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[image: image2.emf]  Guidelines on completing the application form     General points   Thank you for your interest in  Carers  Trust .  These notes are intended to  help you complete the application  form by explaining what you should  include in each section.     Please complete the app licat ion form  in black ink or type.  We use this  application form to decide whether  you will be given an interview so  please fill it in very carefully.  We  can’t interview everyone who applies  for a post.       Please complete all sections of the  application f orm.  Only applications  made on the form are accepted, we  do not accept CVs .  If you need  more space for a particular section  then continue on a separate sheet of  paper.  Please do not put your name  on any additional sheet.   This will  help us to  adhere t o  our Diversity  and Equality Policy .        Personal details  –  Part A     This part of the form will be removed  before short listing takes place to  ensure decisions are not influenced  by unfair or unlawful discrimination.       Referees   If you have been in employment  for  some time you must give your last  two employers as referees.   If  you  have only one previous employer  or  you have been out of work for            s ometime or haven’t been working  because you have had caring  responsibilities  please give the    name of an  other  person who can  provide a reference for you . T his  should not be a partner or a member  of your family.  If you  are currently  self - employed you may use a client  as a referee.  If you are still in full  time education and applying for your  first job  please give  details of  someone in authority from an  educational establishment.       We will not approach your referees  until after we have interviewed you.   You may indicate whether we need  to contact you before we approach  your referee.     Education ,  qualifications and  information in support of your  application  –  Part B     Information in support of your  application   This is probably the most important  part of the application form.   Selection for interview will be made  on how well you demonstrate you  meet the criteria in the  person  specification.       Read through the job description and  person specification and think of an  example (or two examples) from  your present or most recent job that  show you have the required  knowledge/skill/experience.      



Equal opportunities monitoring form

This questionnaire will not be seen by the recruitment panel.  All information received will be treated in strict confidence.  Dumfries & Galloway Carers Centre strives to be an equal opportunities employer and has a clear policy in terms of challenging discriminatory practices.  In order to have accurate information about our performance we would be grateful if you would complete this monitoring form and return it with your application form.  If you feel that our recruitment procedure has unfairly discriminated against your application to work with us, please take this opportunity to tell us.
Post applied for:

	1
	How would you describe your ethnicity?

	
	White
	
	Asian or Asian British

	
	British
	 FORMCHECKBOX 

	
	Bangladeshi
	 FORMCHECKBOX 


	
	Irish
	 FORMCHECKBOX 

	
	Indian
	 FORMCHECKBOX 


	
	Any other white background 

(please specify:)
	 FORMCHECKBOX 

	
	Pakistani
	 FORMCHECKBOX 


	
	
	
	
	Any other Asian background

(please specify:)
	 FORMCHECKBOX 


	
	
	
	
	
	

	
	Black or Black British
	
	Mixed

	
	African
	 FORMCHECKBOX 

	
	White and Black Caribbean
	 FORMCHECKBOX 


	
	Caribbean
	 FORMCHECKBOX 

	
	White and Black African
	 FORMCHECKBOX 


	
	Any other black background 

(please specify:)
	 FORMCHECKBOX 

	
	White and Asian
	 FORMCHECKBOX 


	
	
	
	
	Any other mixed background 

(please specify:)
	 FORMCHECKBOX 


	
	
	
	
	
	

	
	Chinese
	
	Other ethnic group

	
	Chinese
	 FORMCHECKBOX 

	
	Other ethnic group

(please specify:)
	 FORMCHECKBOX 


	
	If you would like to further describe your ethnicity, please do so here:

	
	


	2
	Which age category do you fit into?

	
	18 - 24 years
	 FORMCHECKBOX 

	
	49 - 56 years
	 FORMCHECKBOX 


	
	25 - 33 years
	 FORMCHECKBOX 

	
	57 - 65 years
	 FORMCHECKBOX 


	
	34 - 40 years
	 FORMCHECKBOX 

	
	66 - 70 years
	 FORMCHECKBOX 


	
	41 - 48 years
	 FORMCHECKBOX 

	
	Over 70 years
	 FORMCHECKBOX 


	
	
	
	
	
	

	3
	Are you male or female?

	
	Male
	 FORMCHECKBOX 

	
	Female
	 FORMCHECKBOX 


	4
	Do you consider yourself to be a person with a disability? This includes people with long term health conditions.  If you tell us you have a disability we will make reasonable adjustments to where you work and to your working arrangements and at interview.



	
	Yes
	 FORMCHECKBOX 

	
	No
	 FORMCHECKBOX 


	5
	Are you a Carer?  “A Carer is someone, who, without payment, provides help and support to a partner, child, relative, friend or neighbour, who could not manage without their help.  This could be due to age, physical or mental illness, addiction or disability.  

	
	Yes
	 FORMCHECKBOX 

	
	No
	 FORMCHECKBOX 



Please tell us how you heard about the job you are applying for so we can find out how good our advertising is  
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[image: image2.emf]Newspaper (which one) ……………………………
Web site (which one) ………………...


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