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	REFERENCE 

NUMBER
	

	WORKERS’ EDUCATIONAL ASSOCIATION

APPLICATION FORM

	Job Title:   
	Reach Out Project Education Co-ordinator (Advocacy and Support )  (0.6 FTE)

	This form will be photocopied, please type or write clearly in black ink.

Please make sure the application form is fully filled in by referencing the information in the Job Description and Person Specification.  It is not sufficient to state ‘see CV’.  

You may also submit a summary CV, maximum 2 sides of A4.

Please ensure that all personal identification is removed and that all the information that you wish to put before the selection panel is on the form as covering letters will not be included in the short-listing process.

If you word process this, please do not change the format.

	1
CURRENT AND PREVIOUS EMPLOYMENT (Starting with your most recent employer)

Please continue on a separate sheet if required. 

	DATES
	NAME OF EMPLOYER
	OUTLINE OF DUTIES AND RESPONSIBILITIES

	FROM
	TO
	
	

	
	
	
	


	
	REFERENCE 

NUMBER
	

	2 
EDUCATION AND TRAINING 

Please continue on a separate sheet if required.

	DATES
	SCHOOL/COLLEGE/

UNIVERSITY
	EXAMINATIONS PASSED/QUALIFICATIONS



	FROM
	TO
	
	

	
	
	
	

	3
SUPPORTING STATEMENT

	Please state what skills and experience you can bring to this post, continuing on a separate sheet if necessary. This may have been gained through paid work, unpaid work or voluntary activities. (Please refer to the Job Description and Person Specification.)(Please continue on a separate sheet if required.)




	
	REFERENCE 

NUMBER
	

	To assist in fair selection, the following sheets of the application form and the Equal Opportunities Monitoring Form will be removed before short-listing takes place.  For this reason also you are requested to sign these sheets only where indicated.

	4
PERSONAL DETAILS

	Title
	
	Surname
	

	First names
	

	Address
	

	Postcode
	

	Contact Details
	Daytime Telephone
	

	
	Evening Telephone
	

	
	Mobile
	

	
	Email
	

	Date Of Birth 
	

	National Insurance Number 
	

	Do you hold a valid driving licence?
	 NO YES  

	Are you a car owner or prime user?
	 NO YES  

	Do you consider yourself to have a disability?

If yes, please state if there are any special requirements which we should be aware of and if necessary make reasonable adjustments for your application.
	 NO
 YES  



What notice period are you required to give to your current employer?

	
	


	
	REFERENCE 

NUMBER
	

	Please give the names, addresses and email addresses for your referees (Please ensure these reference cover a minimum of three years employment history – providing HR contact details where possible) 

	Name
	
	Name
	

	Occupation
	
	Occupation
	

	Address
	
	Address
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	

	


	Name
	
	Name
	

	Occupation
	
	Occupation
	

	Address
	
	Address
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	


If there is any reason that we may not yet contact either of the above references please state the details below.

Please ensure completed application forms are emailed to recruitment@wea.org.uk or sent by post to HR Team, Suite 10B Joseph’s Well, Hanover Walk, Leeds, LS3 1AB to arrive by INSERT CLOSING DATE AND TIME
DECLARATION

This post is not ‘exempt’ from the Rehabilitation of Offenders Act. We only ask applicants to disclose convictions which are not yet ‘spent’ under the Rehabilitation of Offenders Act 1974. 
Have you ever been convicted of any Criminal Offence? 

Yes    (           No   (
Do you have any ‘unspent’ convictions?       


Yes    (           No  
(
If yes, please give details and dates of each conviction, together with details of any penalties imposed:

	


Declaration:
I declare that I have no criminal convictions other than those treated as spent under the provisions 

of the Rehabilitation of Offenders Act 1974 and those disclosed on this application form.

I declare that to the best of my knowledge, that the information given on my CV/Application form are correct and the statements above are correct and complete, and I understand that if any information 

I have given here is found to be false, I may be regarded as ineligible for recruitment or, if employed, 

liable to dismissal.

I consent to the WEA using the details provided on this form for the purposes of recruitment. 

	First Name
	
	Surname
	

	Signature
	
	Date
	


	WORKERS’ EDUCATIONAL ASSOCIATION

Equal Opportunities Monitoring Form

	We would be grateful if you could take the time to complete this information which is being collected to assist us to:

· Monitor and evaluate our practice.

· Ensure that planning takes into account the variety of skills and needs across the Association.

· Ensure that we comply with legislation.

Any data collected will be treated as confidential and protected under the Data Protection Act (1998) and will not identify individuals. In some cases e.g. Race/ Ethnicity and Disability we are required to monitor and report on the profile of our workforce to show compliance with the legislation. 

The regulations relating to Religion and Belief do not require that we collect the data however we would encourage people to voluntarily give this as it helps us evaluate our progress as a diverse organisation and identify areas for improvement. 

The information that you give is protected by the Data Protection Act 1998 and will be kept strictly confidential.

	Please complete this form indicating the categories which you feel most appropriately describe yourself.  

	Job Title
	BBO XXXX Project Organiser (XXX FTE)
	Department
	XXXXX Region

	Gender
	 Female Male 

	Do you consider yourself to have a disability
	 NO YES  

	Please specify your age range
	  25 to 35
  Less than 25

  45 to 55
  35 to 45
 

  More than 65  55 to 65



	How do you define your ethnicity?

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

	A
White
	  British

	
	  Irish

	
	  Any other White Background
	Please specify
	

	B
Mixed
	  White and Black Caribbean

	
	  White and Black African

	
	  White and Asian 

	
	  Any other Mixed Background
	Please specify
	


	C
Asian
	  Indian

	
	  Pakistani

	
	  Bangladeshi

	
	 Any other Asian Background
	Please specify
	

	D
Black 


or 


Black British
	  Caribbean

	
	  African

	
	 Any other Black Background
	Please specify
	

	E
Chinese


or other


ethnic group
	  Chinese

	
	  Any other
	Please specify
	

	
	  Prefer not to say

	Religious Belief:

	  Muslim

  Jewish

  Hindu

  Buddhist

  Christian


  Other religion or belief
  Sikh


  Prefer not to say  No religion


	Where did you see the post advertised?

	  Third Sector Publication

	  Third Sector website

	  Other print media
	Please specify
	

	  The Guardian

	  The Guardian Website

	  WEA Internal Advertisement

	  WEA Website

	  Other
	Please specify
	

	Thank you for your co-operation


