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Confidential Application for employment with ymca wellington


Please complete all sections - CVs will not be considered. You may not be able to complete this form using a mobile phone.

This page will be removed for shortlisting 

	PERSONAL INFORMATION
	Applicant ref: 

	Surname:
	Forename(s):

	Address:

	Contact phone number:
	Email:                          

	Position applied for:
	What date will you be available to start work if offered?

	If offered this position, will you work in any other capacity?



	Are you related or closely connected to any YMCA Wellington employee or customer?

	Do we need to make any reasonable disability-related adjustments to allow you to take part in the recruitment process or to undertake this post?



	Are you entitled to enter or remain in the UK and undertake the work in question?  Yes/No

	If a YMCA Wellington employee told you about this job, give their name here:  

	SAFEGUARDING 

All successful candidates have to undertake an Enhanced DBS check before being formally offered the post.   YMCA Wellington will cover the cost of this check. 

	If you answer yes to any of these please give details on a separate page (please see notes page for more information on declaring criminal convictions)
Are you aware of any reason why you should not work with children or vulnerable adults?  YES/NO

Have you ever been subject to any in relation to the abuse of children or vulnerable adults? YES/NO

Are you known to any service as a possible risk to children or vulnerable adults?  YES/NO

Do you have any criminal convictions? YES/NO 

	DRIVING HISTORY

Most of our posts involve business travel using a personal vehicle. All successful candidates will have to provide proof of driving licence/business insurance/MoT before being allowed to undertake certain work duties.  

	Do you hold a current UK driving licence?   YES/NO         

Licence type:  Full/Provisional/Motorcycle/Non UK driving licence

If you answer yes to either of the next two questions, give details please give details on a separate page
Any current endorsements? Yes/No  

Any motoring prosecutions pending?  Yes/No  


THIS PAGE IS INTENTIONALLY BLANK FOR SHORTLISTING PURPOSES 

	Employment history (starting with the most recent) 

Please explain any gaps in your employment history using a separate page if necessary  

	Employer name: 
	Employer name: 

	Job Title:
	Job Title:

	Duties/Responsibilities:
	Duties/Responsibilities:

	Start and finish dates
	Start and finish dates

	Reason for leaving
	Reason for leaving

	
	

	Employer name: 
	Employer name: 

	Job Title:
	Job Title:

	Duties/Responsibilities:


	Duties/Responsibilities:



	Start and finish dates
	Start and finish dates

	Reason for leaving
	Reason for leaving

	

	Have you ever been dismissed from employment for reason(s) other than redundancy?  YES/NO          
If yes please give details on a separate page 

	Are you the subject of any on-going investigations or disciplinary action?                         YES/NO          
If yes please give details on a separate page

	How many days have you been absent from work (other than annual leave) in the last 3 years? ____

Please give details on a separate page if you wish

	If required, you may include further work history on separate pages

	Education

We may ask to see copies of original certificates for any relevant qualifications or courses listed

	Education or training provider


	Qualification (subject and result) or course name
	Date awarded

	
	
	

	
	
	

	
	
	

	
	
	

	Do you speak/read/write any other languages?  If yes, please give details:



	Section 6 – Supporting Statement

Referring to the job description and person specification provided, please outline why you are applying for this post including any relevant skills, experience or knowledge that you have. Please also tell us why you want to join our team.  
If required, you may add additional information on separate pages. Please do not attach your CV to this section. 

	


	REFERENCES

Please give the details of two people to whom we may contact for references PRIOR to interview. ONE should be your last or current employer.  If you do not want us to contact them unless we offer you the position, please tick the box.
	

	This page only may be provided to your referees for GDPR purposes, as evidence of consent to share information relevant to your application with us.  This page will be removed for shortlisting purposes. 

