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Into
 Training and Employment (CITE) helps people to gain fulfilling employment, develop their skills and achieve their career goals. 
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Please refer to the Guidance Notes when completing the application form. You may type on to this form or use black ink if you are completing by hand.  If you use continuation sheets, please ensure you write your name, the post applied for and the closing date on each sheet.

POSITION APPLIED FOR:						Job Reference No.
Where did you see the post advertised?					

Please circle the type of job you			permanent	temporary      
wish to be considered for				full time        	part time 
									preferred hours per week:  _________

PERSONAL DETAILS
	Surname/Family Name

	

	First Names

	

	Title

	

	Address


Post Code
	

	Daytime Phone
	

	Mobile Phone
	

	Email Address

	

	Are you required to hold a work permit to work in the UK?
	 Yes		 No  


	Please supply details of any permit currently held including number, validity and expiry date:

	







CURRENT/MOST RECENT EMPLOYMENT
	Name of Employer

	

	Address


	

	Job Title

	
	Salary/Grade
	

	Date Started
	
	Date Left 
(where applicable)
	

	Reason for leaving (or wishing to leave)
	





	Notice Period (where applicable)

	



PREVIOUS EMPLOYMENT	
	Please give details of your full employment history, including any periods of unemployment and unpaid/voluntary work (most recent first). Continue on separate sheet if necessary


	Dates
From		To
	
Employer’s Name & Address
	
Job Title
	
Salary/Grade
	
Reason for Leaving

	



	
	
	
	

	



	
	
	
	

	



	
	
	
	

	



	
	
	
	

	



	
	
	
	



EDUCATION AND QUALIFICATIONS
	Please give details of all relevant qualifications (most recent first).  Please also indicate subjects currently being studied.  Continue on a separate sheet if necessary.

	Subject/Qualification
	Place of Study
	Grade/result
	Year

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	



TRAINING COURSES ATTENDED
	Please give details of any relevant training courses attended (eg short courses whilst at work) and details of courses that you are currently attending.  Continue on a separate sheet if necessary.

	Course Title
	Training provider
	Length of Course
	Dates

	


	
	
	

	


	
	
	

	


	
	
	




PROFESSIONAL REGISTRATION
	Are you registered with a professional body?
	 Yes		 No  

	Name of Body

	

	Registration No.

	
	Expiry Date:
	



SICKNESS ABSENCE
	Have you been absent from work/college/school due to sickness during the last two years?  Please give details.  Continue on a separate sheet if necessary
	 Yes		 No  

	Dates
	Number of Days
	Reason

	

	
	

	

	
	

	

	
	

	

	
	



REFEREES
Please give the names of the people who have agreed to supply references.  For all positions you must provide two references.  If you are, or have been employed, these should be your two most recent employers, preferably your line manager.  If you have not worked please provide two references from people that you know in a formal context eg your teacher at school/college, your doctor, etc.  Referees may be approached prior to interview unless you indicate otherwise.

Referee 1 – your most recent employer/other relevant referee (see note above)
	Name
	
	Organisation
	

	Job Title
	
	Email Address
	

	Telephone No.
	
	Fax No.
	

	Address
	


	
	

	Relationship with referee
	
	May we approach prior to interview?
	 Yes		 No



Referee 2 – your second most recent employer/other relevant referee (see note above)
	Name
	
	Organisation
	

	Job Title
	
	Email Address
	

	Telephone No.
	
	Fax No.
	

	Address
	


	
	

	Relationship with referee
	
	May we approach prior to interview?
	 Yes		 No



EXPERIENCE AND RELEVANT SKILLS
Please state how your experience, skills and achievements to date would make you a suitable applicant for this post, relating these to each of the criteria set out in the person specification.  Include details of any relevant unpaid or voluntary work.  












































Please continue on no more than two further A4 sheets if necessary.  Please use a minimum size 10 font.


DECLARATION
I declare that to the best of my knowledge the information given on this form (including continuation sheets) is correct and can be treated as part of any subsequent contract of employment.  I understand that any deliberate omissions, falsification or misrepresentation in the application form will be grounds for rejecting this application or subsequent dismissal if employed by CITE.

	Signature

	
	Date:
	


If you are returning this form by email, you must bring a signed copy if you are invited for interview.

