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CONFIDENTIAL (when complete)



Application Form

To complete this form on-line, please tab through each section.
	Position applied for:      
Please tab over to next section
	Post ref no:       

	

	Surname and initials:      

	

	Contact tel no (daytime)      
	
	(other)      


Current or most recent employment

	Name and full address of employer:

      
	Post title:      


	
	Date appointed:       



	
	Current Salary:       



	
	Grade (if applicable):       



	
	Period of notice required:       



	Summary of duties and responsibilities:

     
 

	Reason for leaving:      
 

	Date of leaving (if applicable):       




Previous employment (most recent first)

	Month/Year
	Employer and nature of business
	Job title 
	Reason for leaving

	From
	To
	
	
	

	     
	     
	     

	     
	     


	     
	     
	     

	     
	     


	     
	     
	     

	     
	     


	     
	     
	     

	     
	     


	     
	     
	     

	     
	     


	     
	     
	     

	     
	     


	     
	     
	     

	     
	     



Education and training 
Please list details of your education/professional qualifications and any relevant training (most recent first).

	Qualifications/training


	Grade (If applicable)
	Date

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Professional qualifications and Membership of Professional Institutions (with dates and membership no.)

     
 


Supporting information
Please refer to the Guidance Notes and provide details below of how you meet the ‘Knowledge, Skills and Experience’ and ‘Competencies’ that have been listed in the job description.  You will need to use additional sheets of paper for this section or, if you are typing straight onto the application, you can expand the box below to accommodate the length of the information requested.

If you do not provide the information in the format stipulated please note that managers will be unable to consider your application.

      

Please tell us why you are applying for this post and what you hope to achieve should you be successful in your application.

     
	Position applied for:       


	Post ref no:       


Personal Information

Please note that the following sections are removed by Human Resources prior to short-listing.
	Surname:      
	First name:      
	Title:      
 

	Address:      
                                                                                    Post code:      

	Tel No: home      
	Tel No: work 
May we contact you at work? Y / N      

	Tel No: mobile      

	Email address:      



General information
How did you find out about the vacancy?  Please specify: Newspaper /Journal /General enquiry / Internet (please state which website) /other (please specify):

     
Please give details of any dates within the next month when you will be unavailable for interview:
     
If appointed, when would you be available for employment?       

Are you subject to any current or outstanding disciplinary procedures or legal action?   If so, please give details:

Do you hold a valid current driving licence?            
 FORMCHECKBOX 
Yes
   FORMCHECKBOX 
 No                                                             

Do you have use of a car?             
    
    
     



 FORMCHECKBOX 
Yes
   FORMCHECKBOX 
 No                                                             

Shelter Cymru has adopted the principle that in the conduct of public business in Wales, it will treat Welsh and English on a basis of equality.  

Do you speak Welsh?


  
     




 FORMCHECKBOX 
Yes
   FORMCHECKBOX 
 No                                                             

If yes, at which level? 


Written            Fluent  FORMCHECKBOX 
     
Intermediate  FORMCHECKBOX 
         Basic  FORMCHECKBOX 


Spoken
 Fluent  FORMCHECKBOX 
   
Intermediate  FORMCHECKBOX 
         Basic  FORMCHECKBOX 

Are you related to, or do you know someone who is, or has been, an employee, Director or Board Member of Shelter Cymru:  
 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No    
If yes, please give details: 

Do any of the following apply to you? 

· Are you a landlord? or






 FORMCHECKBOX 
Yes
   FORMCHECKBOX 
 No                                                             
· A Magistrate, sometimes known as a Justice of the Peace?  or

 FORMCHECKBOX 
Yes
   FORMCHECKBOX 
 No                                                             
· A member of any statutory tribunal service, an environmental 

 FORMCHECKBOX 
Yes
   FORMCHECKBOX 
 No                                                             

agency or of the boards of prison visitors?       

If yes, please give details:      
The Immigration and Asylum Act places a legal duty on Shelter Cymru to ensure that all new employees are entitled to work in the United Kingdom. Shelter Cymru will therefore require proof of identity and proof of entitlement to work in the UK in accordance with the requirements of the Act.  In the event that you are invited to attend an interview, or are offered employment with Shelter Cymru, you will be required to produce specific original documents prior to starting. Shelter Cymru cannot accept photocopies of documents.  In the event of an offer of employment being made and the supporting documents not being produced, Shelter Cymru may withdraw the offer of employment. 
National Insurance No:      
Do you need a permit to work in the UK?





 FORMCHECKBOX 
Yes
   FORMCHECKBOX 
 No                                                             

If yes, please provide details:      
If you do not have a national insurance number and do not require a work permit, please state the grounds upon which you are entitled to work in the UK:

     
References

	Please give details of two people, one of which must be your current or last employer who will provide references covering the last five years.  Character references from friends or relatives are not acceptable.

For certain posts, a reference from a professional body where appropriate and a satisfactory Disclosure and Barring Service check are also required.  

