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APPLICATION FORM

	POST APPLIED FOR: 
	



	First name(s):
	
	Surname:
	

	Title:
	
	NI number:
	

	Address:
	




	Telephone:
	

	Email:
	



EMPLOYMENT HISTORY
Provide details here of your employment history starting with your current or most recent employer. You can include any voluntary or unpaid work that you may have done that is relevant to the role you are applying for. Please give details of any gaps in your employment history.

	Please detail: 
Employee name and address
Start and end dates
Job title
Rate of pay
Key responsibilities and achievements
Reason for leaving.

	

	

	

	




EDUCATION & QUALIFICATIONS

	Please include:
Name and location of institution 
Dates attended
Qualifications gained

	
















TRAINING
Please state here any job relevant training, dates and grade / level achieved.

	Please include:
Detail of training / qualifications
Dates gained and valid until.

	




















OTHER DETAILS

	This post is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013). Do you have any convictions, cautions, reprimands or final warnings which are NOT protected as defined by the Rehabilitation of Offenders Act 10974 (Exceptions) Order 1975 (as amended in 2013).

If yes, you must complete and send by separate cover the Criminal Records Declaration form, this is annexed to this application.
	YES / NO

	Do you have a full, valid UK Driving Licence?
	YES / NO
	If Yes, when did you pass your test?
	

	Do you have any endorsements on your Licence?
	YES / NO
	If Yes, please give details
	

	Do you need a work permit to work in the UK?
	YES / NO
	If Yes, please give details
	

	Period of notice required to terminate your current employment?

	




REFERENCES
Please give names, addresses and contact details for two professional people, from whom we may obtain work and character references, of which one must be your current or most recent employer. Your second referee should ideally be someone from a different organisation, preferably your next most recent employer. However, if this will be your first job you should provide two educational referees, one of whom must be from the educational establishment at which you are currently studying or last studied. The names and addresses of friends or relatives are not acceptable for this purpose. AE may wish to obtain references prior to interview: if you would prefer that we did not approach your current employer then please indicate this.

	Referee One
(MUST BE CURRENT/MOST RECENT EMPLOYER)

	Name
	

	Please state the capacity in which you know this person:

	

	If this named reference isn’t your current or most recent employer please explain why:

	

	Job Title
	

	Company
	

	Address



	




	Email
	

	May we take up this reference prior to the interview?
	YES / NO



	Referee Two
(THIS SHOULD BE YOUR NEXT MOST RECENT EMPLOYER)

	Name
	

	Please state the capacity in which you know this person:

	

	If this named reference isn’t your current or most recent employer please explain why:

	

	Job Title
	

	Company
	

	Address



	

	Email
	

	May we take up this reference prior to the interview?
	YES / NO




PERSONAL STATEMENT
Please refer to the Person Specification and Job Description when completing this section and ensure you include examples of HOW you have demonstrated skills, knowledge and experience in meeting the requirements of the post.

	










































DATA PROTECTION NOTIFICATION
The information you have provided in completing this application form will be used to process your application for employment. AE will keep the information you have supplied confidential and will not divulge it to third parties, except where required by law, or where we have retained the services of a third party representative to act on your/our behalf. If you are not appointed your information will be held securely for a maximum period of 12 months.

DECLARATION
I have read and understood the above Data Protection notification and agree ot the use of my personal data in accordance with the Data Protection Act 1998 and the General Data Protection Regulation 2016. I confirm that to the best of my knowledge the information given is true and correct and that any false or misleading information will give my employer the right to terminate any employment contract offered. I understand that if shortlisted I may be required to complete a confidential declaration of any criminal convictions, cautions, reprimands, final warnings and any other information that may have a bearing on my suitability for the post. I also confirm that I am legally entitled to work in the United Kingdom and if interviewed will produce such documents as will be requested in evidence.

I confirm that I have read the Job description/overview document and guidance notes below thoroughly and comply with the acceptance criteria for the post as defined within.


Signed: __________________________________		Dated: ___________________________



GUIDANCE NOTES FOR APPLICANTS

Short-listing decisions will be made using the application form and this is your only opportunity to tell us about yourself, therefore, it is essential that you complete the form as fully as possible ensuring that you demonstrate why you feel your skills and abilities make you suitable for this position.

Please note that a Curriculum Vitae (CV) will only be accepted when accompanied by a fully completed application form. If you require this application form in a different format e.g. electronic, large print, etc, please contact us on 01433 651449.

