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Housing Association




Work Placement Application Form

Please read the enclosed guidance notes before completing this form.

If you are not using a computer, please write clearly using black ink.

Application for the post of:

Name:

Date of Birth:                                                   Age:
Address:
Postcode:
Are you a Cadwyn tenant?    Yes             No
Home telephone number:

Work telephone number:

Mobile:

Email address:

Declaration

Thank you for your interest shown in the vacancy and for the time you have taken in completing this form. Please ensure that you have completed each section accurately, as Cadwyn Housing Association reserves the right to disqualify your application or terminate your employment without notice in the event that it is discovered you have not disclosed all relevant information or that information has been falsified.

I declare that the information given on this form is true and complete to the best of my knowledge.

SIGNATURE








DATE


Education

	
	Address
	From
	To
	Exams Passed & Subjects

	Secondary School Name


	
	
	
	

	College / University


	
	
	
	

	Further Qualifications:

Place of Study:



	Please make it clear if you are currently studying, your level of achievement and the remaining parts of your qualification to be achieved before full attainment.




Other relevant training courses attended in last 2 years
	Course subjects
	Date
	Duration




Work experience
	Present Employer:


Name:

Date employment commenced: 
Address:  

Current Position:

Current Salary   £

Benefits:

Brief description of duties:




Previous experience

	Employer's Name
	Address
	Position

(Permanent 

or Temporary)
	Date
	Title of Post,

brief description of

duties & salary
	Reason

For

Leaving

	1.


	
	
	
	
	

	2.


	
	
	
	
	

	3.


	
	
	
	
	

	4.


	
	
	
	
	

	5.


	
	
	
	
	


About you

Please tell us a bit about yourself

- How would you describe yourself?
- What do you like about yourself?

- What do I want to achieve?
- What are my strengths and weaknesses?
Why are you interested in completing a work experience placement with us? Explain how you are able to meet the following 6 skills: 

a.  Politeness

b.  Staying Calm

c.  Being friendly and able to get on with different types of people

d.  Being able to work in a team

e.  Being excited about learning new skills

f.   Being computer literate

Give examples of how you have used these skills, this could be in school or college, a club you are involved in, within your own family, in a job or anywhere where you have been able to use these skills.

Use each skill as a heading and give examples under each heading.

We would also like to know about any achievements that you are proud of and any hobbies or interests that you have.

What qualities do you feel you could bring to Cadwyn?
Other details (Please tick boxes where appropriate).

Do you possess a full, clean driving licence?              YES (   NO (   

Do you have use of a car?                                          
 YES (   NO (  

Are you available for interview at any time?

Do you smoke at work?                                              
 YES (   NO (
Where did you see/hear about this job?

References
Please give names and addresses of two referees.
	Name/Company
	Address
	Occupation / relationship
	Length of time known

	1.


	
	
	

	2.


	
	
	


If the post for which you are applying is exempt from the Rehabilitation of Offenders Act 1974, you will be required to complete a Disclosure from the Criminal Records Bureau.  Having a criminal record will not necessarily bar you from working with the Association.  Any disclosed convictions will only be considered in relevance to the post for which you are applying.

Equal opportunities questionnaire

Strictly confidential

Cadwyn Housing Association has an equal opportunities policy that is designed to ensure that all housing applicants and staff receive equal treatment. To help us fulfil our commitment to equal opportunities, we monitor all applicants to ensure we are sensitive to their needs. 

Cadwyn Housing Association keep this information for monitoring purposes only and all information will be held anonymously, confidentially and securely; so please don’t add your name/address to this sheet. The information gathered will be used to provide demographic figures in relation to our tenant population’s make-up and will be used to inform future policies, services and initiatives. In light of this we would really appreciate it if you would take a moment to fill out the below questions.

	Job applying for:_____________________________


	

	1. ETHNIC ORIGIN


	The groups listed below are ethnic categories used in the 2001 Census, and have not been created by Cadwyn.  We appreciate that some people may prefer to classify ethnicity by reference to a different description.  To allow effective and appropriate comparisons with national statistics we encourage you to classify yourself using the following categories.  Which groups do you most identify with?  

Choose ONE section from A to E, then tick the appropriate box to indicate your cultural background.

