	       [image: image1.jpg]youtl





Confidential
	
	MENTOR/TUTOR/VOLUNTEER

APPLICATION FORM
Please read first

Please complete clearly (typewritten or in black ink) and continue on a separate sheet where necessary.  If you require assistance filling in this form, please check P7 guidance notes and/or contact The JHF.


	

	Position applied for:      
	

	Personal details (To assist with identification and vetting requirements)

	First name(s)      
	Last name:      

	Address:       

Postcode:       
Date of Birth:      

	Title:      

	
	Daytime tel. no. (inc. STD code):      

	
	Evening tel. no. (inc. STD code):      
Email address:      


	Eligibility to work in the UK 

	Are you a National of a Country within the EU/EEA or Switzerland?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
   

	Present/most recent employment

	Name and address of employer:      

	

	Job/title:      
	Grade:      

	Date from/to:      
	Salary/Other benefits:      

	Major duties/responsibilities:      

	Reason for seeking new position/leaving:      

	Period of notice/date available to start:      

	


	Employment history previous posts (please start with most recent)

	Name and address of employer:
	Job/title:
	Dates (month/year)
	Final Salary:
	Reason for leaving:

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     


	Please give details and an explanation of any gaps in your employment history:

	     

	(N.B. We retain the right to seek references from all previous employers)


	Professional membership

	Name of professional body:
	Grade of membership and whether by examination:
	Date:

	     
	     
	     

	     
	     
	     

	     
	     
	     


	Education and training (Proof of qualifications will be required at interview)

	Name and address of institution:
	Courses taken/subjects:
	Dates (from - to):
	Full/part-time:
	Qualifications
/grade:

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     

	     
	     
	mm/yyyy to mm/yyyy
	     
	     


	Relevant experience

	In support of your application please use this section to explain how your skills, experience and knowledge would make you a suitable candidate for the post. This could include voluntary work, leisure interests and other activities which you consider to be relevant to the position. Please demonstrate clearly how you meet the requirements in the job description/person specification. 


	

	Why do you wish to join Team JHF?

	Please use this section to explain your personal motivators for applying for this role. For example, what attracts you to the position and what would you ideally like to achieve within the work?


	Additional information



	If successful, what is your regular availability Monday- Friday?

Monday

Tuesday

Wednesday

Thursday

Friday 

Please note that our work is placement based and young person centered. As such, full time working cannot be guaranteed. 
Do you drive and have access to a vehicle for work?  Yes  FORMCHECKBOX 
No  FORMCHECKBOX 
   

Dates when you are unavailable for interview (e.g. holidays):      


	Do you, your partner or family have any interests (financial, professional or otherwise) that may conflict with your JHF employment?


	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
   

(If yes, please give details)      

	Relevant for paid positions only- please contact us if you would like to discuss further: 
Are you aware that the work is on a self-employed contract and mostly term time only? 

 Yes  FORMCHECKBOX 
No  FORMCHECKBOX 
  



	References

	Please give details of two named referees covering the last 5 years of your employment history, one of which must be your current or most recent employer for which you worked with children. These should not include a relative and personal referees must be able to comment on your skills and abilities in relation to the post. 

Additional references may also be sought from previous employers, particularly for posts working with children or vulnerable people.

References for shortlisted candidates may be taken up before interview.  If you do not wish your referees to be approached at this stage you should request this in writing stating the reasons. In all cases, references will be taken up before a job offer is confirmed.



	

	(i) Current/most recent employer 
	(ii)
Other employer or alternative referee where not available



	Name:      
	Name:       

	Address:      
	Address:       

	Tel. no:      
	Tel. no:       

	Work email address:      
	Work email address:      

	Relationship:      
	Relationship:       

	How long have they known you?      
	How long have they known you?       

	

	Equality Act 2010

	The JHF welcomes all legislation designed to protect the rights of people. The Equality Act defines a person as having a disability if he or she has a ‘physical or mental impairment that has a substantial (that is, more than minor or trivial) and long-term adverse effect on the ability to carry out normal day-to-day activities’.

	

	Do you have a disability?
	Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
   

	
	

	Wherever possible and reasonable we will make amendments and offer alternatives to help a person with a disability through the application and selection process.  If you require assistance at any stage of the process please contact us.

We welcome applications from disabled people who are currently under-represented in our work force.



	Equal Opportunities

	The JHF is committed to being an employer of choice by a wide and diverse range of people.  We are working to eliminate discrimination, promote equality and to recruit and retain a suitably skilled workforce.



	We particularly welcome applications from underrepresented groups including ethnicity, gender, transgender, age, disability, sexual orientation or religion.

We also welcome applications from those with caring responsibilities who require family-friendly work opportunities.