References will not be taken up before interview however, satisfactory references will be required prior to commencement of employment.

	Name:       
	     
	
	Name:
	     
	

	Company:
	     
	
	Company:
	     
	

	Address:   
	     
	
	Address:
	     
	

	     
	
	     
	

	Post code: 
	     
	
	Post code:
	     
	

	Tel No:
	     
	
	Tel No:
	     
	

	Fax No: 
	     
	
	Fax No:
	     
	

	Email:
	     
	
	Email:
	     
	

	In what capacity known?
	     
	
	 In what capacity known?
	     
	

	Length of time known?
	     
	
	Length of time known?
	     
	

	
	
	
	


Previous convictions
Due to the nature of the post for which you are applying, it is regarded as exempt from the provisions of the ‘Rehabilitation of Offenders Act 1974’, by virtue of the ‘Rehabilitation of Offenders Act 1974 (Exceptions)(Amendment) Order 2001’.  All applicants must tell us about sentences or convictions that for other purposes would be considered to be “spent” under the provisions of the Act.  In the event of employment, any failure to disclose such sentences or convictions could result in dismissal or other disciplinary action.

Any information given will be treated as confidential and considered only in relation to this application.  At interview, or in a separate discussion, Shelter Cymru will ensure that an open discussion will take place on the subject of any offences or other matters that might be relevant to this vacancy.

Successful applicants who are offered employment or work that involves contact with vulnerable people, will be offered a provisional contract of employment which will be conditional upon receipt of a satisfactory Disclosure and Barring Service check from the Disclosure and Barring Service prior to commencing employment.  This will include details of cautions, reprimands or final warnings, as well as convictions.

Do you have any criminal records to declare?
   



 FORMCHECKBOX 
Yes
   FORMCHECKBOX 
 No                                                             

Are there any current proceedings against you?
   



 FORMCHECKBOX 
Yes
   FORMCHECKBOX 
 No                                                             

If ‘Yes’, please give details:      
I hereby declare that the information given in this application is true to the best of my knowledge and belief and may be used for the purposes of processing my application.   

The organisation treats personal data collected during the recruitment process in accordance with its Data Protection Policy.  Information about how your data is used and the basis for processing your data is provided in the organisation's Job Applicant Privacy Notice.
 I understand that deliberate misrepresentation or omission of factual information requested may lead to dismissal / legal action.

 
	Signature

     

	Date

     


Please return completed form to:

Human Resources, Shelter Cymru, PO Box 5002, Cardiff, CF5 3YY, (tel: 02920 556120) or, you can email the completed form to us at humanresources@sheltercymru.org.uk.

Please continue to the Equal Opportunities Monitoring Information section overleaf.

Equal opportunities monitoring information
Shelter Cymru is committed to the implementation of its Equal Opportunities Policy in all aspects of its work, including the recruitment, promotion and training of staff and the delivery of services.

It would assist us greatly if you would complete the monitoring form so that we can monitor the effectiveness of our Equal Opportunities Policy and to find out whether there are any particular minority needs within our workforce.  Please return this form even if you do not intend to return your application.

	Post Title: 
	     

	Title (e.g. Mr /Mrs /Miss /Ms /Dr /Other): 
	     


Are you interested in job-sharing this post?      
     FORMCHECKBOX 
   Yes        FORMCHECKBOX 
   No

Guidelines – Ethnic Origin
Please tick the boxes that you feel most comfortable with.  If you do not feel any of the boxes are appropriate, please tick ‘other’ and describe in your own words.  

	Ethnic Origin

How would you describe your ethnic group? (please tick):

White





  Mixed/multiple ethnic groups
 FORMCHECKBOX 

Welsh/English/Scottish/Northern Irish/
   FORMCHECKBOX 

White and Black Caribbean


British




   FORMCHECKBOX 

White and Black African

 FORMCHECKBOX 

Irish                                         

   FORMCHECKBOX 

White and Asian

 FORMCHECKBOX 

Gypsy or Irish Traveller                      
   FORMCHECKBOX 

Any other Mixed/multiple ethnic  
 FORMCHECKBOX 

Any other White background -  

  
background – describe below


describe below

  

Asian/Asian British
            


  Black/African/Caribbean/Black British
 FORMCHECKBOX 

Indian




   FORMCHECKBOX 

African

 FORMCHECKBOX 

Pakistani



   FORMCHECKBOX 

Caribbean

 FORMCHECKBOX 

Bangladeshi



   FORMCHECKBOX 

Any other Black/African/Caribbean

 FORMCHECKBOX 

Chinese                                   

  
             background – describe below

 FORMCHECKBOX 

Any other Asian background -

  



describe below



  

Other Ethnic Group


               Undisclosed
 FORMCHECKBOX 

Arab


            

   FORMCHECKBOX 

Do not wish to answer

 FORMCHECKBOX 

Any other ethnic group – describe below


	
	     
	
	
	

	
	
	
	


Gender

 How would you describe your gender?

