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Application Pack
This document is available in large print, in Braille, on audio tape and in other languages. If you require assistance in completing this form or should you need to request this document in any other format, please contact the HR Department on 01202 306070.
Este documento está disponible en letra grande, en Braille, en cinta de audio y en otros idiomas. Si necesita ayuda para completar este formulario, o si necesita para solicitar este documento en cualquier otro formato, comuníquese con el Departamento de Recursos Humanos de 01202 306070
本文件可在大型印刷，盲文，錄音帶和其他語言。如果您需要幫助填寫此表格，或者如果您需要在本文件要求任何其他格式，請聯繫人力資源部的 01202 306070
هذه الوثيقة متاحة في الطباعة الكبيرة ، وبطريقة برايل ، على شريط صوتي وبلغات أخرى. إذا كنت تحتاج إلى مساعدة في ملء هذا النموذج أو ينبغي عليك أن تطلب هذه الوثيقة في أي شكل آخر ، يرجى الاتصال بإدارة الموارد البشرية على 01202 306070
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APPLICATION FOR EMPLOYMENT

Providers of Accommodation and Support
PAS Ltd provides accommodation and support to a wide range of client groups and currently we are looking for new staff members who will be able to work in conjunction with existing projects.  

All applications will be considered irrespective of disability, gender, sexual orientation, marital status, family responsibility, age, race, colour, ethnic origin, nationality, (subject to work permit where required), trade union membership and activities, political or religious beliefs.   

	Position Applied For:



	Title:


	Surname:
	First Name(s):



	Home Address:



	Post Code:



	Month and Year you moved into your current address:



	Home Telephone No:



	Mobile Telephone No:



	E-mail:



	National Insurance Number:



	Do you hold a full UK driving License?



	Own a Car?



	Have you ever Suffered or are you suffering from any illness that may affect your work? Please give details



	How many sick days have you had off in the past 2 years?



	Please give the earliest date you could commence work?



	Do you require a work permit?




Education and Training

Candidates may be requested to provide proof of Education/Training/Qualifications

	Name of School/College/University
	Qualification
	Grade
	Year

Obtained

	
	
	
	


	Please give any additional information, which you feel would demonstrate your knowledge and skills to support your application. (Please continue on a separate sheet if necessary)




Please give details of your full Previous Employment (including Voluntary/unpaid activities) starting with your Present or most Recent Employment.

	Employer Name &

Address
	Job Title and Brief

description of duties
	Salary
	Reason for

Leaving
	Dates of Employment

	
	
	
	
	


REFERENCES

	Please give the names and addresses of two people, not relatives, one of whom should be your present employer (or last employer if not currently employed, and neither of which should be employed by PAS Ltd) who can comment on your suitability for this post.  PAS reserves the right to pursue alternative references if considered suitable. 

	Name 
	Name

	Address


	Address

	Tel No
	Tel No

	Job Title


	

	Capacity in which they know you.


	Capacity in which they know you.

	May we contact the referee prior to offering an interview?         Yes / No


	May we contact the referee prior to offering an interview?         Yes / No


Next of Kin (Please give Name & Address Details)

	Are you related to/or do you have any connection with an employee or client of this company?




	Rehabilitation of Offenders Act 1974 (as amended) – Have you ever been convicted of a criminal offence which under the provisions Act (see attached notes) is not ‘spent’?                     YES/NO

If ‘Yes’ please enclose details.




	Please note: the post is subject to a formal police check, and the receipt of two satisfactory references. If the position applied for has a client contact element an ‘enhanced’ Criminal Records Bureau police check will be carried out. Having a criminal record will not necessarily bar you from working with us. 


	I certify that the information I have given is correct. I understand that should I make an incorrect statement on this application, conceal any material fact, or fail to receive a satisfactory ‘enhanced’ formal CRB check (if required) I will, if appointed, be liable to dismissal. 

Signed

Date




Please return your completed application form to

Human Resources

P.A.S. Ltd

CJ House

9 Central Business Park

Southcote Rd

Bournemouth

BH1 3SJ

The Rehabilitation of Offenders Act 1974

Do I need to disclose information about any previous criminal convictions?
Please read the following information and the “Declarations” section at the end of this form.

The Rehabilitation of Offenders Act’s aim is to ensure that if you have been convicted of a particular criminal offence (and served your sentence or paid your fine) you are not discriminated against when seeking employment.  Whether you need to disclose information regarding a criminal record on the application form depends upon 2 factors.

1.) How long ago the conviction took place and the length and type of conviction.

