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The Avenues Trust Group, River House, 1 Maidstone Road, Sidcup, Kent DA14 5TA
Tel: 020 3535 0500  Fax: 020 8300 2196  www.avenuesgroup.org.uk


Application for employment
      
  Strictly Confidential

       Please complete in BLOCK LETTERS using black ink or type.    
   Return completed forms to the above address. 




SECTION 1 – PERSONAL INFORMATION 

	Surname


	     
	Mr/Mrs/Miss/Ms/Other
	     

	First Names


	     
	Previous Names
	     

	Home Address
	     
	Home No
	     

	
	     
	
	

	
	     
	Mobile No
	     

	
	     
	
	

	
	
	Email
	     



SECTION 2 – PREFERRED LOCATION

Please indicate the locations you would be interested in working in. Please tick all that apply. It is not necessary to complete this section for office based posts. 
	Community Support Services / 
Young People’s Services

	
	Registered Services
	
	

	
	
	
	
	
	

	London Boroughs:
	Bromley
	 FORMCHECKBOX 

	London Boroughs:
	Rainham (Mental Health)
	 FORMCHECKBOX 


	
	Greenwich
	 FORMCHECKBOX 

	
	Dagenham
	 FORMCHECKBOX 


	
	Sutton & Merton
	 FORMCHECKBOX 

	
	Havering

Greenwich
	 FORMCHECKBOX 

 FORMCHECKBOX 


	
	
	
	
	
	

	East Kent
	
	 FORMCHECKBOX 

	Surrey:
	Horley
	 FORMCHECKBOX 


	West Kent
	
	 FORMCHECKBOX 

	
	Warlingham
	 FORMCHECKBOX 


	
	
	
	
	Walton on the Hill

Redhill
	 FORMCHECKBOX 

 FORMCHECKBOX 


	Homecare Services
	
	
	
	
	

	
	
	
	East Kent: 
	Canterbury
	 FORMCHECKBOX 


	Medway
	
	 FORMCHECKBOX 

	
	Thanet
	 FORMCHECKBOX 


	
	
	
	
	
	

	
	
	
	West Kent:
	Sevenoaks
	 FORMCHECKBOX 


	
	
	
	
	Tonbridge
	 FORMCHECKBOX 


	
	
	
	
	Tunbridge Wells
	 FORMCHECKBOX 


	
	
	
	
Medway:
	Medway
	 FORMCHECKBOX 


	
	
	
	
	
	

	
	
	
	Cambridge:
	Fulbourn
	 FORMCHECKBOX 
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SECTION 3 – REFERENCES & EMPLOYMENT HISTORY
Place in order (most recent first) all the organisations you have worked for both full and part-time in the last 10 years. You should explain the reason for any breaks in employment dates covering the past 10 years. Please note we will request references from all your employers for the past three years after an offer of employment has been made. Please continue on a separate sheet if necessary. 

	Job title


	     

	Organisation name
	     


	Organisation address
	     


	Postcode
	     

	Manager’s name
	     

	Main duties
	     
     
     


	Tel no.
	     
	Fax no.
	     


	Dates of employment

(DD/MM/YY)


	(from)
	     
	(to)
	                  Reason for leaving                                 


	Can we apply for a reference before interview?
	Yes  FORMCHECKBOX 


	No  FORMCHECKBOX 
                Email address      


	Job title
	     


	Organisation name
	     


	Organisation address
	     


	Postcode
	     

	Manager’s name
	     

	Tel no.
	     

	Fax no.
	     


	Dates of employment

(DD/MM/YY)


	(from)
	     
	(to)
	     
	Reason for leaving
	     

	Can we apply for a reference before interview
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	Email address      
	



	Job title
	     


	Organisation name
	     


	Organisation address
	     


	Postcode
	     

	Manager’s name
	     

	Tel no.
	     

	Fax no.
	     


	Dates of employment

(DD/MM/YY)


	(from)
	     
	(to)
	     
	Reason for leaving
	     

	Can we apply for a reference before interview
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	Email address      
	



	Job title
	     


	Organisation name
	     


	Organisation address
	     


	Postcode
	     

	Manager’s name
	     

	Tel no.
	     

	Fax no.
	     

	Dates of employment

(DD/MM/YY)


	(from)
	     
	(to)
	     
	Reason for leaving
	     

	Can we apply for a reference before interview
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	Email address      
	


SECTION 4 – GENERAL AND FURTHER EDUCATION

Current studies

If you are studying either on a part-time or full-time basis please complete the details below. 
Please note we may request a reference from your College/University. 

	Name of course
	     
	Awarding body

ie City & Guilds/NVQ
	     

	
	
	
	

	College/University name
	     

	
	
	
	

	College/University address
	     

	
	
	
	

	Postcode
	     
	Tutor’s name
	     

	
	
	
	

	Tel no.
	     