A
White
 FORMCHECKBOX 
    British

B
Mixed, Mixed British, Mixed English, Mixed Scottish, Mixed Welsh, Mixed Irish

 FORMCHECKBOX 
    English
 FORMCHECKBOX 
    White and Black Caribbean
 FORMCHECKBOX 
   Scottish

 FORMCHECKBOX 
    White and Black African

 FORMCHECKBOX 
   Welsh

 FORMCHECKBOX 
    White and Asian

 FORMCHECKBOX 
   Other, please specify

 FORMCHECKBOX 
    Any other Mixed background, please specify


     

     
 FORMCHECKBOX 
    Irish

 FORMCHECKBOX 
    Any other white background, please specify


     
C
Asian, Asian British, Asian English, Asian Scottish,  
Asian Welsh, or Asian Irish


 FORMCHECKBOX 
    Indian

D
Black, Black British, Black English, Black Scottish,  
Black Welsh, or Black Irish


 FORMCHECKBOX 
    Pakistani


 FORMCHECKBOX 
     Caribbean

 FORMCHECKBOX 
    Bangladeshi


 FORMCHECKBOX 
    African


 FORMCHECKBOX 
    Any other Asian background, please specify


     

 FORMCHECKBOX 
    Any other Black background, please specify


     
E
Chinese, Chinese British, Chinese English, 
Chinese Scottish, Chinese Welsh, or Chinese Irish

F


               FORMCHECKBOX 
     Not declared



 FORMCHECKBOX 
    Chinese


 FORMCHECKBOX 
    Any other background, please specify 
   


2.
LANGUAGES



Are you a Welsh speaker?
YES     FORMCHECKBOX 

NO    FORMCHECKBOX 


Do you speak any other languages?  (please state)


	3.
DISABILITY

A disabled person under the Disability Discrimination Act 1995 is described as anyone with “a physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day-to-day activities”.

This definition can be broken down to help explain the meaning of disability.



	· Physical impairment

· Mental impairment

· Substantial

· Long term 

· Normal day to day activity
	examples would be blindness, deafness, paralysis of a leg, heart disease and progressive conditions

includes an impairment resulting from or consisting of a clinically well recognised mental illness. 

put simply, this means the effect of the impairment on ability to carry out normal day to day activities is more than minor or trivial.

has, or is likely to last at least 12 months.

i.e. normal for most people, and carried out on a regular basis, for example, washing, eating, catching a bus or turning on a television. 


	Do you consider yourself to have a disability? 
     FORMCHECKBOX 
Yes

   
 FORMCHECKBOX 
No

If yes, please provide details of your disability and specify any adjustments we could make to accommodate your needs.

     

	4. 
GENDER


Are you?
 FORMCHECKBOX 
 Female         FORMCHECKBOX 
 Male
 FORMCHECKBOX 
 Transgender



	5.
AGE (please tick the appropriate box)


Are you?
 FORMCHECKBOX 
 Under 25

 FORMCHECKBOX 
 25 – 34

 FORMCHECKBOX 
 35 – 44



 FORMCHECKBOX 
 45 – 54

 FORMCHECKBOX 
 Over 54



	6. 
MARITAL STATUS 


Are you? 
 FORMCHECKBOX 
 Co-habiting  FORMCHECKBOX 
 Married
 FORMCHECKBOX 
 Same sex civil partnership   FORMCHECKBOX 
 Single       



	7.     RELIGION OR BELIEF

         Are you?         FORMCHECKBOX 
 Anglican      FORMCHECKBOX 
 Buddhist      FORMCHECKBOX 
 Catholic     FORMCHECKBOX 
 Hindu     FORMCHECKBOX 
 Jewish     FORMCHECKBOX 
 Muslim    FORMCHECKBOX 
Presbyterian     

 FORMCHECKBOX 
 Other Christian     FORMCHECKBOX 
 Sikh        FORMCHECKBOX 
  None   FORMCHECKBOX 
 Other Religion/Belief, please specify     
  

	8.     SEXUAL ORIENTATION 

We believe that it is helpful to gather this formation for the purpose of statistical analysis.  Although analysis will be more effective if everyone provides a response, we appreciate that this is a sensitive and personal question and therefore please be aware that your response is voluntary.
         Are you?      FORMCHECKBOX 
 Bisexual   FORMCHECKBOX 
 Gay     FORMCHECKBOX 
 Heterosexual   FORMCHECKBOX 
 Lesbian   FORMCHECKBOX 
 Prefer not to say  FORMCHECKBOX 
 Other, please specify




Thank you for completing this questionnaire

Questions and answers

Why monitor equal opportunities?

