NIGHTSAFE
‘Somewhere to go Somewhere to stay Someone to talk to’
APPLICATION FORM

Please note the closing date is 31 July 2019 at 5.00pm

APPLICATION FOR THE POST OF …………………………………………………………………..

NAME……………………………………………………………………………………..

ADDRESSS……………………………………………………………………………

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

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

POSTCODE…………………………………………………………………………….

TELEPHONE NUMBER………………………………………………………..

EMAIL ADDRESS…………………………………………………………………..

Where did you see this post advertised ……………………………………………………………….

Please return to:
The Office & Finance Manager

Nightsafe

Boulevard Centre
45 Railway Road

Blackburn

BB1 1EZ

EDUCATION AND QUALIFICATIONS

NAME OF SECONDARY SCHOOL ATTENDED         FROM          TO

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

EXAMS OBTAINED

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

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

FURTHER, HIGHER AND PROFESSIONAL QUALIFICATIONS

NAME OF INSTITUTION      FROM         TO              QUALIFICATIONS GAINED
…………………………………………………………………………………………………………………………………..

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

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

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

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

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

GIVE DETAILS OF ANY OTHER SKILLS, TRAINING RELEVANT TO THIS POST.

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

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

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

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

PREVIOUS EMPLOYMENT HELD (MOST RECENT FIRST)

DATES                        POSITION HELD                      NAME OF EMPLOYER

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

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

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

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

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

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

CURRENT OR MOST RECENT EMPLOYER

If you are not currently employed please give details of your most recent employment.

JOB TITLE ………………………………………………………….. START DATE………………………………

NAME AND ADDRESS OF EMPLOYER

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

……………………………………………………………………………………………………………………………………………
GIVE BRIEF DESCRIPTION OF DUTIES

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

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

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

NOTICE PERIOD REQUIRED …………………………………………………………………….

The information you provide in this section is very important when assessing your application against the person specification enclosed. It will be extremely important in determining whether you are shortlisted or not.

Please use this space to describe how your skills, experience, knowledge and training would enable you to meet the requirements of this job. Remember that you may refer to relevant examples from outside the workplace.

Please continue on a separate A4 sheet if necessary.

REFERENCES 

Give below names, addresses and status of two persons from whom references can be obtained. One of whom most be your current/last employer. Nightsafe reserves the right to pursue alternative references if considered appropriate.
1. ………………………………………………………………………………………………………………………………

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

Telephone No. ………………………………………………………………………………………………………..
Capacity in which known to you …………………………………………………………………………

May we contact the referee prior to interview?          YES/NO

2. ……………………………………………………………………………………………………………………………….

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

Telephone No. ………………………………………………………………………………………………………….

Capacity in which known to you …………………………………………………………………………

May we contact the referee prior to interview?          YES/NO

OTHER EMPLOYMENT

If you were successful in your application, do you intend to work for another employer?                                                                   YES/NO

If yes, will your total working hours exceed 48 per week?
DRIVING LICENCE

Complete this section ONLY if the Person Specification provided requires that you are able to drive a vehicle.

Do you hold a current driving licence?                       YES/NO

Do you have use of your own car?                              YES/NO
DATA PROTECTION ACT 1998

I understand that the information provided on this form may be used to enable a personal file and/or computerised record to be set up.

Signed ………………………………………………………………………………………

DECLARATION

For all applicants who are offered a job with Nightsafe, a disclosure will be requested through the Disclosure and Barring Service.

By submitting this application for employment you are declaring that the information in the application form is true, complete and accurate and that you understand that, if any particulars are found to be false, you may be regarded as ineligible for recruitment or dismissed after employment.

Signed………………………………………………………………………………………    Date………………………….

THE FOLLOWING INFORMATION IS DESIGNED TO ASSIST YOU IN YOUR APPLICATION FOR THIS POST. PLEASE READ IT CAREFULLY.

EQUAL OPPORTUNITES

Nightsafe has an Equal Opportunities Employment Policy. The aim is to ensure that all applicants are treated fairly and appointed solely on their suitability for the post irrespective of race, sex, disability, sexuality, age and unrelated criminal conviction. All stages of the recruitment process are monitored to check that unfair discrimination is not taking place.

APPLICATION FORM

All applicants are required to complete a Nightsafe Application Form, as CV’s are not accepted and will be discarded at the beginning of the shortlisting process.

Remember that we can only decide who we should interview based on information provided on the application form; therefore it is important that you complete all sections of the form as clearly and as fully as possible.

If after reading the information you feel you would like some advice or guidance about completing the form, please contact us.

………………………………………………………………………………………….
REMEMBER

· Read all the information sent to you.

· Complete all sections of the application form

· Pay special attention to the Person Specification. Read this section carefully and decide how you think your skills, qualifications and experience match or meet those requirements.
· Give examples. It is not enough to make statements, you need to demonstrate how you meet the criteria (e.g. do not simply state I have worked with young people for 12 months, you need to tell us about your skills and the type of work you have undertaken)

· Although we do not exclude applicants on the basis of poor handwriting (unless it is a criteria on the person specification) in order to assess your application we need to be able to read what you have written. Therefore when completing the application form either type it or ensure that your hand writing is clear and in legible print.
· Do not opt for the quick fix – CV’s are not acceptable.