	Fax no.
	     

	
	
	
	

	Dates of course

(DD/MM/YY)
	(from)
     
 (to)       
	Hours per week
	     


Education

Please give details of any qualifications (ie NVQ, GCSE, CSE, A Level, O Level, professional qualifications) 

	Subjects
	Qualification level
	Grade
	Date


	     
     
     
     
     
     
     
     
     
     
     
     
     

	     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     


Membership of professional bodies 

Where appropriate, professional staff must provide a reference umber and expiry date of professional membership. Also provide details of refresher course, if applicable.

	Body
	Membership
	Registration number
	Date
	Expiry date



	     
     
     
	     
     
     
	     
     
     
	     
     
     
	     
     
     




SECTION 5 – ADDITIONAL INFORMATION 

Please use the space below to give details of your relevant skills and experience from work and your personal life and explain why you consider yourself suitable for this job. For support worker roles please also refer to the character profiles enclosed. Please include details of any voluntary work or other work experience and continue on a separate sheet if necessary.
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
Rehabilitation of Offenders Act 1974

This post is exempt under the Rehabilitation of Offenders Act 1974. You are therefore required to disclose details of any past convictions, even if they are spent. 

Have you ever received a caution, reprimand, final warning or been convicted of a criminal offence? 

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Any offer of employment with The Avenues Trust Group Ltd will be subject to a criminal record check from the Criminal Records Bureau at the enhanced disclosure level including the Protection of Vulnerable Adults and Children Lists. Any previous conviction does not preclude you from employment-we would discuss the relevance with you. 

Do you require a permit to work in the UK?








Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

If Yes you will be required to produce the original document. 

Is this a student visa?










Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Are you related to an existing member of our staff?







Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Do you have a full UK driving licence?








Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Do you have a car you can use for business purposes?






Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

I CONFIRM THAT THE INFORMATION I HAVE GIVEN IS TRUE AND COMPLETE. I UNDERSTAND THAT ANY FALSE OR MISLEADING INFORMATION WILL RESULT IN REJECTION OF MY APPLICATION OR DISMISSAL FROM EMPLOYMENT.

Signature      





Date      
Where did you see this position advertised?      
If an existing member of staff advised you of this post, please enter their name here      
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EQUALITY MONITORING

We aim to attract and recruit potential employees who have the relevant skills, qualifications and experience to make a positive contribution to the work of Avenues. We pride ourselves as an equal opportunities and fair treatment employer.  We oppose unlawful and unfair discrimination on the grounds of sex, age, race, religion or belief, marriage or civil partnership status, sexual orientation, gender reassignment, disability, pregnancy or maternity or any other irrelevant factor.

We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates.  We select all candidates for interview based on their skills, qualifications and experience.

Please complete this section of the form to help us monitor the effectiveness of our work in this area. This information will be treated as confidential and will not form part of the selection process. 

PERSONAL DETAILS –if you wish you may leave this area blank. 
Title


     
First name

     
Surname 

     



Female   FORMCHECKBOX 

Male   FORMCHECKBOX 

Current address

     



     



     



     



     
Date of birth 

 FORMCHECKBOX 


 FORMCHECKBOX 
/ FORMCHECKBOX 


 FORMCHECKBOX 
/ FORMCHECKBOX 


 FORMCHECKBOX 

Age      
(DD/MM/YY)

What is your ethnic Group?
Choose ONE section from A to E, then tick the appropriate box to indicate your cultural background.
A) White





B) Mixed

 FORMCHECKBOX 

British





 FORMCHECKBOX 

White and Black Caribbean

 FORMCHECKBOX 

Irish





 FORMCHECKBOX 

White and Black African

 FORMCHECKBOX 

Other, please specify      


 FORMCHECKBOX 

White and Asian








 FORMCHECKBOX 

Other, please specify      
C) Asian or Asian British



D) Black or Black British
 FORMCHECKBOX 

Indian





 FORMCHECKBOX 

Caribbean
 FORMCHECKBOX 

Pakistani




 FORMCHECKBOX 

African

 FORMCHECKBOX 

Bangladeshi




 FORMCHECKBOX 

Other, please specify      
 FORMCHECKBOX 

Other, please specify      




E) Chinese or other ethnic group
 FORMCHECKBOX 

Chinese
 FORMCHECKBOX 

Other, please specify      
The Equality Act 2010 defines a person as having a disability if they have a physical or mental impairment and the impairment has a substantial and long term adverse effect on their ability to perform normal day-to-day activities.
Do you consider yourself to be disabled within the definition (please see above)?             Yes  FORMCHECKBOX 
        No  FORMCHECKBOX 

	
	
	
	

	
	


The Avenues Trust Group Ltd recruitment & selection process and guidelines for completing the application form 

Stage 1 – The Application Form

The application form is often the only information we have about a candidate when deciding who to select for interview. It is therefore very important that you take the opportunity to complete your form as fully as possible based on the information we have given you about the post. Please complete each section of the form fully. 