We are committed to a policy of equal opportunities in all aspects.  The information provided by equal opportunities monitoring will help us to comply with the law under the relevant Acts and to ensure that our employment policies and practices are fair and effective.  The information provides us with a profile of the organisation so that we can assess the representation of different groups and whether more needs to be done to achieve equality of opportunity for colleagues, job applicants, tenants and housing applicants.

What information will be collected?

This questionnaire asks you to categorise yourself by ethnic group, marital status, disability, gender, religion/belief, sexual orientation and whether you have care responsibilities for anyone.  This data will then be added to the information that is held on the computerised system in Human Resources.

What will happen to the monitoring form?

The form will be opened by a member of the HR team who will be responsible for the safe storage of the form until the data is entered onto the computer.  Only HR colleagues have access to the computer system.  The form will then be destroyed.

What will the information be used for?

This form will contain sensitive personal data which will only be processed in accordance with the Data Protection Act 1998.

The data will help us to review policies and practices, particularly where equality of opportunity is concerned.

The information will be used by Cadwyn Housing to ensure compliance with duties of equality and promote equality of opportunity.

Who can I contact for additional information?

Should you require any further information or advice, please contact a member of the Human Resources team.


Information about convictions and disciplinary record

The post you are applying for involves contact with and access to vulnerable people within their homes.  This means we need to check to find out whether you have any convictions that might make you unsuitable for this work.

We may also need to contact any of your previous employers to obtain a reference.

We need to do this for legal reasons, which are detailed in the boxes at the end of this form.

You are required to answer the attached questions truthfully.  We also need  you to sign the declaration at the end of the questions, which gives us permission to request details of any information held about you by the police and to contact any of your previous employers.

If you have any questions you would like to ask, please contact the Human Resources Manager on 029 2049 8898.


[image: image2]

A police record check is made against all successful applicants.  Misrepresentation about any criminal record or failure to disclose any conviction in the process of seeking employment with Cadwyn Housing Association is a most serious disciplinary offence.  Any person who secures employment on the basis of any such misrepresentation or failure to disclose will be guilty of gross misconduct and be liable to summary dismissal.

Convictions and disciplinary questionnaire and declaration

Please answer the following questions truthfully

Do you have any convictions current, spent or pending for any offences?

Yes


No



If you answered “Yes”, please give details of the convictions including dates, nature of offences and details of sentences.

Please continue on a separate sheet if necessary

Have you ever been found guilty at a disciplinary hearing for an offence involving violence, dishonesty, theft or sexual misconduct?

Yes


No



If “Yes”, please give details including dates and the nature of the offences.
Please continue on a separate sheet if necessary

Declaration and consent to checks being made

I declare that I have read and understood the sheet headed “INFORMATION ABOUT CONVICTIONS AND DISCIPLIANRY RECORD”.  I confirm that the information stated on this form is correct and I give my consent to Cadwyn Housing Association to contact any of my previous employers and to request from the police any information they hold about me.

NAME:

Signature:





Date of Signing:













National Assembly for Wales Statutory Guidance





The National Assembly for Wales requires all Housing Associations to carry out criminal record checks and checks with any previous employers, to deter those who are unsuitable to work with vulnerable adults or children.


National Assembly for Wales, October 2000





Rehabilitation of Offenders Act 1974





The post that you have applied for is excepted from the effect of section 4(1) and 4(3) of the Rehabilitation of Offenders Act 1975 by Schedule 1, part 11, paragraph 12(b), (c) and/or (e) of the Rehabilitation of Offenders Act 1974 (Exceptions Order) 1975.





This means that for the purposes of any employment with Cadwyn Housing Association arising from your application to this post, any criminal conviction will not be treated as spent within the meaning of the 1974 Act �and must be disclosed.








