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Application Guidance Notes

Introduction

Greenbank has been working with and creating opportunities for disabled people in the Merseyside area since 1983.  Our mission is ‘to enhance the opportunities and status of disabled people through education, training, employment, transport, sport and recreation’.

To achieve our mission we provide the following services – work related training, skills for life, employment related projects, guidance services, independence training, transport (for Greenbank students) and projects for young people.  We also operate the Greenbank Sports Academy, which is the North West’s leading sports and leisure facility for disabled people.  More information about our work is available at: www.greenbank-project.org.uk, www.greenbankcollege.org.uk, www.greenbanksportsacademy.co.uk and www.greenbankemployment.org.uk 
General

1. This form is available in other formats if required – please contact Greenbank by telephone on 0151 733 7255 or fax 0151 733 6861 or minicom 0151 733 3909 for a large print copy.  An electronic version is available as a download from our website http://www.greenbankemployment.org.uk/index.php/job-vacancies. 
2. Please complete the application form in BLACK INK or TYPE.  CV’s, references or other prepared material will not, at this stage be accepted with this application.  Please submit additional documents only when you are specifically asked to do so. 

Short Listing

Once the closing date has been reached the interview panel will agree who will be short listed for interview.  Short listing is completed through the process of marking each completed application against the essential criteria set out in the person specification.  It is up to you to be as clear as possible when stating what skills, qualifications and relevant experience you have.  The panel considers only the information contained on the application form and it is important that you provide all the information that is requested.

Equality & Diversity
Greenbank is an Equal Opportunities Employer.  This means that all applicants for jobs at Greenbank will receive equal treatment* irrespective of their disability, gender, racial origin, marital status, age, sexuality, religious beliefs, or caring responsibilities or employment status.  In completing the Equal Opportunities monitoring form you are helping us to review the effectiveness of our Equal Opportunities Policy and assist its development. 

The information supplied on this form will not be used in assessing your application.

* Please note that Greenbank practices positive action towards the employment of disabled people.  All applicants that declare a disability and meet the minimum standards as detailed in the person specification are guaranteed an interview.

Disclosure of Criminal Records (A8)

Greenbank is committed to providing the best services for children and vulnerable adults and its recruitment and selection process is rigorous and involves a number of checks.  This is to ensure that Greenbank safeguards the clients with whom it works and engages people with the right skills, abilities, experience and qualifications for every vacancy.

Greenbank seeks information on criminal records in two ways:

1. The application form requires applicants to supply written information on any convictions, cautions, reprimands or final warnings.  For a regulated position (a position where normal duties include caring for, training, supervising or being in sole charge of children/vulnerable adults; a position whose normal duties involve unsupervised contact with children/vulnerable adults under arrangements made by a responsible person; a person whose normal duties include supervision of managing an individual in his/her work), applicants must also include details of spent convictions, cautions or final warnings.  Regulated positions are exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  It will state on the job description if the position is regulated.

2. All successful applicants will undergo a disclosure check via the Criminal Records Bureau (CRB).  This will be either standard (in broad terms, posts involving regular contact with children and vulnerable adults) or enhanced (broadly posts that regularly involve caring for, training, supervising or being in sole charge of children and/or vulnerable adults).

With some exceptions, possession of a criminal record will not, in itself debar appointment to a post.  This will depend upon the background to the offence and the nature of the position sought.  At interview applicants will be asked to discuss any convictions detailed on the application form to allow Greenbank to assess job related risk and to offer applicants an opportunity to draw to our attention any information that may improve our understanding and facilitate fair decision making.

More information about the Criminal Records Bureau and Disclosure can be found at www.crb.gov.uk and www.disclosure.gov.uk. More detail about Greenbank’s disclosure policy is available in writing from Greenbank, Greenbank Lane, Liverpool L17 1AG.

Declaration of Disability (A9)

Greenbank would like its application process to be as accessible as possible for disabled people.  Use this section to provide details such as a requirement for lip speaker, sign language interpreter, car parking facilities etc.  
This information will not be used for short-listing purposes.
Application for Employment
Please read the guidance notes attached and complete all sections of the form.
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A10. General

Do you hold a current passport?


Yes

No




If yes, passport nationality ……………… passport number……………..expiry date…………

(If YES, please note that you will be required to bring along the relevant documents to interview.)

If you are a non-EU citizen, do you have leave to enter and remain indefinitely in the UK without restriction?   

Yes

No

(If YES, please note that you will be required to bring along the relevant documents to interview.)

Do you require a Work Permit to take up employment within the UK?
Yes

No  


(If YES, please note that you will be required to bring along the relevant documents to interview.)

A11. References

Please give us the names and addresses of two people who are willing to give references, one of who should be your current or most recent employer.  Your referees will only be contacted if you are offered the post.



Important Declaration

In signing this form, you understand that:

a) To the best of your knowledge, the information in this application is correct and that – if it  is found to be untrue – Greenbank may withdraw any job offer made to you or dismiss you from its employment without notice.

b) Greenbank will check your details with the Criminal Records Bureau as part of its Child and Adult Protection Policy, and that in certain cases the Rehabilitation of Offenders Act 1974 will not apply (see Guidance Notes for explanation).

c) In certain circumstances, Greenbank may wish to have fuller details of your health record, or require you to have a medical examination, as a condition of a job offer.

Signed: ……………………………………

Date: …………………………………………..

Thank you for completing the form.  Please make sure we receive it by the closing date.  You will only be contacted further if you have been short listed for interview.

Please return this form to:
Mrs Sharon Winder, Greenbank College, Greenbank Lane, Liverpool  L17 1AG

For office use only:


Short list


Yes


No


Interview


Yes


No


Reference 1


Yes


No


Reference 2


Yes


No


CRB Check


Yes


No
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Equality & Diversity Monitoring Form



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 and will not be taken into account in assessing information on your application form.  The data provided will assist Greenbank in monitoring the effectiveness of its Equality & Diversity policy; however, the completion of each section is not compulsory. 