Please send your application form to the address below, marked ‘private and confidential’ by the closing date indicated on the job advertisement.
By post: To the name given on the job advert or covering letter, 
Communities Into Training and Employment (CITE)
Terrence Higgins Trust Building
314-320 Gray’s Inn Road, London, WC1X 8DP
Or email: using the email address given in your covering letter or job advert
We will not accept faxed applications.
This application form will be kept confidentially throughout the recruitment process and will then be destroyed unless you are offered and accept the job.



EQUALITY AND DIVERSITY INFORMATION

THIS PAGE IS TO BE DETACHED FROM THE APPLICATION FORM PRIOR TO SHORTLISTING AND KEPT IN A SEPERATE CONFIDENTIAL FILE DURING THE RECRUITMENT PROCESS, AFTER WHICH TIME IT WILL BE DESTROYED (UNLESS YOU ARE OFFERED THE JOB, IN WHICH CASE IT WILL BE KEPT CONFIDENTIALLY ON YOUR HR FILE)

Name of Applicant: 

Job Reference Number:

CITE aims to promote equality of opportunity for all with the right mix of talent, skills and potential.  CITE welcomes applications from diverse candidates.  Please complete the information below to help us to monitor our Equalities and Diversity Policy.

	YOUR ETHNIC ORIGIN – I would describe my race or ethnic origin as (please tick a box):

	Asian or Asian British
	Mixed

	Bangladeshi
	
	White and Asian
	

	Indian
	
	White and Black African
	

	Pakistani
	
	White and Black Caribbean
	

	Any Other Asian Background
	
	White and Other Mixed Background
	

	Black or Black British
	White

	African
	
	British
	

	Caribbean
	
	Irish
	

	Any Other Black Background
	
	Any Other Background
	

	Other Ethnic Group
	
	

	Chinese
	
	I do not wish to disclose my ethnic origin
	

	Any Other Ethnic Group (please state)
	
	




	Current age:
	

 I do not wish to disclose
	Gender:
	 Male	 Female  
 I do not wish to disclose




HEALTH AND DISABILITY
	1. Do you consider that you have (or have had) a disability?
	 Yes		 No		 I do not wish to disclose

	2. Do you have any health issues that are relevant to working in this job role?
	 Yes		 No		 I do not wish to disclose

	If you have answered ‘Yes’ to question 1 or 2 above, please specify:
	






	If you are selected for interview, will you require assistance?
	 Yes*		 No		 I do not wish to disclose

	* If you have indicated ‘yes’ we will contact you to discuss your requirements.






CRIMINAL CONVICTIONS INFORMATION 

THIS PAGE IS TO BE DETACHED FROM THE APPLICATION FORM PRIOR TO SHORTLISTING AND KEPT IN A SEPERATE CONFIDENTIAL FILE DURING THE RECRUITMENT PROCESS, AFTER WHICH TIME IT WILL BE DESTROYED (UNLESS YOU ARE OFFERED THE JOB, IN WHICH CASE IT WILL BE KEPT CONFIDENTIALLY ON YOUR HR FILE).  

If you are appointed, information regarding criminal convictions will be kept confidentially in line with the Data Protection Act and the Criminal Records Bureau (CRB) guidelines.


Name of Applicant: 

Job Reference Number:

	
All applicants are asked to complete this section of the form, giving details of all ‘unspent’ criminal convictions in line with the provisions of the Rehabilitation of Offenders Act 1974.  

In order to protect vulnerable groups within society, there are a number of posts/professions that are exempt from the Act.  If the job description relating to the job that you are applying for indicates that the post is exempt, you must disclose all criminal convictions – both ‘spent’ and ‘unspent’.  

You may be required to complete a Criminal Records Bureau (CRB) check to confirm your answer.  

Criminal convictions will be taken into account for recruitment purposes only when the conviction is relevant.  Having a conviction will not necessarily mean that CITE will not employ you.  This will depend on the nature of the criminal conviction(s) and the circumstances and background to the offence(s).


	Have you ever been convicted of a criminal offence?

	 Yes		 No

	Signature

	
	Date
	

	
If you indicate ‘yes’ above we may ask you to provide details of convictions during the recruitment process.
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