to be made, and will not be used to discount applicants.
	Do you consider yourself to be a disabled person?
	Yes
	
	No
	


If Yes: What is the nature of your disability, and do you know of any adaptations or modifications that could be provided to assist you in carrying out the duties of this post?

Is there any information you wish to provide that would help us in offering you a fair selection interview?

______________________________________________________________________________________

I declare that the information given in this application is a true and complete statement. I understand that any offer of appointment and subsequent employment is conditional on this declaration and if my application is incomplete, untrue or inaccurate, then Crisis UK shall be entitled to withdraw any offer of appointment or terminate any contract of employment.

I understand that any offer of appointment and subsequent employment is subject to satisfactory references, evidence of my right to work in the UK and satisfactory disclosure from the Criminal Records Bureau at the appropriate level, where this is a requirement of the post (if stated in the person specification).

I understand that the information provided on this application form will be used on the computerised human resources information system should an offer of appointment be made. Further details about data protection will follow with any contract of employment. I understand that if I am not offered employment, my application and associated documentation will be securely destroyed in twelve months time.

Signature:
____________________________________
Date:

_________________

IF YOU SUBMITTED THIS APPLICATION FORM ELECTRONICALLY 

YOU WILL BE ASKED TO SIGN A COPY IF INVITED FOR INTERVIEW

For office use only

	POSITION:
	
	APPLICATION

NO:
	


______________________________________________________________________________________

EMPLOYMENT HISTORY

Present/Most Recent Employment

	Name and address of employer

	

	Job Title

	

	Start Date

	

	Leaving Date / Notice Required

	

	Salary

	

	Reason for leaving 

	

	Duties and Responsibilities

	

	Key Achievements

	

	How many days and episodes of sickness have you had in the last 12 months?

	


Previous Employment History 

Please start with the most recent. 
	Name and address of employer
	Job title
	From

(mm/yy)
	To

(mm/yy)
	Brief Description of Duties 

and Key Achievements
	Reason for leaving

	
	
	
	
	
	


EDUCATION & TRAINING

Educational / Professional Qualifications

Please give details of any education and professional qualifications achieved. Include details of any qualifications for which you are now studying.

	School/College
	Date completed
	Qualification 

(subject and levels achieved)

	
	
	


Short Courses

Please give details of any training which is relevant to this position for which you are applying. 

	Dates
	Duration of course
	Title of training programme/course

	
	
	


Membership of Professional Bodies

	


OTHER RELEVANT EXPERIENCE

Please give details of any other experience you consider relevant to this application, e.g. voluntary or unpaid work community work or experience/skills acquired outside of employment. 

	Dates (approx)
	Type of experience

	
	


INTERESTS AND OTHER WORK

Please list any interests you may have and details of any public duties currently undertaken or anticipated (e.g. local councillor, JP). Please give details of any part time consultancy work or other commitments.

	


SUPPORTING STATEMENT

Please attach a supporting statement to this application form (max. 2 pages) setting out how your skills, knowledge and experience meets the person specification. 

The information you provide will largely determine whether or not you are selected for interview, so please take the time to consider your answers. When completing this section please ensure that you:

· Address your answer to EVERY essential requirement in the person specification, and (where applicable) the desirable criteria. Write a separate paragraph for each point in the person specification.

· Demonstrate, with illustrations from your personal/professional experience, that you possess the specific skills, attitude or experience required. In doing this you should consider how the requirement relates to the job description. It is insufficient to merely re-state the points on the person specification.

· Present your information neatly, clearly and succinctly.

· Do NOT send a CV with your application, either as a substitute for or in addition to your application. Any CV received will be removed from your application before it is considered by the shortlisting panel.

· Do NOT send copies of qualifications. If a qualification is specified in the person specification, you will be required to bring your original certificate, should you be invited for interview. 

· Do NOT send references. We will request the completion of a standard reference request form from your referees, should you be offered a position.

CRISIS DIVERSITY AND EQUAL OPPORTUNITIES MONITORING FORM

This form is issued to all job applicants.  Please complete this monitoring form as it helps us to monitor the effectiveness of our equal opportunities policy.  The information will be kept strictly confidential and according to the Data Protection Act 1998.  The data held is required for internal management purposes and/ or statutory external reporting responsibilities.  Reports run from the data provided will always be presented in an anonymous format.