General points to be aware of and to remember:
· Please use the information provided in the job description/person specification to assess your suitability for the job;
· You will need to demonstrate that you have the skills, knowledge and experience necessary to do the job. It will not be sufficient to simply state that you fulfil certain criteria. Therefore, please provide supporting evidence, giving specific examples of how you meet the requirements of the post: e.g. If the post requires supervisory experience it will not be enough to say that you have supervised staff without giving information as to what was involved and your specific responsibilities such as monitoring work performance, training and development, etc. Information provided regarding your background experience in the outdoors should also be specific and state whether you were acting in a supervisory role, managing other staff or working as part of a staff team;
· When providing evidence/examples please remember that unpaid work or studies, and work at home can be just as relevant as paid work.

PROCESS
After the closing date, all applications will be submitted to a short-listing panel.
· Short-listing is carefully undertaken by assessing the information provided on the application form against the requires of the job;
· Interviews are normally conducted by a panel. This will usually include the immediate line manager of the post, the company directors and potentially a colleague who is familiar with the area of work. Where necessary a third person, preferably from outside of the team may be present;
· It may be appropriate to use a selection test that is relevant to the role or observe your performance across different types of outdoor delivery. If you are short-listed, details of any such elements of the process for which you need to prepare will be provided when inviting you to attend an interview.

OFFERS OF EMPLOYMENT
All offers of employment are made subject to the following criteria:
· Receipt of references that are deemed acceptable to AE;
· Satisfactory Disclosure & Barring Service (DBS)* check, as appropriate to the role;
· Proof of eligibility to work in the UK;
· Provision of original certificate(s) confirmation that you hold the relevant qualifications for the role (as listed within the job description/overview pack);
· Completion and return of AE’s Application Form including all relevant medical information;
· Satisfactory completion of a probationary period as detailed;
· Individuals from overseas are required to produce a Police Check Statement from their own country.

ELIGIBILITY TO WORK
The Immigration, Asylum and Nationality Act 2006 makes it a criminal offence to employ anyone who does not have permission to be in, or work in, the UK. We will therefore not appoint any individual until we have seen evidence that they are eligible to work in the UK.

AE’s SAFEGUARDING POLICY
AE’s activities are regulated by the Protection of Children Act (1989), the Safeguarding Vulnerable Groups Act (2006) and The Protection of Freedoms Act (2012) [and the Protection of Vulnerable Groups (Scotland) Act 2007], and as such we take all practicable steps to safeguard the safety and welfare of children and vulnerable adults while they are with AE. AE classify the Disclosure and Barring Service (DBS)* check required for each advertised post. The post classification is also clearly shown in the vacancy pack and all applicants are required to read and commit to complying with AE’s Operating Procedures and Policies prior to starting work.

AE will not discriminate unfairly against applicants who have a criminal record and will not necessarily bar an applicant from employment due to an unspent conviction; the nature of the conviction and its relevance to the post will be considered. 

*Note: Where any reference is made to the Disclosure and Barring Service (DBS) or DBS Checks then the devolved national equivalents are used for positions in Scotland or Northern Ireland.




Strictly Confidential
Criminal Records Declaration Form

To be completed by all applicants who have declared on their Application Form or at interview that they have a criminal record. If appointed, information supplied will be held on your Personnel File at AE Base in Hathersage and treated as strictly confidential. If you are not appointed your information will be held securely in accordance with AE Data Protection Policy including disposal of documentation after a maximum period of 12 months.

	Name:
	


	Position applied for:
	


	Do you have a Criminal Record? (please delete as appropriate)
	YES / NO


	If “YES” please give details below:

	







	If you have a Criminal Record, does this relate to the Children’s Barred List? 
	 YES / NO

	Signature:

	

	Date:
	





As the work of AE involves children and young people, we have a duty to do our best to ensure their welfare in accordance with our Safeguarding Policy. Disclosure & Barring Service (DBS) checks are undertaken in accordance with the AE post classification as defined in the Post Vacancy Pack – if in doubt AE will always ask for Enhanced DBS checks. All staff (whether employed or freelance) must therefore ensure they meet the relevant acceptance criteria for their post on appointment and during their employment.

Note: Where any reference is made to the Disclosure and Barring Service (DBS) or checks then the devolved nation equivalents are used for positions in Scotland or Northern Ireland.
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