CV’s – every applicant must complete an application form. CV’s alone will not be acceptable. However you may wish to attach a copy of your CV as supplementary information to your career history, but you must always ensure that you complete the application form. 

Role Profiles
These detail the responsibilities, behaviours, experience, skills and knowledge which are helpful for the performance of this job and provide the selection criteria for the shortlisting panel to select the appropriate candidates for interview. 

To complete the application form to best effect, you should demonstrate how you meet on each of the criteria identified by drawing on your past and current experience. 

Any additional relevant information you would like to give, including interests outside work would be welcome and will give us a broader picture of you. 

Completing the Application Form

To assist you with its completion guidance is given below on each section of the application form. 

Section 1 – Personal Information 

This section asks for some basic details about you. Please provide all the details as requested.

Section 2 – Preferred Location

This section asks which geographical areas you are able to work in. There is no need to complete this section if you are applying for an office based post.

Section 3 – Employment History

This section gives you the opportunity to tell us about the work you are doing now or have done in the past. Please provide details of your present post and any previous posts covering the last ten years, starting with the most recent first. Please tell us why you left/are considering leaving each job. You should include any agency work.

Employment with us will be dependent on satisfactory employment/professional references covering the last three years. If you have not been employed in the last three years please give the names of referees you have known in a professional capacity, a teacher for example. Please state each referee’s relationship to you and note that family members are not acceptable as referees. Providing an e-mail address for references can assist us to get the reference quicker.
Section 4 – General and Further Education

Please provide details about your educational qualifications and vocational training/courses. Please mention all qualifications and training relevant to the job you are applying for. Include qualifications gained and training courses attended through voluntary work, leisure or other interests. This section also asks for details of your membership of any work-related organisation. You will be asked to bring your qualification certificate to the interview. Please note that we may need to verify qualifications with registering bodies. 

Section 5 – Additional Information

This is the most important section of the application form. This section gives you the opportunity to explain why you are the best person for the job. It should be used to tell us how you think that you meet each of the responsibilities and behaviours listed on the role profile. Relate your skills, knowledge and experience to the role profile and you should also refer to the character profiles enclosed.
Declaration of Criminal Convictions (Rehabilitation of Offenders Act 1974)

This post is exempt from the provisions of the above Act and you must disclose details of any past convictions even if they are spent. Any information provided will be strictly confidential and will be considered only in relation to the job for which you are being considered. Any offer of employment will be subject to a satisfactory Enhanced Disclosure from the Criminal Records Bureau.

Equality Monitoring Form

Please complete the monitoring form attached to the application form. It will be separated from your application form and will not be made available to anyone involved in the selection process.
This information will be treated as confidential and will be used solely for monitoring purposes to assist Avenues in developing and monitoring its Equality of Opportunity, Diversity and Fair Treatment policy.

Please also answer the questions relating to disability. The Avenues Trust Group Ltd is positive about disability and welcomes applications from disabled people. 

Stage 2 – Shortlisting 

After the closing date, all application forms are read to see how each applicant’s skills and experience relate to the post applied for. Applicants who meet these requirements are invited for an interview. 

Stage 3 – Interview
Interview panels are made up of two or three people who will ask a number of pre-determined questions. Everyone who is interviewed will be asked the same basic questions. There may also be supplementary questions based on in the information you have given in your application form or at the interview itself. The questions allow you to expand on your application form and to show the panel how well you meet the requirements of the job. For some jobs there may also be written/practical tests in addition to the formal interview. If this is the case we will notify you at the time of inviting you to the interview. 

At the interview you will have the opportunity to ask questions about the job, terms and conditions of employment or anything else you need to know about Avenues. 

The panel will keep a record of their assessment of each candidate to ensure their decisions are clear, consistent and justifiable. 

Complaints

We aim to ensure that each stage of our recruitment process is fair. If however you feel you have been treated unfairly at any stage, please write to the Group HR Manager at the following address:

The Avenues Trust Group Ltd
River House

1 Maidstone Road

Sidcup 

Kent DA14 5TA

We will investigate any concerns and respond accordingly. 

If you have been unsuccessful and require feedback from your first interview please contact a member of the HR Department in the first instance. 
Please return this form to apply@avenuesgroup.org.uk if returning by email or post the head office address above.






For office use only


Vision ref.			CP ref.





Job ref. 	





Job title





Closing date 





Interview date 









































