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Life Skills Education Charity Job Application Form

You should complete all sections of this form in black ink or typeface.  Use continuation pages where allowed and clearly mark which questions they refer to.  Please put your full name at the top of each continuation sheet.

Sections which do not apply to you should clearly be marked N/A. All evidence to be considered as part of the selection process must be included on the application form. CVs may be attached for information purposes. 
If you have a disability and feel you may be unable to comply with any of the above please contact the Training and Development Manager at Life Skills Education Charity.

Data Protection Act 2018.
The information you provide in this application form will be entered into an electronic and manual filing system and is covered by the rules set out by the Data Protection Act 2018.
SECTION 1 – Personal Details
P
	Surname:




Forename(s): 




Any other name(s) you are known by/ have used previously:
Town and Country of Birth:



Current Address:

Postcode:
Resident since:
Email Address:
Telephone Number(s):
Home:





Mobile:

National Insurance Number:


Nationality: Note 1)
If a Commonwealth citizen or a foreign national is your stay in the UK free of restrictions?

Yes 􀀀 No 􀀀

If a Commonwealth citizen or a foreign national, you must include a copy of your passport which shows your stay in the UK is free of restrictions:

Have you resided in the United Kingdom for the past 3 years consecutively?  

Yes 􀀀 No 􀀀

To be eligible for appointment you must be a British Citizen or a member of the EC or other states in the EEA (Iceland, Norway, and Liechtenstein).  Commonwealth citizens and foreign nationals are also eligible but only if they are resident in the UK free of restrictions.

Do you hold a current full driving license for use in the UK? 

Yes 􀀀 No 􀀀

Do you have access to private transport, which is available for use in the DARE Officer role? 

Yes 􀀀 No 􀀀

Are you able to commit to completing the full DARE Officer training course as outlined in the job advertisement?   
Yes 􀀀 No 􀀀

Your current employer will not be contacted until a provisional offer of employment has been made.




SECTION 2 - Vetting Information
Previous addresses

All new employees will be subject to an enhanced Disclosure and Barring Service (DBS) Check.  

Do you have a valid DBS certificate? (if so please provide the certificate number)
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Have you been convicted for ANY offence or had ANY formal cautions / reprimand by Police (including Military Police) for ANY offence or any bind-over imposed by ANY court? (Include traffic convictions; other fixed penalty notices e.g. public order, drunkenness and appearances before a court martial and any cautions as a juvenile.)

Yes 􀀀 No 􀀀
If yes please give FULL details (Please explain any offences/convictions fully, so that Lifeskills are able to assess against their legal and safeguarding requirements):


Date Offence/ Result Court (most recent first) Alleged Offence (if known)

Do you have any impending prosecutions?  (If so please specify the nature of the prosecution/offence? Please explain fully, so that Lifeskills are able to assess against their legal and safeguarding requirements) 
Yes 􀀀 No 􀀀

If yes please provide full details as above


Have you ever been involved in a criminal investigation or been arrested (whether or not this led to a prosecution of yourself or others) or been associated with criminals? (Please explain fully, so that Lifeskills are able to assess against their legal and safeguarding requirements)  

Yes 􀀀 No 􀀀

If YES, please give details below.


Declaration

SECTION 3 – Previous and/or Existing Employment
Present or most recent employment (see note 6)

Full name & address of most recent employer first (including postcode):
	Date from/to:
	Position held:
	Duties:
	Full Name and address

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Do you have a continuing commitment to work for other employer(s)/voluntary organisations? 
Yes 􀀀 No 􀀀

If ‘Yes’ how many hours on average each week?

Business interests (see note 6)

Do you currently have any job or business interests that you intend to continue should your application be successful? 
Yes 􀀀 No 􀀀

If YES, please state the nature of this job or business and the extent of your involvement (e.g. Actively involved, non-executive director). Include number of hour’s contribution.

Continue on a separate sheet if necessary.

	Other Info:


Please give details of any Reservist Liabilities (including T.A.):



SECTION 4 – Experience and Knowledge
Your education (see note 7)

Please complete this section as fully as possible giving evidence of special skills, training, qualifications, and experience relevant to the post, in line with the person specification.  This should include confirmation of your educational qualifications, training or teaching qualifications:
Insert qualifications here

	Details of qualification
	Date achieved 
	Awarding body

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Evidence to support your application (1500 words maximum)
In this section please give us evidence to support your application. In drafting your response please refer to the person specification and cover all aspects of the person specification where possible. We will pay particular attention to how your evidence relates to: 
· Working with children and young people:
· Your experience of teaching/coaching/training 

· Your experience in working with issues relating to drugs and alcohol
· Your experience, and dates of any training, in the area of safeguarding children and young people




Please Note: Original documentary evidence of qualifications and/or Professional registration/ membership will be required at interview.

