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Application Pack

Thank you for requesting this application pack.
Please read these notes carefully as they will help you to provide us with all the information we need to consider your application further.

Completing the application form

All sections of the form must be completed even if you have already sent us your CV If a section isn’t relevant please put ‘N/A’. 
When you have completed all sections, you should return all pages by the closing date advertised.

You will be contacted by phone or email if you have been short-listed for an interview.

Unfortunately we don’t have the resources to inform applicants who are not shortlisted; therefore, if you haven’t heard from us within four weeks of the closing date regrettably you have not been selected for interview. 
Please feel free to contact us again if you are interested in volunteering or raising funds for The Old Mill Foundation.
Information required on application

All successful applicants need to provide 2 references, including one from their current or last employer. Referees must be professional and appropriate to the position applied for. We are unable to accept a reference from a family member or personal friend.
If you have been in education during this time then academic references may be used.

Your 2 references will only be requested after a conditional verbal job offer has been made and with your consent. 
The interviews will take place: 
Day/Month/Year
If you are being invited for interview, you will be contacted to arrange a suitable time and give you the venue details. 

If you have applied online then you will be required to sign a hard copy of your application form at the interview.

DBS checks

Due to the nature of our work, any job offer is subject to an Enhanced criminal records check. Please feel free to request a copy of our DBS policy.
Queries or concerns

Please contact us if you would like to discuss any of the following

· Queries regarding this process
· Flexible working arrangements e.g. part-time working, job share etc 
· Any reasonable adjustments you need in order to submit an application and/ or access our premises in order to undertake any research for  this post or attend an interview

· Require an application pack in an alternative format or language
· Feedback for candidates interviewed can be requested within one week of the interview
Please return your completed application form, by post or email by 
Time/Day/Date/Month/Year 
Deb Barrow
The Old Mill Foundation

Meyricks Mill

Hendy Road

Penclawdd

Swansea SA4 3XE
        01792 851553
deb.oldmillfoundation@gmail.com

Application for Employment with The Old Mill Foundation
Please complete all sections unless the section is not relevant in which case please put N/A (not applicable). 
Position applied for 
	Job Title: 

	Closing Date: 



 Personal details – please PRINT
	Family name                                                            


	Forename(s)


	Address 


	                                                                                         Postcode 

	Home Telephone                                                                Mobile number                               

	Email Address 

	National Insurance number



	1. Are you a car driver with access to transport?
	Yes/ No

	2. Do you speak any Welsh?
	Yes / No


	3. Are you someone who is defined as disabled by the Disability Discrimination Act 1995? If the answer is ‘yes’ then you may wish to visit the office location before attending an interview.
	Yes / No/prefer not to say



	4. Are there any week days that you prefer to work?
	Yes / No


	5. Are there any hours that you prefer to work?
	Yes / No


	Please give any further details relating to the 5 questions above


	6. Please tell us where you heard about this vacancy


Occupational History Please give us details of your last 3 paid and/or voluntary positions. 
	1. Name and address of current or most recent employer

Postcode
	Start date


	
	Leaving date


	YOUR JOB TITLE                     

	Brief description of duties 


	Reason for leaving


	

	
	

	Referee name and telephone number

Referee business email address


	Referee job title

	2. Name and address of previous employer

Postcode
	Start date



	
	Leaving date



	YOUR JOB TITLE                     

	Brief description of duties 


	Reason for leaving



	

	Referee name and telephone number: 

Referee business email address 


	Referee job title 



	3. Name and address of previous employer

Postcode
	Start date



	
	Leaving date



	YOUR JOB TITLE                   

	Brief description of duties 


	Reason for leaving



	

	Referee name and telephone number: 

Referee business email address 
	Referee job title 




Previous history 

Please give as much information as you can about any other paid and/or voluntary work history that supports your application for this particular role. If you have taken study/career breaks please include details. 

	Additional employment information 


	.



	If you have not covered this elsewhere, please give details below of any relevant voluntary work you have undertaken 

	


	Please give dates and details of any breaks in your work history

	


Educational Qualifications

Starting with the most recent, please give details of any educational qualifications and examinations passed 
e.g. GCSE, O/AS/A’ level, NVQ, Diploma, Degree etc
	School/College/University
	Subject(s)
	Examination

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Qualifications currently being studied for

	College/University
	Course name
	Finishing date

	
	
	

	
	
	


Additional Qualifications

Please give details of any further professional qualifications

	Awarding body/University
	Qualification
	Date issued

	
	
	

	
	
	

	
	
	

	
	
	


Relevant Training
Please give details of any training that you have been given that may be relevant to this post
	Training Body
	Name of course 
	Course date

	
	
	

	
	
	

	
	
	

	
	
	


Personal statement

Please state how you are suitable for this role giving examples from work, volunteering, family commitments or outside interests including how you can evidence these. Please state the number of words that you have written at the end, maximum 750 words.
Please continue on an additional sheet if necessary

	Number of words=




Declaration of convictions

This post is exempt from the Rehabilitation of Offenders Act 1974 as, if appointed your duties may involve contact with vulnerable adults. This means that although all relevant previous convictions may be regarded as spent you will need to declare these. Please phone us if you need to chat through any convictions or seek legal advice from an employment or legal specialist if this needs clarification. The successful applicant will be subject to a Disclosure and Baring Services (DBS) check at an enhanced level.

	Have you ever been convicted of a criminal offence, received a formal caution, been bound over or received a conditional discharge?
	Yes / No

	Do you have any police investigations or charges pending?


	Yes / No

	If yes to either of the two questions above, please describe the offence below including dates. 

	

	Are you willing to undergo a Disclosure and Barring Services check?


	Yes / No

	Are you signed up to the DBS updating service?
	Yes / No/don’t know




Declaration

To my knowledge the information above is correct. I understand that if I am appointed and this information is found to be inaccurate this may affect my continued employment with The Old Mill Foundation.
	SIGNATURE 
	DATE 

	
	


