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In2Out | Recruitment
Application Pack | Employment Application Form

Information supplied on this form will be treated by In2Out as private and confidential.

Note: Having a Criminal Record does not necessarily preclude you from Employment.

Please read the Job Description before completing this form.

If you are completing this form manually please do so legibly and, preferably, use black ink. Please send the completed form via email to support@in2out.org.uk or to the postal address specified at the end of this document. 

	1.   VACANCY

	Post applied for:
	     

	How / where did you learn of this vacancy?
	     


	2.   PERSONAL DETAILS
(please print clearly)

	Last name:
	     

	First names:
	     

	Previous surname:
	     

	Title:  (eg. Mr, Mrs, Miss, Ms):
	     

	Home address:
	Address for correspondence (if different):

	     
Post code:     
	     
Post code:     

	Telephone no. (home):
	     
	Telephone no. (work):
	     

	Mobile no:
	     

	Email address:
	     


	OTHER PERSONAL INFORMATION

	Driving License?                             Yes            No               Use of a car?         Yes            No    

	Are you registered disabled?     Yes                                              No    

	
Do you have any health issues than might affect your performance?            Yes            No    
If yes, please give full details below. This will not affect your application where not relevant.
     
                                       


	3. EDUCATIONAL, TRAINING AND PROFESSIONAL QUALIFICATIONS. 

Starting with the most recent, please give details of educational qualifications. Please continue on a separate sheet if necessary. You may need to provide evidence of any training or qualifications if asked to do so.

	Name of School, College/University
	Qualification
	Dates to / from
	Grades

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	4. MEMBERSHIP OF PROFESSIONAL BODIES 

Please name any awarding institute or professional body in full and include attainment level specifying relevant grades or grade of membership



	Name of body
	Qualification / membership status
	Was membership attained by examination?
	Date

	     

	     
	
	     

	     

	     
	
	     


	5. OTHER SKILLS & EXPERIENCE
Please include anything that you feel may be relevant to this position.

	     


	Do you have any direct or indirect experience of abusive situations or environments?
Yes                 Comments         No    


	6.   COMPUTER LITERACY  

Please give brief details of your current computer and IT skills:

	     


	7.   OTHER PERSONAL INFORMATION

	7.1   Do you need a work permit to work in the U.K.?                                             Yes            No    

	7.2   National Insurance number
	     


	7.3 Do you know of any matter not covered in the above relating to you and/or your background, which may cause your reliability or suitability to be called into question? 

                                                                                                                                                 Yes            No    
If yes, please give full details. This will not affect your application where not relevant.    

     



	8. SUITABILITY FOR EMPLOYMENT

Under the terms of the Rehabilitation of Offenders Act 1974 some criminal convictions become ‘spent’ after a specified period of time and it is not necessary to declare those convictions on employment application forms.  

However, positions involving contact with children and young people are exempt, and all criminal convictions, cautions, warnings or reprimands must be declared on employment applications. A Criminal Records Enquiry check will be necessary for all employment and voluntary work with In2Out.



	8.1 The post you are applying for involves contact with young people aged 15-21 years - therefore you must declare all convictions (including pending), cautions, warnings, reprimands or if you have ever been debarred from working with children, young people or vulnerable adults. 
Please complete the Safeguarding Declaration Form which should have been included with this form. If not, please contact In2Out to obtain one.

N.B. All information given is held in complete confidence.


	9.   EMPLOYMENT HISTORY

	Present or most recent employer:

	Employer’s name and address:
	Type of business:      

	     

	Start date:      


	     

	Leaving date:      


	     


	Your salary:      


	Job title:      


	Summary of duties and responsibilities. Please continue on a separate sheet if necessary.

     


	Reason for leaving

     

	Notice period required

     


	9.1 Have you ever been subject to any formal or informal disciplinary action?  Yes            No    
If yes please give reason:                                                                                                                                         
     



	9.2 Have you ever been dismissed from employment?                                             Yes            No    
If yes please give reason:
     



	10. PREVIOUS EMPLOYMENT AND OTHER RELEVANT EXPERIENCE

Enter particulars of full employment history. If you have an employment history of less than 5 years please include any voluntary or unpaid work. Also account for any breaks in employment.



	Employer name, address and type of organisation
	Job title
	Brief description of duties
	Date, month and year employed  

     from/to
	Reason for Leaving

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


	10.1 Please give full details of any gaps in your career history
     


	11.   PERSONAL STATEMENT

Your application will be assessed against the person specification attached to the job description which lists the requirements of the post, and alignment with the Values of In2Out. In this section tell us what makes you suitable for this post, giving details and examples where appropriate, and why the post interests you.

CV’s are not acceptable as a substitute to describe your specific suitability to this role.
     