   Other (please describe below)

 Prefer not to say    
Male           Female
     
 _____________________________________________________________________

Is your gender identity the same as the gender you were assigned at birth?

  Yes
       Prefer not to say

No         
Age

My date of birth is:      
	What is your age group?

  16-24       50-54
  45-49   40-44     35-39     30-34       25-29     
  55-59       65+  60-64     



Guidelines – Disability
We understand that many employees do not declare a disability because of possible discrimination against them by employers in the selection process and many people do not register as disabled for the same reason.  However, we would like to know how many disabled people we attract to Shelter Cymru so that we can monitor the effectiveness of our policies towards disabled people.

	Disability
The Equality Act 2010 defines disability as a physical or mental impairment that has a ‘substantial’ and ‘long-term’ negative effect on your ability to do normal daily activities. This includes people with physical impairments, people with sight loss and partially sighted people, people who are hard of hearing or deaf, people with learning difficulties including people with specific learning difficulties like dyslexia, people with mental health needs and people living with a health condition e.g. HIV, multiple sclerosis, cancer.

Do you consider yourself to be a disabled person?

 FORMCHECKBOX 
        Yes                          FORMCHECKBOX 
       No

	If you are registered disabled please give your registration number
	     
	

	Do you have any special requirements which we can help you with in order to make the application process easier for you?  

 FORMCHECKBOX 
        Yes                          FORMCHECKBOX 
       No

	Please provide details
	        

	     


	We would like to know if we are reaching all disabled people.  Please can you tick the relevant impairment (disability) group below and you are welcome to tick more than one box if appropriate.

 FORMCHECKBOX 
  Physical impairment

 FORMCHECKBOX 
  Sight loss or partially sighted

 FORMCHECKBOX 
  Hard of hearing

 FORMCHECKBOX 
  Deaf (non BSL user)

 FORMCHECKBOX 
  Deaf BSL user

 FORMCHECKBOX 
  Learning difficulties

 FORMCHECKBOX 
  Specific learning difficulties such as dyslexia

 FORMCHECKBOX 
  Mental and emotional distress

 FORMCHECKBOX 
  Health condition e.g. HIV, multiple sclerosis, cancer

 FORMCHECKBOX 
  Do not wish to answer




Guidelines – Sexual Orientation
We appreciate that some people may find the question on sexual orientation to be an extremely personal one and we must therefore reiterate that you are under no obligation to answer it.  However, Shelter Cymru is particularly aware of discrimination against gay and lesbian people in housing and in order to promote policies which actively work against such discrimination, it is important that we attract gay and lesbian people to work with us.

Sexual orientation
I would describe myself as (please tick):

 FORMCHECKBOX 

Heterosexual

 FORMCHECKBOX 

Lesbian
      FORMCHECKBOX 

    Do not wish to answer

 FORMCHECKBOX 

Gay


 FORMCHECKBOX 

Bisexual
     

Transgender

Do you identify as transgender?

 FORMCHECKBOX 

Yes


 FORMCHECKBOX 

No                         FORMCHECKBOX 

    Do not wish to answer

	What is your religion or belief?

(Each category includes all denominations and sects)

 FORMCHECKBOX 
Buddhist

 FORMCHECKBOX 
Christian

 FORMCHECKBOX 
Hindu

 FORMCHECKBOX 
Jewish

 FORMCHECKBOX 
Muslim

 FORMCHECKBOX 
Sikh

 FORMCHECKBOX 
Any other religion or belief (Please describe):      
 FORMCHECKBOX 
No religion

 FORMCHECKBOX 
Do not wish to answer


	What is your preferred method / format of communication?

 FORMCHECKBOX 
Welsh                                                                    FORMCHECKBOX 
 Written        FORMCHECKBOX 
  Spoken     

 FORMCHECKBOX 
Community Language (please state dialect if possible):

	     
	 FORMCHECKBOX 
  Written       FORMCHECKBOX 
  Spoken

	
	

	 FORMCHECKBOX 
British Sign Language

 FORMCHECKBOX 
Standard written (English)

 FORMCHECKBOX 
Large print

 FORMCHECKBOX 
Audio tape

 FORMCHECKBOX 
Braille

 FORMCHECKBOX 
Visual (eg DVD)

 FORMCHECKBOX 
Video phone

 FORMCHECKBOX 
Easy English

 FORMCHECKBOX 
Compact disk (CD)

 FORMCHECKBOX 
Computer disk

 FORMCHECKBOX 
Text phone (eg Type Talk)

 FORMCHECKBOX 
Text messaging

 FORMCHECKBOX 
Other (please describe)




	 FORMCHECKBOX 
     I do not wish to provide any of the information requested on this form




The organisation  treats personal data collected for Equal Opportunities monitoring in accordance with its Data Protection Policy.  Access to information that identifies individuals will be restricted and used only for implementation of Equal Opportunities policies.

Thank you for your co-operation in completing this form.

Cartref yw popeth
Registered charity number 515902




       
 Home is everything
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