	Declaration by Applicant

	I confirm to the best of my knowledge and belief that the information given on this form is correct. I understand that any offer of work will be subject to two satisfactory references and satisfactory criminal record checks (an enhanced DBS Disclosure check, DBS Barred List check or DBS Status Check, where relevant).  Any misleading statement or deliberate omission may disqualify my application.
I consent to the necessary enquiries and checks being undertaken by the JHF in order to confirm that the information included in this application form is correct, to verify the authenticity of my qualifications and to ascertain whether I have any relevant criminal record which may make me unsuitable for the post applied for, including the on-line ‘Status Check’ using the DBS’s Update Service and an External Validation Service check of my identity if I am unable to produce the ID required under Route One of the DBS’s ID checking guidelines.
I will provide proof of identification to fulfil the requirements of the Disclosure and Barring Service (DBS) Disclosure check.

I understand that if I am successful in my application, any information contained in this form together with any obtained in relation to it, will be retained by The JHF during the course of my engagement and for a reasonable time after this ends (pursuant to the Data Protection Act 1998 and GDPR regulations).

I declare that I am not disqualified from working with children and/or vulnerable adults (pursuant to the Protection of Children Act 1999, the Criminal Justice and Court Services Act 2000, the Care Standards Act 2000, the Safeguarding and Vulnerable Groups Act 2006 the Safeguarding and Vulnerable Groups Act 2006 and the Childcare Act 2006).
All applicants, please sign (please note that if you are completing this application electronically, you will be asked to sign the form if you are invited to interview).



	Signature:
	Date:




	Please return your application form to:  Jess@thejhf.org
Thank you for your interest in joining the JHF in our mission to inspire and empower young lives.


	


Guidance notes for completing your application form
The following information is designed to assist you in your application for this job.  
Please read carefully. 
The application form and short-listing procedure
Applications should be typewritten or completed legibly in black ink to allow for photocopying.  In the interests of fairness, all applications must be made on The JHF’s official application form.

We want to try and ensure that everyone applying for a job with us has a fair chance and the application form is the first stage in the recruitment process which may lead to a possible job offer.  It is therefore very important that you complete all sections of the application as clearly and fully as possible.  If you have any difficulty in completing this application form or if there is something on the form that you do not understand please contact jess@thejhf.org who will be happy to help you.  
Make sure you return your application form so that we receive it before the closing date and time.  This will be stated on the advertisement.

Job description 
Every advertised post has a job description.  The job description outlines the main duties of the job.  The person specification sets out the knowledge, skills, qualifications and experience required and provides the criteria against which you will be assessed.

We decide who to invite for an interview by comparing what you tell us in your application form with what we have asked for in the person specification.  It is therefore vital that you clearly explain how your skills and experience match the requirements outlined in the person specification.

On the person specification we list the criteria in two ways:

Essential (e.g. the minimum skills, qualifications or experience which you must have in order to do the job) and

Desirable (these are not essential, but are additional to the minimum requirement to do the job).

In the event that all the applicants meet the essential criteria, the selection panel may use the desirable criteria to assess and decide which applicants further meet the additional requirements of the job, and should be invited for an interview (or to the next stage as indicated).
 Equality of opportunity for people with disabilities

The JHF is committed to the employment of people from all areas of the community.  We will make any reasonable adjustments for disabled people to enable equal access to the recruitment process and ongoing employment.
Completing your application form:
Job title 
Please enter these details on the application form so that we can identify which job you are applying for.  The job title can be found on the advertisement.

Employment history
All experience is valued and we recognise that many people have worked in a variety of situations even if it has not been full time paid employment.  Please list any work experience you have which you think would help you in the job for which you are applying, including voluntary work, temporary jobs, part-time or vacation work.

Education and training
Please use this section to provide details of any qualifications or training that you have completed or are currently undertaking.  Include any special skills training, day release, or evening classes.  You may be asked to provide proof of qualifications and training either at interview, or if you are offered the job.

Relevant experience
This is where you tell us how you meet the selection criteria for the job. Your application will be assessed against the criteria detailed in the person specification.  Do not repeat your job history, but look at the specific requirements of the job and provide evidence that you have the skills, abilities and experience to meet those requirements.  Give specific examples if possible.  The evidence you provide does not necessarily have be work based - it may be experience you have gained at home raising a family, doing voluntary work or from activities that you do in your spare time.
References
References will be required for all jobs.  One referee must be your current or most recent employer for which you worked with children.
Other references should include previous / most recent employers.  If you have not been employed before, you should give the names of teachers or lecturers who know you sufficiently well to comment on your ability to do the job.  You can also give the names of professional people who know you well, and who are not friends or relatives.  It is helpful if your referees are aware that you have used their name before we contact them.

Finally, please do not forget to sign and date your application form!  If you send your application form to us electronically, you will be asked to sign it if you are invited to interview.
Thank you for your interest in joining the JHF in our mission to inspire and empower young lives.
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