Guidelines on Completing Your Application 

The application form is an essential part of the recruitment process. It is the method of deciding who should be invited to interview. 
You will need to demonstrate how you meet the criteria set out in the job description and person specification. 

You must use the application form provided. Please do not send a curriculum vitae instead of, or to accompany, the form. Such CVs will not be considered.  For additional supporting information you can use extra sheets, if required, but information should be concise and clear.  It is essential that all information is accurate as some details e.g. qualifications, salary level and sick leave records will need to be verified on appointment.  
Please note that we receive many incomplete forms and these are excluded from the shortlisting process.  To help you check, the most common errors are:

1. DBS question not answered with no or, if yes, no supporting documentation

2. History from leaving school to present day has significant periods missing with no explanation
You can send the form electronically but preferably as hard copy with your signature included at sections 12 and 13. Alternatively, the electronic application form must be signed at the interview stage. Completed application forms should be sent to: 

Human Resources - Recruitment



CXK



The Old Court 
Tufton Street

Ashford

Kent 

TN23 1QN

The information you provide will only be used for selection purposes and will only be seen by the selection panel and staff responsible for administering the process. 

If you have a disability in accordance with the definition of disability in the Equality Act 2010 and meet the essential criteria for selection you will be assured of an interview for this post.

Should you be offered an interview and you have agreed that we may take up references prior to interview this will be done at the same time as an offer of interview is sent out to you. 
Thank you for your interest in our Charity and we look forward to receiving your completed form.
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Application form for the Post of:
Preferred Location:    
	1.  Personal Details

	Last Name
	
	First Name & Title
	

	Address
	
	Telephone No.
	

	
	
	Daytime
	

	
	
	Evening
	

	
	
	Mobile
	

	Post Code
	
	E-mail
	

	Date of Birth (Optional)
	
	National Insurance No.
	

	
Please tick the box if you do not wish to be contacted at work 

Have you previously applied to CXK?                          Yes/No

If yes, for which post?

Where did you see this vacancy advertised? (please name publication)  …………………………………

	Do you have a disability?                                                                          Yes/No

If yes, please specify nature of disability

Please let us know if you require any reasonable adjustments, due to disability, to enable you to attend an interview, or which you wish us to take into account when considering your application.  Reasonable adjustments are things like sign language interpreters, altering the time of the interview, or making the interview room accessible for you. If you would like to discuss your disability requirements further, please contact the recruitment@cxk.org. This will not be discriminatory and is likely to help an employer comply with its duties under the Act.

Do you have any other medical or health condition that you would like to make us aware of, or that you requirement adjustments for in the workplace?   Yes/No

If yes, please specify nature of medical or health condition



	2.  Present or Last Employer

	Name and address of Employer

	Title of post held
	

	
	Type of business
	

	
	Period of notice
	

	Date of appointment
	
	Date of leaving
	

	Annual Basic Salary
	
	Additional Allowances
(If applicable)
	

	Reason for leaving

(If applicable)
	
	
	

	
	
	
	

	
	
	
	

	Summary of main duties and responsibilities



	3.  Previous Employment (please list the most recent first and continue on a separate sheet if necessary)
(including voluntary and/or domestic activities where appropriate)

	Name and Address of Employer
	Post held
	Dates From/To
	Annual Salary
	Reason for Leaving

	
	
	
	
	


	4.  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, eg. Unemployment, raising family, voluntary work, training, long periods of sickness etc…




	5.  Education and Training

	Schools, Colleges and/or Universities attended
	From
	To
	Qualifications obtained
	Level/Grade
	Dates Achieved

	
	
	
	
	
	

	Professional Qualifications (with dates) (including details of professional association membership)


	Other courses attended (including internal training courses (with dates) attended in the last 5 years)
(please list the most recent first and continue on a separate sheet if necessary)


	6.  Mobility 

	
Do you have a valid full driving licence?


Do you have access to a vehicle which you are able to 

use for work purposes?




	7.  Experience

	Please use this page and the following page to include any additional information which you think will support your application, explaining why you would be a good applicant for the post, including experience you have gained, skills and personal qualities you have to offer.  These may have been gained from your work experience, any voluntary or community work or other organisation you may have been involved with.




	8.  Additional Information

	Do you have a family or close relationship with any existing employees or employers, including Trustees?                                              Yes/No
If so, please give details here:    
















	Did a CXK colleague refer you for this role? Yes/No 

If yes, please confirm the colleague’s name:

	Do you have the right to work in the UK?
            Yes/No
Please note that should you be offered a role with CXK you will be required to produce document to prove your right to work before your employment starts with us.  


	9.  Other Employment

	Do you have other employment?                             Yes/No
If yes, please give details:
Do you intend to continue with this employment?     Yes/No

If so you will need to complete an additional employment request form upon successful appointment.

	10.  References

	Please give the name, address, job title of two most recent employers (if applicable).  If you are unable to do this, please clearly outline a suitable earlier employer or College/University tutor.

