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HMP Wakefield Support Worker
Job Application Form

	Where did you see/how did you find out about the vacancy you are applying for?

     
The information you provide in this application form is the only information we will use in deciding whether or not you will be shortlisted for an interview. It is therefore very important that you give as much relevant information as possible.

Please complete this form fully using black ink, type or electronically. CV’s are not accepted. Applications received after the closing date will not normally be considered.


	THE INFORMATION YOU SUPPLY ON THIS FORM WILL BE TREATED IN CONFIDENCE.


	Section 1                    Personal Details


	First Name(s):
	     
	Surname:
	     


	Address:
	     

	
	     

	
	     


	Postcode:
	     


	National Insurance No:
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Home Telephone No:
	     


	Mobile Telephone No:
	     


	E-mail address:
	     


	Are you free to remain and take up employment in the UK with no current immigration restrictions?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	Eligibility to Work in the UK: if you are shortlisted, you will be asked to provide evidence that you are eligible to work in this country as required by the Asylum and Immigration Act 1996.


	Driving Licence – if relevant to post applied for.

Do you hold a full, clean driving licence valid in the UK?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	If you are successful you will be required to provide relevant evidence of the above details prior to your appointment.


	Section 2                    Current or Most Recent Employment
You should give the job title and company name of your current or most recent employer. If you are working for yourself, put ‘self-employed’ where the form asks for ‘Employer’. If you are unemployed or are returning to work, give details of your most recent job, however long ago it was. 



	Name of Employer:
	     


	Address:
	     

	
	     

	
	     
	Postcode
	     


	Job Title:
	     


	Start Date:
	     
	Leave Date:
	     


	Salary:
	     
	Notice Required:
	     


	Brief description of duties:

	     

	Continue on a separate sheet if necessary


	Reason for leaving or wanting to leave:
	     


	Section 3                   Previous Employment
Please detail your employment history (most recent employer first) as well as any experience or voluntary work you think may be relevant. 


	Name of Employer:
	     


	Address:
	     

	
	     

	
	     
	Postcode
	     


	Job Title:
	     


	Start Date:
	     
	Leave Date:
	     


	Summary of duties:

	     


	Reason for leaving:
	     


	Name of Employer:
	     


	Address:
	     


	
	     

	
	     
	Postcode
	     


	Job Title:
	     


	Start Date:
	     
	Leave Date:
	     


	Summary of duties:

	     


	Reason for leaving:
	     



	Name of Employer:
	     


	Address:
	     

	
	     

	
	     
	Postcode
	     


	Job Title:
	     


	Start Date:
	     
	Leave Date:
	     


	Summary of duties:

	     


	Reason for leaving:
	     


	Continue on a separate sheet if necessary


	Section 4                    Education
Qualifications obtained from Schools, Colleges and Universities. Please list most recent qualification first.


	From 
	To
	Name/ Address of Educational Establishment and Qualifications/ Grades Achieved

	     
	     
	     

	Continue on a separate sheet if necessary


	Section 5                    Training and Development
Please give details of any training and development courses or non-qualifications courses which support your application. Include any on the job training as well as formal courses.


	Date 
	Details 

	     
	     

	Continue on a separate sheet if necessary


	Section 6                    Personal Statement
This is the most important part of your application. It is where you should tell us what makes you suitable for this particular post. Your application will be judged against the Person Specification and Job Description, where you can find the essential requirements for the post. You should address each point of the Person Specification, giving details of what skills, experience and knowledge you have in these areas. 

If you are or have been involved in voluntary/unpaid activities, please also include this information. Attach and label any additional sheets used.

	     


	     

	Continue on a separate sheet if necessary


	Section 7                    References
Please give the names and contact details of two referees, one of whom must be your current or most recent employer. The second and third referee can be anyone (but not related), including a previous employer. Any offer of employment made to you will dependent on whether we receive satisfactory references from the people you nominate. We will contact your referees only if we offer you the job and not before.


	Employer Reference


	Organisation:
	     


	Name:
	     


	Postcode:
	     
	Tel. No:
	     


	E-mail address:
	     


	In what capacity do you know this person:
	     


	Second Reference


	Organisation:
	     


	Name:
	     


	Tel. No:
	     


	E-mail address:
	     


	In what capacity do you know this person:
	     


	Section 8                                    DBS Disclosures
If the post you are applying for will involve dealing with vulnerable groups in regulated activity (e.g. Prison Visitor Centres or Family Support Work), an enhanced DBS Check will be required. This means applicants will be required to give details of ALL convictions for criminal offences including those which would otherwise be considered as ‘spent’.  If you have any convictions, please give details of these in a separate letter to the address in this section. 
All other posts will require a Basic Check, regardless of whether you work with children or vulnerable adults. This will display all unspent convictions that are on the Police National Computer. If you have any unspent convictions, please give details of these in a separate letter addressed to:

Private & Confidential

The Human Resources Manager

POPS

1079 Rochdale Road

Blackley, Manchester M9 8AJ.

Please remember to provide your name, address and the position you have applied for.



	Section 9                    Disability Discrimination Act (1995)
Under the Disability Discrimination Act, employers must:

· Make sure disabled people receive fair treatment when applying for jobs and while working for us.