	12.   REFERENCES
Please give the name and contact details of two referees who can provide an assessment of your suitability for this post. The first of whom must be your present or most recent employer.  Please do not give relatives. If you are in full time education, please give the name of your tutor.


	Referee 1:
	Referee 2:

	Name:      
	Name:      

	Position:      
	Position:      

	Organisation:      
	Organisation:      

	Address:

     

	Address: 

     


	Tel. No.:      
	Tel. No.:      

	Email:      
	Email:      

	Working relationship      
	Relationship      

	May the referees be approached prior to interview?                          Yes            No    


	13.   DATA PROTECTION

Some of the data given in this application is “sensitive personal data” within the terms of the Data Protection Act 2018 (DPA) and will be entered onto a computer for the purpose of recruitment administration and equal opportunities monitoring. The information that you provide on this form and that is obtained from other relevant sources will be used to process your application for employment, and held by In2Out as private.
I understand that within the terms of the DPA, during the employment application process:- 

· In2Out may collect and process information about me to assess my suitability for employment, and keep it for a reasonable period. This includes sensitive personal data;
· I may at any time contact the Project Director to: withdraw this consent; have access to my data; request its rectification or deletion; object to the use of or to restrict the processing of my data, or to make a complaint.

	14. DIVERSITY

Please read the Diversity Policy statement for In2Out included in this job application pack. It is a requirement for all staff to have a commitment to this policy.  Please also complete the Equal Opportunities Monitoring form below. This monitoring form is detached prior to shortlisting and has no effect at all on your application


	15.  DECLARATION

I declare that the information given in this application is to the best of my knowledge complete and accurate.  I understand that misleading statements and failure to disclose relevant information may result in rejection or, if employed, dismissal. 
I understand that any job offer is subject to references, checks on relevant qualifications, employment eligibility and criminal convictions, a probationary period and, if appropriate, a medical report all of which must be deemed by In2Out as satisfactory.

Signature:___________________________________________Date:     
Print name     



Please return this completed application either as a scanned document by email, or by normal post.

E-mail submissions should be made to support@in2out.org.uk 
For postal submissions please mark the envelope ‘In Strict Confidence’ and send the application together with your Safeguarding Declaration & Confidentiality Agreement to:

Att. Mark Screeton
In2Out, 

The Gate Lodge
HMYOI Wetherby, 

York Road, 

Wetherby,

LS22 5ED

Equal Opportunities Monitoring Form
Please read the In2Out Diversity policy statement attached.  It is a requirement for all staff to have a commitment to this policy.  

	This monitoring form is detached prior to shortlisting and has no effect whatsoever on your application.  The purpose of equal opportunities monitoring is to ensure that our recruitment policies are fair. 

	Application for the post of:
	     

	First name/s:
	     

	Last name:
	     

	Gender 
	

	 Age Group (please circle)                                   
	18 – 29     30 – 39     40 – 49     50 – 59     60 – 69     70 – 79     80+
                                                                                     
    

	Religion:
	     

	Ethnic background:

How would you describe your ethnic origin? Please tick the relevant group 

 White

British/Irish/Other: please specify:      
 Black or Black British



Black Caribbean / Black African / Other Black: please specify      
 Mixed 

White and Black Caribbean / White and Black Asian / White and Black African / 
 Other Mixed: please specify below:
     
 Asian or Asian British

Indian / Pakistani / Bangladeshi / Other Asian: please specify:      
 Chinese
Other: Please specify below:      


	Nationality:
	     

	Do you hold a British Passport?
	Yes            No    


	Impairment

Do you consider yourself to have an impairment or be disabled as defined by the 1995 Disability Discrimination Act, carried forward into the Equality Act 2010? (see definition below)   

                                                                                                                                                        Yes            No   

	If yes, please describe:
     


	Extent of impairment (see definitions below):

     



	Definitions:



	Disability 

“A physical or mental impairment which has a substantial and long-term adverse effect on a person’s ability to carry out normal day-to-day activities.”



	Physical impairment:

Includes weakening of the part of the body (eyes, ears, limbs, internal organs etc) caused through illness, by accident or congenitally e.g. blindness, deafness, paralysis of a leg, heart disease.



	Mental impairment:

Includes a clinically well-recognised mental illness e.g. schizophrenia, manic depression, bi-polar disorder; also what is commonly known as a learning disability.


	Substantial:

Means that the effect of the physical or mental impairment on ability to carry out normal day-to-day activities is more than minor or trivial.



	Long-term adverse effect:

A detrimental effect that has lasted or is expected to last at least 12 months. 



	Normal day-to-day activity:

An activity carried out by most people on a fairly regular and frequent basis e.g. washing, eating, catching a bus or turning on a television.  It does not mean something so individual as playing a musical instrument to a professional standard or doing everything involved in a particular sort of job.
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