	Name 
	
	Name 
	

	Position

	
	Position

	

	Company
	
	Company
	

	Address
	
	Address
	

	
	
	
	

	Tel No
	
	Tel No
	

	Email address
	
	Email address
	

	May we take up reference following successful interview?                                        Yes/No
	May we take up reference following successful interview?                                       Yes/No


	11. Criminal Convictions   


	Depending on the nature of the work, the role you are applying for may require a DBS check and/or prison vetting.  However, please note that having a previous or pending charge, prosecution, conviction, caution or conditional discharge will not automatically determine your employment with CXK.  

You will not be expected to declare anything of this nature at this point of the recruitment process. This will only be requested following a conditional offer of employment.
Please contact recruitment@cxk.org if you have any questions.

 

	13.  Declaration   

	I understand that canvassing members of the Board of CXK directly or indirectly, in connection with this appointment or knowingly failing to disclose a relationship will disqualify me.
I declare that the information given on this application form is to the best of my knowledge true and complete.  I understand that CXK has the right to verify claims made in this application and any subsequent findings of misleading/false information may lead to disciplinary action and dismissal.

Data Protection Act 2018 and GDPR
I hereby give my consent for personal information (including recruitment monitoring data) provided as part of this application to be held on computer or other relevant filing systems and to be shared with other accredited organisations or agencues in accordance with the Data Protection Act 2018 and GDPR.

Information from this application may be processed for purposes permitted under the General Data Protection Regulation. Individuals have, on written request, the right of access to personal data held about them.
The Charity 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 Charity’s recruitment privacy notice which can be found on the recruitment page on our website. 

	Signed:
	
	Date:
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EQUAL OPPORTUNITIES MONITORING FORM

(this form is not part of the recruitment process)

Post Applied for:



Closing Date 




Last Name(s)     .………………….……………….
First Name(s) …..…….……………………

Date of Birth (Optional) ……………………………………………………………………………………..


The categories below are in line with the 2001 census
	1.
	Ethnic Origin
	
	
	Mixed
	

	
	
	
	
	White and Asian
	

	
	I would describe my ethnic origin as:
	
	
	White and Black African
	

	
	
	
	
	White and Black Caribbean
	

	
	Asian or Asian British
	
	
	Any other Black background
	

	
	Bangladeshi
	
	
	
	

	
	Indian
	
	
	Please specify
	

	
	Pakistani
	
	
	
	

	
	Any other Asian background
	
	
	White
	

	
	
	
	
	British
	

	
	
	
	
	Irish
	

	
	Black or Black British
	
	
	Any other White background
	

	
	African
	
	
	
	

	
	Caribbean
	
	
	Please specify
	

	
	Any other black background
	
	
	
	

	
	
	
	
	
	

	
	Please specify
	
	2.  
	Gender
	

	
	
	
	     
	Female
	

	
	
	
	     
	Male
	

	
	Chinese
	
	
	
	

	
	Chinese
	
	
	
	

	
	
	
	3.
	Marital Status
	

	
	
	
	
	Married
	

	
	
	
	
	Not Married
	


	4.
	Equality Act 2010

	
	Before ticking the appropriate box below, please first read the definition of disability.

	
	Definition of Disability

	
	The definition of disability, as outlined in the Disability Discrimination Act 1995 is as follows:

	
	

	
	"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."

	
	

	
	To be protected under the Act:

	
	
	an individual must have an impairment which can be physical or mental, it has to be substantial, that is something more than minor or trivial it needs to be long term, i.e. the impairment has lasted or is likely to last in total for at least twelve months or is likely to last for the rest of the life of the person affected.
and    

it must affect their day-to-day activities on a regular basis


	
	The effect an impairment may have on day-to-day activities is defined in the Act as falling within the following categories:


	
	
	mobility   

	
	
	manual dexterity

	
	
	physical co-ordination

	
	
	Continence

	
	
	ability to lift, carry move everyday objects

	
	
	speech, hearing or eyesight

	
	
	memory or ability to concentrate, learn or understand

	
	
	Or

	
	
	perception of the risk of physical danger


	I do consider myself to have a disability as defined by the Equality Act 2010 (as detailed above)
	
	I do not consider myself to have a disability as defined by the Equality Act 2010 (as detailed above)
	



No





Yes





Yes





No








CXK is committed to ensuring that applicants are selected for appointment on that basis of their abilities relevant to the job.  Completion of this section will help us to ensure that our policy and procedures are effective in avoiding discrimination and promoting equal opportunities in recruitment.  The information you provide will be used for monitoring and statistical data purposes only and will not be seen by the shortlisting panel.  To ensure this, the section will be detached from your application form prior to shortlisting.








Data Protection Act





I hereby consent for the Recruitment Monitoring Information provided on this form to be held on computer or other relevant filing systems and to be shared with other accredited organisations or agencies in accordance with GDPR and the Data Protection Act 2018.





Signed





Date
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