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Part One

Guidance Notes on completing the Application Form.

· Please do not send Curriculum Vitae, as we do not accept these as part of our recruitment process.

· The Person Specification and Job Description contains information on what is required for the post and the gives an account of the post itself. We recommend you read these carefully before filling in the form.

· Please ensure you fill in sections 1 to 6 and section 8 of Part 2 of the form.  Section 7 and the monitoring form are optional; however it will help us monitor the effectiveness of our recruitment campaign if you do. Please note that any information you supply will be treated as confidential and will not be passed on to any other parties unless we have your permission.

· When filling in section 5, please make sure you address each of the requirements Essential and Desirable criteria in the Experience and Knowledge section on the Person Specification 

· Please ensure you complete, sign and date section 8.

· Completed forms should be returned to the Hilary Emmett, Richmond AID, Disability Action and Advice Centre, 4 Waldegrave Road, Teddington, TW11 8HT or emailed to h.emmett@richmondaid.org.uk  
Part Two

APPLICATION FORM 

Richmond Advice & Information on Disability

Disability Action & Advice Centre

4 Waldegrave Road

Teddington 

TW11 8HT

Registered Charity No. 1074788

A Company Limited by Guarantee, Regd in England No. 3612476

1.
Please return this form to above address marked for the attention of Hilary Emmett, PA to the Chief Executive or email the form to h.emmett@richmondaid.org.uk 

Application for the post of ___________________________________ 

Where did you see this post advertised: …………………………………….

………………………………………………………………………………………

……………………………………………………………………………………..
2.
PERSONAL DETAILS
Surname………………………………………………………………………….

Forename(s)…………………………………………………………………….

Address…………………………………………………………………………...

………………………………………………Postcode:………………………….

Tel. (home)………………………………..Tel. (work):………………………..

Mobile: ……………………………………. Fax: ……………………………….

E-mail address:…………………………………………………………………..

May we contact you at work?  YES / NO

3.
EDUCATION (from age of 12 onwards). Starting with the most recent. 

	School/ College/ University
	Dates Attended
	Qualification

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Further Education and Training (Please give details of courses & qualifications obtained). Starting with the most recent. 

	Subject/ Training/ Course
	Level
	Grades/ Qualification

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4.    EMPLOYMENT HISTORY

Current Employer – if not currently employed, please give details of last employer

Start Date:………………………………….Finish date:…………………………….

Employer’s name & address:………………………………………………………..

………………………………………………………………………………………….

………………………………………………………………………………………….

………………………………………………………………………………………….

Postcode:………………………………………Tel No:……………………………..

Job title:………………………………………………………………………………..

Notice period required:……………………………………………………………….

Please give details of your previous employers entering the most recent employment first

	Employer’s name & address


	Position held
	From – to
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5. 
Supporting Information

Paying careful attention to the Job Description and Person Specification for the post you are applying for explain why you think you are suitable for this position. You must use the headings in the Essential and Desirable criteria in the Experience and Knowledge section of the Job Description and Person Specification, use examples to back up what you say.  Where you do not have direct experience of a specific task, please explain why you think you could undertake this part of the job. Please continue on a separate sheet if necessary.

6.
REFERENCES

Please give the names and address of two referees who can provide a reference for you. One of these should be your present or most recent employer (include school or college staff if you have no previous employment history). Please do not give friends, relatives or agencies as referees. We reserve the right to take up references from any other previous employer.

	Name:
	Name:

	
	

	Job Title
	Job Title

	
	

	Organisation:
	Organisation:

	
	

	Address:
	Address:

	
	

	
	

	
	

	
	

	
	

	Telephone No:
	Telephone No:

	
	

	E-mail Address:
	E-mail Address:

	:
	


May we approach referees prior to the interview?

Reference 1: YES / NO

Reference 2: YES / NO

7.
Positive Action
The Equality Act 2010 protects disabled people from unlawful discrimination. Richmond AID wishes to improve disabled people’s chances of being selected for its vacancies. Our positive commitment to disabled applications is reflected in our policy that all disabled applicants meeting the criteria are guaranteed an interview. In order to identify disabled people, we are asking if you have a disability. If you tell us that you have a disability, within reason, we will make adjustments to your working environment and to your work arrangements and practices. 
Do you have a disability? YES / NO

If ‘yes’ please provide details …………………………………………………..


……………………………………………………………………………………..


……………………………………………………………………………………..

If you are offered an interview and you require us to make reasonable adjustments for you, please state below what would be required:

a.
At the interview:……………………………………………………………..


……………………………………………………………………………………..


……………………………………………………………………………………..

b.
In the workplace (if appointed): ……………………………………………

……………………………………………………………………………………..

……………………………………………………………………………………..

Richmond AID defines itself as an Equal Opportunities Employer and has the Two Ticks Certificate (positive about disabled people)

Richmond AID is actively opposed to all forms of unfair discrimination and is, therefore, committed to the principle that no job applicant or employee shall be discriminated against by any of the protected characteristics (Age, Disability, Gender Reassignment, Marriage and Civil Partnership, Pregnancy and Maternity, Race, Religion or Belief, Sex, Sexual Orientation) as defined by the Equality Act 2010. 

8.
DECLARATIONS

1.
Do you have any criminal convictions? YES / NO

If ‘yes’, please provide full details on a separate sheet of paper.

N.B. Because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4 (2) of the Rehabilitation Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Applicants are not entitled, therefore, to withhold information about convictions which for other purposes are ‘spent’ under the provisions of the Act. In the event of employment, failure to disclose such convictions could result in dismissal or disciplinary action by Richmond AID. Any information given will be treated as completely confidential.

2.
I hereby declare that all of the above information is, to the best of my knowledge, correct and is an accurate representation of my application and my employment history.

N.B. Any fabrication will lead to instant dismissal if appointed.

Signature:……………………………………………………………………………..

Date:…………………………………………………………………………………..


MONITORING INFORMATION
Please tick as applicable

1.
Gender
Female
 FORMCHECKBOX 

3. 
Age group
16-17
 FORMCHECKBOX 



Male
 FORMCHECKBOX 




18-20
 FORMCHECKBOX 







21-24
 FORMCHECKBOX 

2.
I have a disability
No
 FORMCHECKBOX 



25-29
 FORMCHECKBOX 



Yes
 FORMCHECKBOX 



30-39
 FORMCHECKBOX 






40-49
 FORMCHECKBOX 



50-59
 FORMCHECKBOX 



60-64
 FORMCHECKBOX 



65+
 FORMCHECKBOX 


4.
Ethnic origin – please tick as applicable
a.
Asian or 
Asian British
 FORMCHECKBOX 

d.
Mixed Race
White & Asian
 FORMCHECKBOX 

Asian British
Bangladeshi
 FORMCHECKBOX 



White & Black African
 FORMCHECKBOX 




Indian
 FORMCHECKBOX 



White & Black Caribbean
 FORMCHECKBOX 




Pakistani
 FORMCHECKBOX 



Other (specify below)
 FORMCHECKBOX 



Other (specify below)
 FORMCHECKBOX 







b.
Black or
African
 FORMCHECKBOX 

e.
White
British
 FORMCHECKBOX 


Black British
Black British
 FORMCHECKBOX 



Irish
 FORMCHECKBOX 



Caribbean
 FORMCHECKBOX 



Other (specify below)
 FORMCHECKBOX 



Other (specify below)
 FORMCHECKBOX 






c.
Chinese or
Chinese
 FORMCHECKBOX 




Other
Other (specify below)


This page will be removed from the application before shortlisting and interview. The information will be recorded as necessary to monitoring our recruitment and selection procedure. All information is entered anonymously.
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