2.) The particular job you applying for.

1.) How long ago the conviction took place and the length and type of sentence.

The Rehabilitation of Offenders Act defines criminal convictions as ‘spent’ or ‘not spent’.  

A ‘spent’ conviction is one where a certain period of time has passed since the date of the conviction.  If however you have a criminal conviction that is classified as ‘spent’ we do not need to know about it unless you are applying for an EXEMPT JOB (for an explanation of an exempt job see below).

The First Step

Initially you need to determine whether or not your conviction, if you have one, is ‘spent’ so please check the details overleaf.

	Have you received any of the following sentences
	Has this period of time lapsed since you were convicted

	Imprisonment of youth custody of over 6 months but not more than 2 ½ years #
	10 Years

	Imprisonment of youth custody sentence of 6 months or less #
	7 Years

	Fine or other sentence for which the act does not specify a different rehabilitation period #
	5 Years

	Absolute discharge
	6 Months

	Borstal
	7 Years

	Detention Centre
	3 Years

	Probation Order
Conditional discharge or bound over
	1 Year or until order expires *

	Care Order or Supervision Order
	1 Year or until order expires *

	Oredr for custody in a remand home, an approved school order or an attendance centre order
	1 Year after order expires

	A hospital order
(with or without a restriction order)
	5 Years or 2 years after order expires *
NB: whichever is the longer


Please note: if the sentence above has a # symbol next to it, the period can be halved if you were under 17 years old when the offence was committed.

The Second Step

If you have received any of the sentences shown above, and if the time period has passed since your conviction is regarded as ‘spent’ you are not required to inform us about this conviction on your application form unless you are applying for an ‘ EXEMPT’, job (which is explained below).

Important If however you have been sentenced to more than 2½ years imprisonment your conviction can never become ‘spent’.  It is the sentenced imposed by the court that is important (even if it was a suspended sentence) not the time actually spent in prison.  Therefore if you have a criminal conviction that is ‘not spent’ you must disclose any information about them to us. 

Please provide full details on this sheet and return it in a sealed envelope attached to your application form.

2.) Type of job you are applying for.

PAS offers positions that are EXEMPT from the Rehabilitation of Offenders Act.  These EXEMPT jobs are those where you come into contact with:

· Under 18’s and people over 65

· People who have a serious mental disorder

· Drug or alcohol addicts

· People with a sight, hearing or speech impediment

· People with permanent disability caused by illness, injury or congenital deformity.

Many jobs with PAS are EXEMPT therefore if you are applying for a position that will put you in contact with any of the above you must tell us about all your convictions, regardless of the nature of the sentence or the time of the conviction.

Prospective employees should be at least 2 years free from convictions prior to the commencement of employment.

Please give details overleaf and return this sheet in a sealed envelope attached to the application form.  Include type and nature of offence and dates when they occurred.  Any information disclosed will be confidential and will not necessarily exclude you from a job with us.

Declarations

Nature of offence (please provide details):

Date(s):

Signed:
 
Name: 

EQUAL OPPORTUNITIES MONITORING FORM

Please place in an enclosed envelope along with any details regarding criminal convictions that are not ‘spent’ (see attached sheet re. Rehabilitation of Offenders Act)

This is sensitive personal data and will be treated with the utmost confidentiality in line with the requirements of the Data Protection legislation. The data will only be used for general statistical and monitoring purposes. The data will not be taken into account in assessing information on your application form.

If you choose not to complete the questions below, it will not affect your application.

Please tick the appropriate answers.

Gender:                
	MaleFemale


Age:
	  16-24   25-34   35-44   45-54   55-64   Over 65


What prompted you to apply?

	Advert (please specify where)

Other (please specify)




Ethnic Origin (2001 census categories)

Ethnic Origin refers to members of an ethnic group who share the same cultural background and identity. It does not mean country of birth or nationality
 White British



 Black Caribbean
 White Irish



 Black African
 White Other (Please Specify)

 Black Other (Please Specify)
 Asian Indian



 Mixed White & Black Caribbean
 Asian Pakistani



 Mixed White & Black African
 Asian Bangladeshi



 Mixed White & Asian
 Asian Other (Please Specify)

 Mixed Other (Please Specify)
 Chinese




 Any Other (Please Specify)
Do not wish to declare my Ethnic origin






Marital Status (Please Tick)
 Single
 Married 
 Divorced
Separated
Widowed
Other
Disability (Please Tick)

Do you consider yourself to have a disability in accordance with the disability    Discrimination Act?

Yes                                        No


        Do not wish to declare

