Protect When Completed

[image: image1.jpg]Cambridgeshire
& Peterborough
Probation Trust




[image: image2.jpg]@23 Ministry of
A3 JUSTICE

National Offender
Management Service




Application for Employment


Applicant Number……
Before completing this form in Black ink or type, please read the attached notes.  This front sheet will be removed before shortlisting.
Curriculum Vitae (CV's) will not be accepted.

Application for the post of:

Closing date:


Post reference number:
Personal Details
	Last Name/Family Name:


	First Name/Other Names:



	Title:  Mr/Mrs/Miss/Ms/Other

	

	Telephone 
Day:

Mobile:

Evening:

	Email Address:


	Address:
Postcode:



	Entitlement To Work In The UK. In accordance with the Asylum and Immigration Act 1996 all prospective employees will be asked to supply evidence of eligibility to work in the UK from one of the following list: UK Birth Certificate, Certificate of British Nationality, British Work Permit, National Insurance number card. 

Do you require a work permit to work in the UK – Yes / No

(If you already have a work permit please give expiry date …………………….)
If you already have a National Insurance Number, please provide:



Current or most recent employment
(or if not previously employed, details of current circumstances e.g. carer, unemployed, student)
	Employer’s name & address:
Post held:

Date of commencement:
Period of notice required:



	Please give a brief description of the duties and responsibilities:




PREVIOUS EMPLOYMENT – please list in chronological order, and detail any breaks in employment. Continue on separate sheet if necessary. 
	Name of Employer
	Dates of employment
	Full/Part time
	Position held
	Reason for leaving

	
	
	
	
	


Relevant training/qualifications
Description of course(s) undertaken and qualifications obtained (including in-house training and short courses). Proof of essential qualifications will be required.
	Course description
	Qualification
	Date

	
	
	


Please also give details of any Probation Service assessment centre attended.

	Type of assessment centre e.g. General offending behaviour
	Probation Area
(for example Cambridgeshire)
	Date attended
	Passed/
Failed

	
	
	
	


Sickness
It is Cambridgeshire Probation Policy that sickness data is considered for all potential new employees prior to confirmation of offers of employment. Please provide full details in this section. This data will also be requested for your previous employment references. 
	Please give details of any sickness absence from work over the last two years: e.g. Occurrences/number of days/explanation for absences.



Personal statement
	The Selection Criteria in your pack lists the essential criteria that we are seeking from the successful candidate. In the spaces below are the criterion to be measured, please indicate how you meet each criteria in the response section below.

Make sure that you address each of the selection criteria when filling in the form. It is important that you give examples to illustrate how you meet each criterion. Give all relevant information as assumptions cannot be made.

You should write no more than 150 words for each of the selection criteria.



	Essential Criterion:  Effective Oral & Written communication skills

	Response: 



	Essential Criterion:   Ability to demonstrate understanding of working with offenders or other vulnerable groups


	Response: 



	Essential Criterion:    Ability to handle difficult situations and influence others.

	Response: 



	Essential Criterion:    Demonstrate appropriate core values and the belief that people can change.

	Response: 



	Essential Criterion:   Demonstrate ability to work flexibly and co-operatively as part of a team and to motivate self.

	Response: 



	Essential Criterion:   Ability to establish and maintain effective working relationships inside and outside the organisation.

	Response: 



	Essential Criterion:  Proven analytical and reasoning skills to write and present reports to enable sound judgements and decisions to be made.

	Response: 



	Essential Criterion:   Effective organisational, administrative and time management skills to include prioritising conflicting demands, meeting deadlines and self-sufficient IT skills.

	Response: 



	Essential Criterion:   To demonstrate a commitment to implementing “Equality of Opportunity” in practice together with a belief in the value and effect of diversity.

	Response: 



Additional information
	The Probation Service has a positive commitment to recruit people with disabilities. 
All applicants will be considered on the basis of suitability for the post.
Do you consider yourself to have a disability?
Yes/No (please delete)
You do not need to give details at this stage, however if you are shortlisted you will be asked whether you need any specific arrangements or equipment for the next stage of the selection process.



Rehabilitation of Offenders 
All applicants must declare ‘unspent’ criminal convictions. Some posts are exempt from the provisions of the Rehabilitation of Offenders Act 1974.  For these posts, applicants will be required to disclose information about ‘spent’ as well as ‘unspent’ convictions.  See enclosed Criminal History Self-Declaration Form which confirms the requirement for the post for which you are applying, this information will be checked by the Criminal Records Bureau.   A conviction will not necessarily be a bar to obtaining a position.  For further details please refer to Guidance for completing the Application Form.

	Have you ever been convicted of any offences, including cautions and/or bind-overs, or do you have any charges pending?

Yes/No (please delete as applicable)

If yes, please provide full details, including dates and what, if any, the outcome/result was:




	Some posts may require Independent Safeguarding Authority registration from July 2010.  You will have been notified if this post is subject to ISA registration.  If so please state number below.

ISA Registration No: 




References
	Please give details of two people, not related to you, who may be approached for references as to your suitability for the post.   The first reference needs to be your present employer, last employer, if not currently employed, or your college or school tutor, if this is your first job.   
The second should be someone who is able to comment on your ‘work abilities’ and good character (through knowledge of your work in a paid or voluntary capacity), this cannot be a friend.
Additionally, if you are not working with children in your current job but have previously done so, you should provide the details of that employer below.
* If you have been employed by your current/most recent employer for less than 2 years, please provide details of all previous employers within the last two years.  (Continue on a separate sheet if necessary).

	(1) Name:

Address:

Capacity known:

Telephone Number:

Email Address:


	(2) Name:

Address:

Capacity known:

Telephone Number:

Email Address:



	*Complete if applicable

(3) Name:

Address:

Capacity known:

Telephone Number:

Email Address:


	*Complete if applicable (previous employment with children)
(4) Name:

Address:

Capacity known:

Telephone Number:

Email Address:



	Please note reference requests will not be made unless a provisional job offer has been made and accepted.


Declaration
I confirm that the information provided in this application is true and accurate and understand that false declarations may lead to withdrawal of any offer of employment or dismissal.
Signed: 

Print Name:


Date:


Please specify where you saw this post advertised _____________________

Please return this form to:

Human Resources Unit
Cambridgeshire & Peterborough Probation Trust
Support Services Unit
2nd Floor, Godwin House
George Street
Huntingdon
PE28 3BD
Applications received after the closing date will not be considered.
Please note:  in accordance with the Data Protection Act 1998, personal data will be held on computerised and/or manual files and will be used for general employment and monitoring purposes.  This information will be held confidentially, securely and access will be appropriately restricted.















Probation Services Officer





13th May 2010





PSO 
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