CONFIDENTIAL

Apples & Snakes  

Application Form

Before completing this application form, please read the accompanying Guidance Notes.

Please type or write clearly in black ink, and tick boxes as required.

Position Applied For


Personal Details
	Title:       
	Forename(s):       
	Surname:       


	Permanent address:       


	     

	     
	Postcode:       

	Home tel:       
	Mobile:       

	Work tel. (optional):       
	e-mail:       

	Correspondence/Temporary address (if different from above):       

	     


	National Insurance number:       

	Nationality:       


	If appointed, when could you start work?

     


	How did you hear about this post?

     


Please note that this page will be removed for short-listing purposes

Education & Membership of Professional Bodies
Higher Education and Professional Qualifications obtained and currently being pursued

OR other relevant education and training (for example, any relevant short or non-certified courses or training)

	University/College attended

(name & address)
	Course
	Qualification achieved

	     

	     
	     


Membership of Professional Bodies

	     



Employment Information
Please give details of your employment (paid or unpaid) starting with your present/most recent employer and working backwards.  You should explain any gaps in your employment history in the following section. 

Present or most recent employer

	Employer name:       


	Employer address:     


	Job title:       

	From (MM/YY):       
	To (MM/YY):       

	Current or final salary:       

	Period of notice required:       

	Reason for leaving:       


	Main responsibilities and duties:

     



Previous employers - Continue on separate sheet if necessary

	Employer name:       


	Job title:       

	From (MM/YY):       
	To (MM/YY):       

	Reason for leaving:       


	Salary on leaving:       


	Please give a brief outline of your main responsibilities

     



	Employer name:       


	Job title:       

	From (MM/YY):       
	To (MM/YY):       

	Reason for leaving:       


	Salary on leaving:       


	Please give a brief outline of your main responsibilities

     



	Employer name:       


	Job title:       

	From (MM/YY):       
	To (MM/YY):       

	Reason for leaving:       


	Salary on leaving:       


	Please give a brief outline of your main responsibilities

     



Why are you applying for this position?
Please briefly explain why you have applied for the position, in what ways your skills, knowledge and experience match the requirements specified in the job description and person specification, and give details of any relevant interests or activities you feel would further support your application.

	     
Please continue on a separate sheet if required.


References
Please provide details of two people we can approach for references.  One must be your current or most recent employer.

	Name:       

	Name:       


	Address:

     

	Address:

     


	Tel:       

	Tel:       

	Email:       

	Email:       

	Occupation:       

	Occupation:       

	Relationship to you:       

	Relationship to you:       

	May we contact this referee prior to offer of employment?    Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	May we contact this referee prior to offer of employment?    Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 



Eligibility to work in the UK
Do you require a work permit to work in the UK?             Yes  FORMCHECKBOX 
  
 No  FORMCHECKBOX 

	If yes, what type of permit is it?       


	Date of issue:       

	Date of expiry:       

	Visa number:       

	Passport number:       

	Place of issue:       



Rehabilitation of Offenders Act, 1974
Please provide details of any convictions of a criminal offence other than a spent conviction under the Rehabilitation of Offenders Act 1974 and the Rehabilitation of Offenders (Northern Ireland) Order 1978.  
	Date:

     

	Offence:

     
	Penalty:
     


Health

	Approximately how many days have you been absent due to illness over the last two years?  Please detail and explain any absences of 5 working days or more.

     



Declaration
The personal information collected on this form will be used for the purposes of recruitment and selection for the role or roles you have applied for, or other roles you may be suitable for within Apples & Snakes, and if appointed will form part of your employment record.  The information will not be used for any other purpose nor will it be disclosed to any third party.   Apples & Snakes will destroy all recruitment records four months after the closing date.  Please confirm by signing below that you give your consent for your information to be used by Apples & Snakes for recruitment purposes.
I confirm that the information given on this form is, to the best of my knowledge, true and complete. I understand that any deliberate attempt to provide false information to obtain employment is a serious misrepresentation and will lead to rejection, or if employed, dismissal.  I understand that if I am invited for interview any relevant criminal convictions may be discussed in order to assess job-related risks.  Appropriate written details can be submitted separately in strict confidence to the Executive or Artistic Director and will be held securely in compliance with the CRB Code of Practice.   

	Signed:        


	Date:       

	Print name:       

	


If submitting an application by e-mail please type your name and the date. This, together with your attached e-mail will be deemed to form an electronic signature.  Please be aware that if offered a position you will subsequently be asked to sign a hard copy of your application.

EQUALITY MONITORING
Apples & Snakes is committed to equality of opportunity for all job applicants and employees.  In order to ensure we are meeting our aims, please answer the questions below and return this form with your application.  This information is used solely for monitoring purposes and will not inform the selection process in accordance with the Data Protection Act 1998. 

Gender
Please tick in the appropriate box
Male   FORMCHECKBOX 

                  Female   FORMCHECKBOX 

Date of Birth
Date of Birth (dd/mm/yy):       
Ethnic Origin
Please tick inthe box from the list below which best describes the ethnic group to which you belong:

	White
	British                                                                   

Irish
	 FORMCHECKBOX 

 FORMCHECKBOX 


	
	Other White background                                                                                                            
	 FORMCHECKBOX 


	Mixed Race
	White & Black Caribbean                                          

White & Black African                                          

White & Asian   
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	
	Other mixed background                                    

Please specify ………………………                                             
	 FORMCHECKBOX 


	Asian or Asian British
	Indian                                                                   

Pakistani                                                              

Bangladeshi            
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	
	Other Asian background                                      

Please specify ………………………………                                   
	 FORMCHECKBOX 


	Black or Black British
	Caribbean                                                            

African     
	 FORMCHECKBOX 

 FORMCHECKBOX 


	
	Other Black background                                    

Please specify ……………………………………                                                 
	 FORMCHECKBOX 


	Chinese or other ethnic group
	Chinese                                                               
	 FORMCHECKBOX 


	
	Other        

Please specify………………………………………                                                           
	 FORMCHECKBOX 



	I do not wish to identify my ethnic group at this stage                                                                                   
	 FORMCHECKBOX 



Disability
Do you consider yourself to have a disability?