	Name:
	Name:

	Position:
	Position:

	Company:
	Company:

	Address:


	Address:

	Phone:
	Phone: 

	Email:
	Email:

	Length of time known:
	Length of time known:

	

	PRIVACY NOTICE 

We process personal data relating to those who apply for job vacancies with us or who send speculative job applications to us. We do this for employment purposes, to assist us in the selection of candidates for employment, and to assist in the running of the business. The personal data may include identifiers such as name, date of birth, personal characteristics such as gender, qualifications and previous employment history.

We will not share any identifiable information about you with third parties without your consent unless the law allows or requires us to do so. The personal data provided during an application process will be retained for a period of at least six months or, if required by law, for as long as is required. By submitting this form, you consent to us retaining this information on our systems and for us to contact you or any relevant person or professional body named in this form in relation to this specific application. 

This privacy notice does not form part of an employment offer or contract between us. If we make an employment offer to you, we will provide further information about our handling of your personal information in an employment context separately.

If you would like to find out more about our data retention policy and how we use your personal data, you want to see a copy of the information about you that we hold or have any questions or issues regarding data protection, please email us with the Subject “Data Protection Request”.

DECLARATION 

It is understood and agreed that any misrepresentation by me on this application form will be sufficient cause for cancellation of this application and/or termination from the employer’s service if I am employed. 

I consent to the above being contacted for the purposes of supplying a reference to YMCA Wellington and to the disclosure of relevant information to YMCA Wellington. 
Applicant signature_______________________________  Date _______________________________

If you were made aware of this vacancy by a YMCA Wellington employee please give their name here:



APPLICATION gUIDANCE nOTES

Please read the following notes to help you fill in the form correctly.  The following headings correspond to some of the appropriate sections of the application form:

	PERSONAL DETAILS
	This page is removed before shortlisting to allow applications to be considered anonymously in the first instance. 

Please include details of any reasonable disability related adjustments we can make which allow you to participate in the recruitment process.  



	SAFEGUARDING AND CRIMINAL HISTORY

	This page is removed pre-shortlisting for anonymous consideration of applications. 

DBS checks are part of our recruitment process and applicants are encouraged to disclose criminal records early. While criminal or safeguarding history isn't an automatic barrier, factors like context, nature, severity, and age of convictions are taken into consideration and withholding information will be taken very seriously. 

Disclosure of relevant information at the earliest possible stage is crucial; failure to do so may result in withdrawal of an offer of employment. 

All posts with access to vulnerable adults and children require an Enhanced DBS check. We undertake checks at least every three years for all staff and volunteers. 

We adhere to DBS Code of Practice, ensuring fair treatment regardless of criminal background. Equal opportunities are promoted, welcoming candidates with criminal records based on skills and qualifications.. 

As the post is automatically exempt from the Rehabilitation of Offenders Act 1974 rules relating to ‘spent’ convictions do not apply and you must disclose ALL convictions. As an organisation using the Disclosure and Barring Service’s (DBS) checking service to assess applicants’ suitability for positions of trust, we comply fully with the Code of Practice and undertake to treat all applicants for positions fairly.  We undertake not to discriminate unfairly against any subject of a DBS check on the basis of a conviction or other information revealed.

	EMPLOYMENT/
EDUCATION HISTORY
	Starting with your last employer, list all employers (paid and voluntary) you have worked for, providing the job title, starting / leaving dates, salary and the reason you left.  

Give reasons for any gaps in employment. 

Give bullet points of your main duties only



	SUPPORTING STATEMENT
	This section is probably the most important part of your application, as you have to make your case here for selection.  Please do not attach your CV in place of a statement. 

Reflect on all your previous work.  Remember that unpaid work or work at home is often just as valuable as being in a paid job.

Please refer to the information contained in the job description and person spec to help you form your statement.

	REFERENCES
	Please give details of two referees including your current or most recent employer. References will be taken up prior to interview unless otherwise requested.  
Please note we may share that page (with any details of the other referee redacted) to the referee to confirm that you have given consent for them to share information with us under GDPR.
If you are unable to give two references please give an explanation. 
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