· Make reasonable adjustments to allow disabled applicants to compete to the best of their ability during the recruitment process and to help them in their work with us.

In order to do this we will need to ask questions about your disability. Please remember that although you are not obliged to tell us about your disability, any details you provide will help us to help you. Any information you give us will be confidential. 

On your application form we ask whether you consider yourself to be a disabled person and to give details to any needs you may have to enable you to attend an interview. This information is important because it helps us to make sure that you have every opportunity to demonstrate your true abilities.

At your interview you may be asked questions about how your disability may affect the performance of a particular job. This helps us to establish what adjustments we may need to make to help you do that job. 


	Do you have a disability which is relevant to your application?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	If yes, please give details:

	     


	We will try to provide access, equipment or other practical support to ensure that people with disabilities can compete on equal terms with non-disabled people.


	Do we need to make any specific arrangements in order for you to 
attend the interview?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	If yes, please give details:

	     


	

	Section 10                    Declaration


	A. Relatives/Other Interests

Any candidate who directly or indirectly canvasses an employee of POPS will be disqualified from consideration for the job. POPS does not bind itself to appoint any applicant.


	Are you related to or do you have a close personal relationship 
with an employee(s) of POPS?
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 



	If yes, specify name(s), position(s) and relationship(s)
	     


	B. Statement to be Signed by the Applicant

Please complete the following declaration and sign it in the appropriate place below. If this declaration is not completed and signed, your application will not be considered.

I hereby certify that:

· all the information given by me on this form is correct to the best of my knowledge

· all questions relating to me have been accurately and fully answered by myself
· I possess all the qualifications which I claim to hold

· I have read and, if appointed, am prepared to accept the conditions set out in the conditions of employment and the job description.
Partners of Prisoners & Families Support Group requires your consent before releasing any information to referees.  

Rather than have to request your consent on each occasion (with a consequent delay in the procedure), it would help if you gave your consent to all reference requests by signing this form and returning it to The Human Resources Department.

I hereby agree to Partners of Prisoners & Families Support Group releasing a confidential reference to any potential employer who so requests it. 

I understand that I have the right under The DPA (Data Protection Act, 1988) to revoke this consent at any time. 




	Signed:
	
	Date:
	

	
	


	(NB. Candidates selected for interview will normally be notified within three weeks of the closing date. Unfortunately applicants who do not hear from POPS must conclude that their application has been unsuccessful on this occasion. Thank you for your interest in this post. If you would like to know if we have received your application form please enclose a stamped addressed post card.

POPS undertakes that it will treat any personal information (that is data from which you can be identified, such as your name, address, e-mail address etc) that you provide to us, or that we obtain from you, in accordance with the requirements of the Data Protection Act 1998.

POPS is an equal opportunities employer. We welcome applications from people from all sectors of all of our diverse communities and all backgrounds.


	R E T U R N I N G   T H I S   F O R M

	
By Hand or Post:

Partners Of Prisoners And Families Support Group

1079 Rochdale Road

Blackley

Manchester

M9 8AJ


	(                By E-Mail:

peter@partnersofprisoners.co.uk
Enquiries:

Telephone: 0161 702 1000
Fax:            0161 850 1988
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Diversity Monitoring Form

The following two sheets will be separated from your application form upon receipt.  They do not form part of the selection process. The following information will be retained by the POPS Human Resources Department for monitoring purposes only.

POPS is registered with the Information Commissioners Office (ICO) to ensure that any processing of personal data for which they are responsible complies with the Act. The POPS ICO Registration Number is: Z8725561

	


Gender 




Male 
( 

Female

(
	


Are you married or in a civil partnership 
Yes 
(

No 

(
	


Age 

16-24
( 
25-29
( 
30-34
( 
35-39
( 
40-44
( 
45-49
( 

50-54
( 
55-59
( 
60-64
( 
65+
( 

Prefer not to say
(
	Do you consider yourself to be disabled? 

Yes

(


No
(


Prefer not to say
(
What is your sexual orientation? 

Heterosexual/straight



(

Gay woman/lesbian

( 

Gay man
(
Bisexual

(

Transgender


(
Other

(
Prefer not to say
(


What is your religion or belief? 

No religion
(
Buddhist

(


Christian

( 

Hindu

(
Jewish


(


Muslim


( 

Sikh

(
Any other religion
(


Prefer not to say
( 




What is your ethnicity? 
Ethnic origin categories are not about nationality, place of birth or citizenship. They are about the group to which you as an individual perceive you belong. Please indicate your ethnic origin by ticking the appropriate box 

White 

English

(
Welsh

(
Scottish

(
Northern Irish

( 

Irish

(


Irish Traveller

(





Other White background

( 

Mixed/multiple ethnic groups 

White and Black Caribbean

(

White and Black African


( 

White and Asian


(

Any other mixed background

( 

Asian/Asian British 

Indian

(
Pakistan
( 

Bangladeshi
(
Chinese

(

Any other Asian background

(
Black/ African/ Caribbean/ Black British 

African

(
Caribbean
( 

Any other Black/African/Caribbean background

(
Other ethnic group 

Arab

(

Any other ethnic group
( 

Prefer not to say
(
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