Job title: 






Location:
Gender: 


  Male 


  Female


Marital status:

Single
  

Married/Civil Partner
    

Divorced    
Widowed   

Dependants:

Do you have any dependants and/or caring responsibilities?    

Yes
  

No
  
   Do not wish to declare       

Ethnic origin:

Ethnic origin is not about nationality, place of birth or citizenship. It is about colour and broad ethnic groups. UK citizens can belong to any of the groups indicated.

How would you describe your ethnic origin?

White: 





Mixed Heritage:

  British 





  White and Asian

  Irish 





  White and Black Caribbean

  Welsh 





  White and Black African

  English 





  Any Other Mixed Background

  Scottish





         (please give details) ……………………

  Any Other White Background (please give details) ………………………………………………..

Asian, Asian British, Asian English, 

Black, Black British, Black English,

Asian Scottish, Asian Welsh: 


Black Scottish, Black Welsh:

  Indian 





  Caribbean

  Pakistani 




  African

  Bangladeshi 




  Any Other Black Background








         (please give details) ……………………..

  Any Other Asian Background (please give details) ………………………………………………..

Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh:

  Chinese 





  Any Other Chinese Background








         (please give details) ……………………..

Arab or Middle Eastern descent:

  
Arab

  
North African

  
Iraqi

  
Kurdish

  
Any other Middle Eastern Background (please give details) ………………………………...

 
Any Other Ethnic Background  (please give details) …………………………………………
Do not wish to declare my Ethnic origin


Age:

  16-25

  26-35

  36-45

  46-55

  56-65

  Over 65

  Do not wish to declare


Disability details:

Greenbank believes that people are disabled by the barriers society places in their way and not by their own disabilities.  We believe that everybody has a role to play in society and we want Greenbank to benefit from the widest range of talent available.  Our recruitment policy aims to reflect these beliefs. 

The Disability Discrimination Act 1995 defines a disabled person as anyone who has had a physical or mental impairment which has a substantial and long term effect on their ability to carry out normal day to day activities. Taking this definition into consideration, do you wish to declare a disability?
  Yes 
(if yes please give details)  ………………………………………………………..

  No 




  Do not wish to declare


Sexual orientation:

  Bisexual

  Gay

  Heterosexual

  Lesbian

  Do not wish to declare


Religious belief/faith:

  Buddhist

  Hindu

  Muslim

  Christian

  Jewish

  Sikh

  None

  Other (please give details) ………………………………………………..

  Do not wish to declare

Trade Union:

Are you a member of a trade union?

  Yes (please give details) ……………………………………………….

  No

  Do not wish to declare

Thank you for your help in completing this form, please return it with your application form.
A2. Present or most recent employer/employment





	Name:						Start date:





	Address:





	Postcode:						Nature of business:





	Tel number:						Basic salary:





	Notice period:





	Position held and nature of responsibilities:




















	Reason for leaving (if applicable):








A1. About You


	





Last name(s):					First name(s):				





	Title:





	Address:








	Postcode: 





	Daytime contact number: 			Evening contact number:





	Mobile number:					E-mail address: 





	How did you find out about this vacancy? 








Position applied for:				Closing date:








A3. Previous employment (in date order starting with most recent)





	Job title, name of employer and type of business:





	From:				To:





	Brief summary of duties and reason for leaving (if applicable):








	











	Job title, name of employer and type of business:





	From:				To:





	Brief summary of duties and reason for leaving (if applicable):




















Job title, name of employer and type of business:





	From:				To:





	Brief summary of duties and reason for leaving (if applicable):























	Job title, name of employer and type of business:





	From:				To:





	Brief summary of duties and reason for leaving (if applicable):





A4. Your qualifications





Please list below any qualifications you have which you think are relevant to the job. 


If you are short listed, you will be asked to provide original copies at interview of any qualifications you list on this form.








Date			Course		Qualification (with grade if appropriate)








A5. Special training





Please give us details of any training or short courses, which you think, are relevant to your application:





Dates			Course		Qualifications (if any) 








A6. How you meet what we are looking for





Please read the job description and person specification and tell us how your skills, knowledge, experience and qualities match the following areas:





Essential qualities of the person specification (continue on separate sheet if necessary):





Desirable qualities of the person specification 


(continue on separate sheet if necessary):





A7. Driving 





Do you hold a full clean current licence?		Yes		No  





If you hold a licence but have any penalties or endorsements, please give details:








A8. Disclosure of Criminal Records





Please refer to ‘Disclosure of Criminal Records’ in the Guidance Notes





Have you any previous convictions:		Yes  		No		





If yes please give details of offence, including date and sentence:





…………………………………………………………………………………………………


The Rehabilitation of Offenders Act 1974 requires applicants to give details of any convictions, which are not spent.  For all regulated posts applicants must also include details of spent convictions, plus details of cautions, reprimands or warnings.  All posts within Greenbank require an enhanced CRB disclosure and successful candidates will be required to provide details of spent convictions, plus details of cautions, reprimands or warnings.  Failure to disclose such convictions will result in dismissal.





A9. Declaration of Disability


	


The Disability Discrimination Act 1995 defines a disabled person as anyone who has had a physical or mental impairment which has a substantial and long term effect on their ability to carry out normal day to day activities.  Taking this definition into consideration, do you wish to declare a disability?





Yes		No  			





Please let us know if you think you need any special arrangements for interview.  We will contact you separately if you are short listed to make the necessary arrangements:





I do / do not require any special arrangements for interview (delete as appropriate).


Details:








Referee 1





Referee 2
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