  Yes   FORMCHECKBOX 

           No   FORMCHECKBOX 

As defined by the Disability Discrimination Act, 1995, a disability is:  “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.

If invited to interview, do you have any special requirements?  If yes, please give details:

     
Thank you for providing this information
PLEASE READ THESE NOTES CAREFULLY BEFORE COMPLETING THE APPLICATION FORM 

Please type or complete your form clearly in black ink (to allow for photocopying) and tick all the boxes as appropriate. 

Position Applied For

Ensure that you clearly state the full job title of the role for which you are applying. 

Education & Membership of Professional Bodies
Please provide full details of all formal qualifications you have received and any for which you are studying.  If you are a member of any professional bodies please provide details in the relevant section.  Please also provide details of any other relevant training you have undertaken that you feel is relevant to the role (e.g. short or non-certificated courses).

If invited to interview, you may be required to bring along originals of your certificates relating to academic or professional qualifications. 

Employment Information
Please provide as much information as possible relating to your employment (paid and unpaid) starting with your present or most recent employer and working backwards to cover all your previous employment history.  You should include and explain any gaps in your employment history in the section provided.

Why are you applying for this position?
Briefly explain why you are applying and why you want the job.  You should use this section to show us how your skills, knowledge and experience match the requirements specified in the job description and person specification, and to give details of any relevant interests or activities you feel would further support your application.  Please give clear examples and illustrations, and be specific about your own skills and achievements, rather than those of the team or organisation in which you worked.

References

Please provide full contact details of two people whom we can contact for references.  Referees must be able to give an informed and impartial account of your performance in the workplace (paid or voluntary) or during study.  One referee should be your current or most recent employer; voluntary work or placement supervisor; or a school, college or university tutor.  The second may be a former employer, colleague, academic reference, or someone who knows you well and can comment impartially on your suitability for the post (friends and relatives cannot be accepted as referees).  

All offers of employment and subsequent appointment are made subject to the receipt of references, which are satisfactory in the opinion of Apples & Snakes.

Eligibility to work in the UK
Section 8 of the Asylum and Immigration Act 1996 requires all employers in the UK to make basic document checks on every person they intend to employ.  By making these checks, employers can be sure they will not break the law by employing illegal workers.  We will therefore require the successful candidate to show us one of the following documents – this must be an original, and not a photocopy – prior to their appointment being confirmed:

· a passport showing that the holder is a British citizen, or has right of abode in the UK

· a document showing that the holder is a national of a European Economic Area country or Switzerland.  This must be a national passport or national identity card

· a residence permit issued by the Home Office to a national from a European Economic Area country or Switzerland

· a passport or other document issued by the Home Office which has an endorsement stating that the holder has a current right of residence in the UK as the family member of a national from a European Economic Area country or Switzerland who is resident in the UK

· a passport or other travel document endorsed to show that the holder can stay indefinitely in the UK, or has no time limit on their stay

· a passport or other travel document endorsed to show that the holder can stay in the UK; and that this endorsement allows the holder to do the type of work you are offering if they do not have a work permit

· an Application Registration Card issued by the Home Office to an asylum seeker stating that the holder is permitted to take employment.

If you are unable to produce one of the documents above, please ask for a full list of the Home Office documentary regulations, as other combinations of documents may fulfill their requirements.  Alternatively, see http://www.ind.homeoffice.gov.uk/ for more details.

Rehabilitation of Offenders Act, 1974

Please provide details of any convictions of a criminal offence other than a spent conviction under the Rehabilitation of Offenders Act 1974 and the Rehabilitation of Offenders (Northern Ireland) Order 1978.  Information received will be treated as confidential.  

In the event of a successful application, Criminal Records Bureau (CRB) Enhanced Disclosure may be requested if the role requires work with children or vulnerable adults.  Any offers of employment and subsequent appointment are made subject to such disclosure being obtained.  A conviction will not necessarily prevent you being employed.

Sickness Record

Indicate the number of days you have been absent from work due to illness during the last two years.  To help us assess your record accurately, please indicate whether an absence was due to a pregnancy-related condition or to a disability.

Declaration

Please ensure that you read the declaration carefully and sign and date the bottom of the form. If you are submitting your application via e-mail, please type your name and the date. This together with your accompanying e-mail will be deemed to form an electronic signature. Please be aware that if you are invited to interview you will be asked to sign a paper copy of your application.

Equality Monitoring

Apples & Snakes is committed to equality of opportunity for all job applicants and employees.  In order to ensure we are meeting our aims, please complete this section and return this form with your application.  This information is used solely for monitoring purposes and will not inform the selection process in accordance with the Data Protection Act 1998. 

How to apply

Please ensure that you return your application by the advertised closing date to: 

Recruitment, Apples & Snakes, The Albany, Douglas Way, London SE8 4AG; or  

beth@applesandsnakes.org

Please do not attach your CV, testimonials, references or copies of your education or training certificates to your application form.  If you add any continuation sheets please make sure you mark these clearly with your name and the position for which you are applying.

Apples & Snakes will respond to all applicants following the initial selection procedure

Thank you for you interest









