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Application for Employment
It is important that you read the guidance notes before completing this application form.  Please fully complete this form using type or black ink.  

A Curriculum vitae is not an acceptable form of application unless stated otherwise. 

Applications received after the closing date will not normally be considered. 


[image: image2]
The information you supply on this form will be treated in confidence.

Personal Details

Last name:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .First name(s): . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Previous Name (s):……………………………………………………………………………………………………………...
Address . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Postcode . . . . . . . . . . . . . . . . . . . . . 

Tel: Home . . . . . . . . . . . . . . . . . . . . . . . . . Email address (home) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Tel: Daytime . . . . . . . . . . . . . . . . . . . . . . . Email address (work) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Tel: Mobile . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

[image: image1]Do you require a work permit to take up employment in the UK 

Yes 
  No

National Insurance Number . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 


Are you applying for this post as a job share? 




Yes 
  No

Present or Most Recent Employment

Name and address of employer . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Postcode . . . . . . . . . . . . . . . . . . . . . 

Tel . . . . . . . . . . . . . . . . . . . . . . . . . . Fax . . . . . . . . . . . . . . . . . . . . . . . Email . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Job title:  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ... Current scale (if applicable) :  . . . . . . . . . . . .  
Current Salary:  £ . . . . . . . . . . . . . . . . . . . . . . . . . . …… Notice Period:   . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Employment from: . . . . . . . . . . . . . . . . . . . . . . …………..Employment to: . . . . . . . . . . . . . . . . . . . …………………
Please give a brief description of current duties, responsibilities and achievements:…………………………………..
 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . .
Previous Employment

Please complete details of your present and previous employment as requested below. Please include any part-time or voluntary employment.  Continue on a separate sheet if necessary.  Please refer to the guidance notes for further details.   
Dates (mm/yyyy)
From                     To
Name of Employer
Job title and main responsibilities 
Reason for leaving
If there are any gaps in your employment or education history please explain them here: …………...

…………………………………………………………………………………………………...

…………………………………………………………………………………………………...

…………………………………………………………………………………………………...

……………………………………………………………………………………………………

Education, Training and Qualifications

Starting with the most recent, please give details of educational qualifications you have obtained from School, College, University etc. Short listed candidates will be required to provide proof of qualifications obtained. You will be expected to provide evidence of all qualifications listed. Please continue on a separate sheet if necessary.

Dates   (mm/yyyy)
From               To

School//other institution 
qualifications obtained and Grade/level
Name of awarding body
Please give details of any Higher Education and equivalent courses

Dates   (mm/yyyy)

From               To
College/other institution
qualifications obtained and Grade/level
Name of awarding body
Please give details of any other professional or vocational qualifications you hold that are relevant to your application
Dates obtained

Qualification obtained and Grade/level

Name of awarding body

Personal Statement 
Using the person specification that you have been sent with your application pack, please demonstrate using examples your suitability for the position you are applying. Please include your reasons for applying for and interest in this position.
……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………

	References

Please supply the names and contact details of at least two referees who can comment on your suitability for this position. One should be your current or most recent employer. (Note: if you are not currently working with children but have done so in the past the second referee should be the employer by whom you were most recently employed in work with children. Reference will  not be accepted from relatives, or persons who only know you as a friend)
Name . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                    Name . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Position . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                    Position . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . … 

In what capacity do you know the referee…….                     In what capacity do you know the referee………..
……………………………………………………..                     ………………………………………………………..

Name of organisation …………………………….                  Name of organisation ………………………………
Address . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                    Address . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                    . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                    . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Postcode . . . . . . . . . . . . . . . . . . . . . .                                    Postcode . . . . . . . . . . . . . . . . .........
Tel . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                   Tel . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Fax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                    Fax . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Email . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                   Email . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Employment dates from . . . . . . . . . . to . . . . . . . .            Employment dates from . . . . . . . . . . to . . . . . . . . . .

Please note that we will contact these referees if you are shortlisted for the post and seek reference before interview. Also in relation to work with children we will seek information about any past disciplinary issues relating to children and/ or child protection concerns you may have been subject to. If you have any concerns about this please contact the Manager on 020 7923 7226 to discuss the issues 
Declarations

Rehabilitation of Offenders Act

If the post for which you have applied for is exempted from the provisions of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (sl 1975 No.1023) as amended by the Amendment Orders 1986 (sl 1986 Nos 1249 & 2268); you are required to provide full details of all convictions and bind over’s including those regarded as spent under the ROA, and any pending prosecutions.  This would be any post that involves working with and/or access to children or vulnerable adults.  