PERSON SPECIFICATION

Next to each item on the person specification we tell you how we are going to look for that requirement from your application. This could be from the:

Application form

Interview

Application form as well as interview

In particular remember that we cannot make assumptions based on what you say, you need to be specific.

On the person specification we indicate which criteria are:

ESSENTIAL

The minimum skills, qualifications or experience requirements which you must have in order to do the job.

DESIRABLE

These are not essential, but are additional to the minimum requirements to do the job.

In the event of all applicants meeting the essential requirements, the selection panel may use the desirable criteria to assess and decide which applicants meet the additional requirements for the job and should be invited to interview.  


REFERENCES
          Prior to appointment Nightsafe will ask your referees to provide a reference. One of your referees must be your current or most recent employer. This should be your current line manager.
          DISCLOSURES

Nightsafe is ‘exempt’ from the Rehabilitation of Offenders Act therefore you must tell us about all your criminal convictions, regardless of the nature of the sentence or the time of the conviction. This information will not be obtained unless you are offered a position at Nightsafe.
APPOINTMENT 

Should you be offered a post at Nightsafe you will receive an offer letter. Usually the offer letter you first receive is conditional. This means that certain conditions have to be met before the offer can be confirmed i.e. satisfactory references, DBS check. If you receive a conditional offer you should not resign from your current post until the conditions are met and the post confirmed.

The offer letter will detail the main terms and conditions of employment attached to the job, salary, hours of work and annual leave entitlement.

A probationary period of six months applies to new entrants to Nightsafe.

COMPLAINTS PROCEDURE

If you consider that your application has not been dealt with fairly and if you wish to complain about your treatment you should put you’re complain in writing to:

The Chief Executive 

Nightsafe

Nightsafe

Boulevard Centre

45 Railway Road

Blackburn

BB1 1EZ

FINALLY

Make sure you return your application form before the closing date.

GOOD LUCK WITH YOUR APPLICATION

NIGHTSAFE – GUIDANCE NOTES FOR DISABLED APPLICANTS

Due to the introduction of the Disability Discrimination Act 1995, we need to ask applicants if they have any special requirements during the recruitment process because of a disability. Please read the guidance notes before completing the question below.
Do you have any special requirements in relation to Nightsafe’s application and recruitment process?

                 YES/NO

My special requirements are:

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

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

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

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

At the interview you would be assessed along with all other applicants, under the usual recruitment procedure, providing you have declared a disability above and you have satisfied the minimum requirements (i.e. skills, experience etc.) for the job.
DEFINITION OF DISABILITY

The Disability Discrimination Act 1995 defines a disabled person as one who has a:

Physical or mental impairment which has a substantial and long term adverse effect on his/her ability to carry out normal day to day activities.

YOUR APPLICATION 
There is no legal requirement to provide information about your disability on this form. However, you are encouraged to do so, in fairness to yourself and in order for us to meet our commitments under our Equal Opportunities Policy. Please return this form together with your application form and the equal opportunities monitoring form. Thank you for your co-operation in completing this form.

NIGHTSAFE

EQUAL OPPORTUNITIES MONITORING FORM

Nightsafe wholeheartedly believes in equal opportunities and welcomes applications regardless of age, sex, marital status, class, sexual orientation, race, colour, nationality, ethnic origin, religion, employment status, political belief, disability or health status. 

This form is to monitor our effectiveness in attracting applications from all sections of the community. Please do not sign or otherwise indicate your identity, as this form will be filed separately from your application and not used as part of our recruitment process.

	GENDER

	Male □
	Female □
	Prefer not to say □


	MARITAL STATUS

	Married □
	Single □
	Other □
	Prefer not to say □


	AGE BAND

	Under 18 □
	18–29 □
	30–39 □
	40–49 □

	50–59 □
	60–65 □
	Over 65 □
	Prefer not to say □


	SEXUAL ORIENTATION

	Heterosexual □
	Homosexual □
	Bisexual □
	Transsexual □

	Prefer not to say □


	DISABILITY

	None □
	Physical disability □
	Mental disability □
	Prefer not to say □


	RACE/NATIONALITY/ETHNIC ORIGIN

	White
	English □
	Scottish □
	Welsh □
	Irish □

	
	British □□
	Other white background □ (please specify) ……………………………………….

	

	Mixed
	White and Black Carribean □
	White and Black African □

	
	White and Black British □
	White and Asian □

	
	Other mixed background □ 

(please specify) …………………………………………………………………………….……………………

	

	Asian 
	Indian □
	Pakistani □
	Bangladeshi □
	British □

	
	Other Asian background □ 

(please specify) …………………………………………………………………………….……………………

	

	Black
	Black Carribean □
	Black African □

	
	Black British □
	Other Black background □ 

(please specify) ………………………………….

	

	Chinese □

	

	Other ethnic group □

	

	Prefer not to say □