Please give names and addresses of two referees, one of whom MUST be your present or last employer.  If you do not have a last or current employer then an academic establishment reference or that of a person who has known you for a considerable length of time (for at least 2 years) will be acceptable.  Please note that we will contact your employers for references covering the last 3 years, even if you have not listed them as a referee.

Referee 1:

___________________________________

Name

___________________________________

Address

___________________________________

Position held/Relationship (if not employer)

___________________________________

Telephone 
___________________________________

Email

___________________________________

May we contact this referee now?

Yes 􀀀 No 􀀀

Referee 2:

__________________________________

Name

__________________________________

Address

__________________________________

Position held/Relationship (if not employer)

__________________________________

Telephone 
___________________________________

Email 
____________________________________

May we contact this referee now?

Yes 􀀀 No 􀀀

HM Forces


SECTION 5
Declaration

I declare that all the statements made in this document are true to the best of my knowledge and belief. I understand that if I have knowingly made a false statement or deliberate omission in the information I have provided in this form, my application may be rejected.
I understand that:

1. I must inform you without delay of any change in my circumstances.

2. The information I have provided may be held on both manual and computerised systems as part of the recruitment process.

Date ____________________ Signature of Applicant       _______________
Selection appeals procedure

Life Skills Education Charity operates a Selection Appeals Procedure.  If you wish to appeal against any decision made, please notify the CEO at the address detailed in the advert within 10 working days of your selection process or alleged act/discovery of the omission being questioned.  If you do make an appeal, please state the title of the post, department, and location of the post being applied for, together with a brief outline of the basis of your appeal.

CHECKLIST

Read through your completed application form carefully

• Ensure it is clearly presented and you have answered all the questions, marking them not applicable (N/A) where appropriate.

• Failure to provide accurate and complete information may result in your application being delayed or rejected.

• If you have additional relevant information please feel free to include this in your application.

• If, after reading through the recruitment material, you have any remaining questions, please contact the Business Manager.
• Remember to take a copy of your completed application form.
• Have you included a telephone number at which you can be contacted?

• If you are a Commonwealth citizen or a foreign national, have you included a photocopy of your Passport with evidence that your stay here is not subject to restrictions?

POLICY FOR EQUAL OPPORTUNITIES EMPLOYMENT

Life Skills Education Charity is committed to providing equality of opportunity in terms of employment.  This Policy Statement applies to all staff, regardless of race, sex, marital status, colour, nationality, religious belief, ethnic or national origin, sexual orientation, age, or disability.  In addition any member of staff who feels aggrieved for any other reason may contact their line manager as per the Employee Handbook to raise their concern.

In matters of employment equality of opportunity will extend to all issues affecting recruitment, training, and promotion, including terms and conditions of service.  Selection criteria, systems, and procedures will be kept under review, to ensure that individuals are selected or promoted objectively on the basis of their skills and abilities, according to the requirements of the job.

Life Skills Education Charity is committed to this policy and to the development and of Positive Action initiatives to ensure that the policy is, and continues to be fully effective.  The main aim of Life Skills Education Charity is to provide a work environment where each individual is recognised, valued, and accepted.  Every effort will be made to ensure that fair non-discriminatory practices are applied to and by all staff in their dealings with each other.  All staff of Life Skills Education Charity must be aware of their obligations under Anti-discrimination legislation and particularly the legal requirement that individuals shall not unlawfully discriminate or aid, instruct or induce others to do so.  Eliminating discrimination and providing equality of opportunity depends upon personal commitment and all staff without exception must observe anti-discrimination principles, related policies, and notes of guidance.  Training courses and other sources of information will be provided, where appropriate, to broaden and promote a greater understanding and awareness of these issues and personal responsibilities.

Life Skills Education Charity seeks to ensure that no member of staff is victimised or subjected to racial, sexual or any form of harassment and that everyone feels secure and content in the work place, free from intimidation or discrimination.  Individuals who believe that they have grounds for complaint in relation to discrimination, harassment, or bullying should consider contacting their line manager as instructed to do so in the Employee Handbook.

The implementation of this Equal Opportunities Policy will be closely monitored by the Business Manager.  Life Skills Education Charity undertakes to inform all staff of this policy statement.  Any act of discrimination by a member of staff or any failure to comply with the terms of this policy may result in disciplinary investigation.

This Policy is fully supported by Senior Management and Directors.
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