If the post for which you have applied involves substantial opportunity for access to children and/or vulnerable adults the nursery is entitled, under arrangements for the protection of children or vulnerable adults, to check with the criminal records bureau about the existence and content of any criminal record.  DBS checks will only be made about the successful applicant.  
Failure to declare a conviction, caution, bind over or a pending prosecution may disqualify you from appointment or may result in summary dismissal.  However a criminal conviction spent or unspent will not automatically exclude you from employment.  

Do you have a Criminal Conviction(s) or police caution(s), spent or otherwise?        Yes: □              No: □
If yes, please provide details including dates:  


If you answer yes and you are successfully appointed, you will be expected to provide Minik Kardes with full details of the conviction(s) or offences(s) and make a Criminal Bureau Disclosure application.  Further information will be provided to you if Minik Kardes makes an offer of employment.  
Data Protection Act 1998

Under the Data Protection Act 1998, Minik Kardes reserves the right to collect, store and process personal data about applicants in so far as it is relevant to your application.  This also applies during employment and for six years thereafter.  This includes processing sensitive data for the purposes of monitoring the Minik Kardes’ equality and diversity policy.  

Declaration Statement  

Statement to be signed by the applicant:
I declare that the information I have given on this form is complete and accurate and that I am not banned or disqualified from working with children nor subject to any sanctions or conditions on my employment imposed by The Independent Safeguarding Authority, the Secretary of State or Regulatory body. I understand that to that to knowingly give false information, or to omit any relevant information, could result in the withdrawal of any offer of appointment, or any dismissal at any time in the future, and possible criminal prosecution.

Signed:                                                                                     Date:

All candidates applying for employment via e-mail will be required to sign and date this form if invited to attend an interview.

Candidates selected for interview will normally be notified within three weeks of the closing date.  

Equal Opportunities & Diversity Monitoring 
In order that we can effectively monitor recruitment, it is a requirement that you complete this section which will then be separated from the application form for short listing.  

Name:                                                                                                         Job Ref:
Post Title:

Age range:
16 to 19 □      20 to 29 □        30 to 39 □        40 to 49 □          50 to 59 □      60 to 65 and over  □
Gender:

Male      □      Female  □    Transgender  □    

Sexuality
Bisexual  □    Heterosexual   □   Gay  □    Lesbian   □   Prefer not to say  □
Ethnicity:
Asian or Asian British                             □              Black or Black British                           □
Bangladeshi                                               □              Caribbean                                                □
Indian                                                         □              African                                                    □
Pakistani                                                    □              Eritrean                                                    □                               

Other Asian background (please state)                        Ghanaian                                                 □
                                                                                     Nigerian                                                   □
                                                                Somali                                                     □
Mixed                                                                           Other African background (please state)
White and Asian                                        □              
White and Black African                             □             Other Black background (please state)
White and Black Caribbean                       □   

Other Mixed background (please state)     □              White

                                                                                     British                                                       □                                                     
Chinese or other Ethnic Group                                 Greek/Greek Cypriot                               □ 
Chinese                                                   □                Irish                                                          □
Filipino                                                     □                Kurdish                                                    □ 
Vietnamese                                             □                Turkish/Turkish Cypriot                            □
Other Ethnic Group (please state)                               Other White background (please state)

Religion or Belief
Buddhist                                                □                    Pagan                                                  □
Christian                                                □          Rastafarian                                         □
Hindu                                                     □                    Sikh                                                     □ 
Jewish                                                    □          No religion or belief                            □
Muslim                                                    □                    Prefer not to say                                 □
Other religion or belief (please state)


Disability
Do you consider yourself to have an impairment or be disabled?

Yes:     □            No:     □
If yes:

Are you blind or do you have a visual impairment?                                                                                              □
Do you have learning difficulties?                                                                                                                         □
Are you a person with experience of mental health distress?                                                                              □
Do you use a hearing aid or communicate using BSL?                                                                                        □
Do you use a walking stick or a wheelchair?                                                                                                        □
Do you have any other impairment (e.g. diabetes, epilepsy, Multiple Sclerosis, back problem etc. – please state)?

Please explain any special assistance you may need for the interview. 


Health 

Please state the number of days you have been absent from work due to sickness in the past 24 months: 

How many periods of absence does this represent?                                                                                        

Please note, a successful candidate will be required to complete a medical questionnaire and may be asked to attend for a medical examination.  

Advertising

How did you find out about this vacancy?   (if from advert, please state publication and date) 

Employment Status

Are you currently unemployed?                          Yes:  □    No:  □
If yes, how long have you been unemployed? From



Return the completed form to:





� HYPERLINK "mailto:p.james@minikkardes.org.uk" �p.james@minikkardes.org.uk�








FOR NURSERY USE ONLY


Job Title: Head of Finance and Governance


Closing Date: 25th June 2023 
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