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Skills for People, 4 Glendale Terrace, Byker, Newcastle upon Tyne, NE6 1PB
We will keep your information, so we can contact you.  Our staff will make sure it is saved securely on our IT system, It will be kept for one year. You can ask for your information to be deleted.
You can find out more from our Privacy Notice on our website www.skillsforpeople.org.uk
Are you happy for us to use your information this way?

YES

NO

Signed:

Name:








Date:
Please complete all sections in typescript or clear handwriting so that it is easy to read.
1.
Title  (Mr. Mrs. Miss Ms. Etc:  
2. Surname:

 Forename(s):
3. Address:

Post Code:
E-mail:
4.     Telephone No (Home):
Work (please say if you would rather we did not contact you at work):
Information given on this page will not be used as part of the selection process, but is used to make contact with you.
Equality Monitoring Form 

Skills for People wants to meet the aims and commitments set out in its equality policy. This includes not discriminating under the Equality Act 2010, and building a picture of the make-up of our workforce to encourage equality and diversity.

We need your help and co-operation to do this, but filling in this form is voluntary. The information provided will be kept confidential and will be used for monitoring purposes.  If you have any questions about the form, contact jobs@skillsforpeople.org.uk.

Please return the completed form with your application to jobs@skillsforpeople.org.uk. 

Please mark in the box which best describes you.

Gender:

	Male
	Female
	Non binary

	Intersex
	Prefer not to say
	


If you prefer to use your own gender identity, please write in:

Is the gender you identify with the same as your gender registered at birth?
	Yes
	No
	Prefer not to say


Age:


	16-24
	25-29
	30-34

	35-39
	40-44
	45-49

	50-54
	55-59
	60-64

	65+
	Prefer not to say
	


What is your ethnicity?

Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you believe you belong. 

Asian or Asian British

	Indian
	Pakistani
	Bangladeshi

	Chinese
	Prefer not to say
	

	Any other Asian or Asian British background, please write in:




Black, African, Caribbean or Black British

	African
	Caribbean
	Prefer not to say

	Any other Back, African or Caribbean background, please write in:




Mixed or Multiple ethnic groups

	White and Black Caribbean
	White and Black African
	White and Black Asian

	Any other Mixed or Multiple ethnic background, please write in:




White

	English
	Welsh
	Scottish

	Northern Irish
	Irish
	British

	Gypsy or Irish Traveller
	Prefer not to say
	

	Any other White background, please write in:




Other ethnic group

	Arab
	Prefer not to say
	

	Any other ethnic group, please write in:




Do you consider yourself to have a disability or health condition?   
	Yes
	No
	Prefer not to say


What is the effect or impact of your disability or health condition on your work? Please write in here:
The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable adjustment’, then please discuss this with your manager, or the manager running the recruitment process if you are a job applicant.

What is your sexual orientation?

	Heterosexual
	Gay
	Lesbian

	Bisexual
	Asexual
	Pansexual

	Undecided
	Prefer not to say
	

	If you prefer to use your own identity, please write in:




What is your religion or belief?

	No religion or belief
	Buddhist
	Christian

	Hindu
	Jewish
	Muslim

	Sikh
	Prefer not to say
	

	Any other religion or belief, please write in:




What is your preferred working pattern?

	Full-time
	Part-time
	Prefer not to say


What are your preferred flexible working arrangement?

	None
	Flexi-time
	Staggered hours

	Term-time hours
	Annualised hours
	Job share

	Flexible shifts
	Compressed hours
	Homeworking

	Prefer not to say
	
	

	If other, please write in:




Do you have caring responsibilities? If yes, please tick all that apply:

	None
	Primary carer of child / children (under 18
	Primary carer of disabled child / children

	Primary carer or disabled adult (18 and over)
	Primary carer of older person
	Secondary carer (another person is primary carer)

	Prefer not to say
	
	


Where did you hear about this job/position?
Guidance on completing the Application Form

· Please complete all sections in typescript or clear handwriting so that it is easy to read. Your application form is one way we use to assess your ability to communicate in writing 

1) 
Education

We are looking for a picture of the education and training you have received over the years and how fits with the work you are doing. 

· We do not need lots of information about your high school education, please just list these qualifications briefly
· We are most interested in training you have done or qualifications you hold that you feel would help you in the role advertised. Please take a few lines to explain the course/studying you have taken and what you gained from it
2)
Employment

· Please tell us about the job you are doing at the moment. List your duties and responsibilities as clearly and concisely as possible
· Tell us about your previous employment and the skills and experience you gained from them
· Tell us about any other work you do in a voluntary or paid capacity

3)
Unpaid and voluntary work, hobbies and interests

· We want get as much of a picture of who you are as possible. Please use this space to tell us about your interests outside your paid employment and education
Post Applied for:

Administrator







Senior Administrator 

(Please delete as necessary)

1) 
Education

Please use this space to list your Secondary schools / colleges.  Please list in date order and include qualifications or subject studied with relevant grades:

Please list any other relevant training or courses you have attended

2) 
Employment

a) Present or Last Employer

Name: 





Period of Notice: 

Address: 

Position: 





Salary/Grade: 
Dates:
From:




To: 

Briefly Summarise your Duties and Responsibilities

b) Previous Employment – in date order (employer, position, dates, salary):
Please tell us about any unpaid and Voluntary Work, hobbies and interests

Supporting Statement

Please look carefully at the Job Description and Person Specification provided and address each point giving specific examples of your skills, abilities and experience wherever possible.  (Please continue on separate sheets of paper if necessary).

What is your preferred working pattern?

(  Full time (35 hours per week)

(  Part time (please tell us how many hours per week): _______________

Disclosure of Convictions  
We will require the postholder to undergo an enhanced DBS check.  All short listed candidates will be required to disclose any criminal convictions prior to interview.
References
Please give the names of two referees, who should not be related to you.  One should normally be your current or most recent employer.

Referee 1

Name: 



Address:



Email: 


Position:

Referee 2


Name: 



Address:



Email:




Position:

The references of shortlisted candidates may be taken up prior to interview, unless you indicate that you do not wish it.  
If you do not wish us to approach referees, please tick below:

I do not wish you to approach Referee 1  
I do not wish you to approach Referee 2  
Declaration

I confirm that the information given in this application is true and correct.

Signed: ____________________________________    Date:   ___________________















2