Please answer the questions by ticking the appropriate box.
Post applied for: 

Name:

1.  WHAT IS YOUR GENDER?        Female (
                       Male (
2.  PLEASE TICK WHICH AGE GROUP YOU FALL INTO:

(16-24               ( 25-34              ( 35-44             ( 45-54             ( 55-64          ( 65+

3.  DO YOU CONSIDER YOURSELF TO HAVE A DISABILITY? ( Yes     ( No      ( Do not wish to answer

If Yes, do you require any assistance, aids or adaptations at interview? ( Yes     ( No      
Please specify ……………………………………………………………………………………………………………………………...

4.  PLEASE DESCRIBE YOUR ETHNIC ORIGIN: 

Please circle the appropriate letter, A to E, then tick one box within that section to indicate your cultural background.
(Ethnic origin questions are not about nationality, place of birth, or citizenship. They are about colour and ethnic group.  Citizens of any country may belong to any of the group indicated.  The ethnic origin categories used here are based on Commission of Racial Equality’s latest guidance.)

A White                                                  

( British                                              
        
   ( English                                                    
                               

   ( Scottish                                                 
                         

   ( Welsh                                                    
           

   ( Other (please specify)………………..                                        

( Irish

( Any other White background (please specify)…………………….   

B Mixed 

( White and Black Caribbean 
( White and Black African    

( White and Asian

( Any other Mixed background (please specify)……………….
C Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh                            
( Indian                                                    
( Pakistani                                                                                                         

( Bangladeshi                                                

( Any other Asian background (please specify)……………………  

D Black, Black British, Black English, Black Scottish, or Black Welsh

( Caribbean

( African

( Any other background (please specify)………………………………

E Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh, or other ethnic group

( Chinese

( Any other background (please specify)……………………………….
5.  WHERE DID YOU FIND ABOUT THE VACANCY? This would be useful for our records (please specify)
(  Newspaper                                                   (  Agency

(  CRISIS website                                              (  Other - please state:

	Signed:


	Date:




Thank you for completing this form. Please return this form to CRISIS HR with your application form and supporting statement.

Why monitor?

The most reliable and efficient way of monitoring the effectiveness of our equal opportunities policy is to carry out regular analyses of the workforce and job applicants.

Equal opportunities policies by themselves will not bring about equality. Organisations must have a system for checking whether their policies are being carried out and whether they are working.

Without diversity monitoring, an organisation will never know whether its equal opportunities policy is working. There is a risk that people will just see the policy as paying lip service to diversity and equality. If this happens, the policy could lose credibility and commitment among the staff who have to deliver it, as well as the people who are affected by it. To have an equality policy without diversity monitoring is like aiming for good financial management without keeping financial records.

Without monitoring, it would be difficult to establish the nature or extent of any inequality, the areas where action is most needed, and whether measures aimed at reducing inequality are succeeding. Without diversity records it is virtually impossible to know whether or not people are being discriminated against.
Confidentiality

Data provided will be entered onto the new HR database and maintained confidentially for the purposes of monitoring and statistical analysis. Please contact HR if you have any questions on this aspect.

Diversity monitoring at Crisis

Diversity monitoring is the process used to collect, store, and analyse data about people’s backgrounds.

We can use diversity monitoring to:


highlight possible inequalities; 


investigate their underlying causes; and 


remove any unfairness or disadvantage. 

In employment, monitoring lets us examine the profile of our workforce and compare this with benchmark data.

It also lets us analyse how our employment practices and procedures may affect different groups.

In service delivery, monitoring can tell you which groups are using our services, and how satisfied they are with them. We can then consider ways of reaching under-represented groups and making sure that our services are relevant to their needs and provided fairly.

Diversity monitoring can tell us whether we are offering equality of opportunity and treatment to all groups. We can then concentrate on finding solutions and making appropriate changes, rather than using guesswork or assumptions. 

In employment, diversity monitoring can identify barriers that may be preventing us from making use of available talent. It can also help us to avoid potential complaints of discrimination, by making sure that we pick up and tackle any issues at an early stage. The cost of discrimination claims can include money and management time, as well as emotional distress for those involved and potentially wider damage to staff morale.

Finally, diversity monitoring can help to improve our reputation as a good and fair provider of services and as a good employer.
