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JOB APPLICATION FORM

People’s History Museum (PHM) will use the information you provide in order to assess your eligibility for the job you are applying for and in a manner compatible with the Data Protection Act and any disclosures or sharing of information will only take place where required by law.
FULL NAME:


  


POST: 

PERMANENT RESIDENTIAL ADDRESS:

TELEPHONE NO:  (home): ____________________
(work):  __________________________ 

(mobile): ________________________
Email:  ________________________________ 

Please indicate preferred contact method, mobile or email:


CONDITIONS:
All posts may be subject to medical and DBS checks before or after appointment, a risk assessment may indicate a DBS is required and applicants will be informed whether this is the case after interview (a copy of the DBS policy is shown at the last page of the application form).
Under current legislation all new staff need to provide documentary evidence showing their entitlement to work in the UK, an official form indicating your National Insurance number is the usual requirement.  


Please indicate how you became aware of this vacancy

Newspaper/Journal
________________

Website: ________________________




Please specify



   Please specify




Job Centre ______________________

Other ________________________



Please specify





             Please specify


WORK EXPERIENCE
Please give details of past and present work.  This can be paid work, voluntary work or work at home/time spent raising a family etc.  All time since leaving full time education should be accounted for, starting with the most recent.
Please use the space below and do not attach a CV.

	Name & Address of Employer
	Job Title & Role
	Paid/
Unpaid
	Main duties of the job & reason for leaving
	From/To

(month/year)



	
	
	
	
	


Please continue on a separate sheet if necessary
SECONDARY AND SUBSEQUENT EDUCATION
Please list the courses of study and qualifications you have obtained, at school or since leaving.
	DATE
(month/year)
	SCHOOL/COLLEGE/UNIVERSITY
	LEVEL
	QUALIFICATION

	
	
	
	


Please continue on a separate sheet if necessary
TRAINING (relevant to the post)
Please give details of any training, including short courses you have undertaken.
	FROM 

(month/year)
	TO

(month/year)
	DETAILS

	
	
	


Please continue on a separate sheet if necessary

Person Specification
The Person Specification lists the requirements necessary for this job.  Please follow the steps below before completing this section.

1. Study the Person Specification very carefully.  It shows the requirements that will be assessed from the application form.  This means that the panel will be looking for evidence that you meet these particular requirements from the information you give in the space below.
2. Give all the information you can to show how you meet each of these requirements.  Remember if you do not show that you meet these requirements, it will not be possible to shortlist you for an interview.  Give lots of evidence and real examples.

3. Please ensure that any gaps in employment are declared and explained and that your response is no longer than three sides of A4.
	


Further information


Are you related to any member of staff  

Yes


No
If yes, please state their name and your relationship:

Name: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Relationship: . . . . . . . . . . . . . . . . . . . . . . . 



Referees

Please give the names and addresses of two people who can provide references.  Do not include relatives (unless your current or previous employer is a relative).  If you are at present employed, please give details of your present employer.  If not currently employed please give details of your last employer.

	1st Referee
	2nd Referee

	Delete as appropriate:

Current employer/Former employer/Personal
Name:  

Position: 
Address: 
Postcode: 

Email:
Tel/mobile no: 

	Delete as appropriate:

Current employer/Former employer/Personal
Name:  

Position: 
Address: 

Postcode: 

Email:
Tel/mobile no: 



If you do not want one or both of your referees to be approached without prior permission, please tick the box(es) below:
 
1st Referee




2nd Referee



Period of notice

How soon after an offer of employment would you be able to start the job? 


Do you consider yourself to have a disability?    

Yes

No

If so please indicate the disability and a brief note on how if any this will affect your ability to complete the tasks required for this post.

Where the successful applicant has a disability, every effort will be made to supply all necessary adaptations, employment aids or equipment to enable them to carry out the full duties of the job.  If, however, you feel that a certain aspect of the job may still prove unachievable by you, and this is due to the nature of your impairment, then the panel will give full consideration to the possibility of redesigning the job to remove that particular barrier.  If you wish to bring such a matter to the panel’s attention at this stage, please do so in the space below.  If you have no such matter to raise, then simply leave this space blank.
DECLARATION – to be completed by all applicants
I confirm that to the best of my knowledge the information I have provided in this application (including home address and self-declaration) is correct and true.  I realise that if at any stage of the recruitment process it is found that I have deliberately given false or misleading information I am liable to be disqualified from further consideration or, if appointed, to be dismissed immediately and without notice.

Signed:





  Date: 
People’s History Museum

Statement of Policy on Disclosure and Barring Service (DBS) and the recruitment of 
Ex-Offenders

Statement of Policy

As an organisation using the Disclosure and Barring Service (DBS) service to assess applicants’ suitability for positions of trust, the PHM complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.  This statement of the policy on the recruitment of ex-offenders will be made available to all Disclosure applicants at the outset of the recruitment process.

We actively promote equality of opportunity for all with the right mix of talent, skills, and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications, and experience.

A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those positions where a Disclosure is required, all application forms and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process. We request that this information is sent under separate, confidential, cover to a designated person within PHM and we guarantee that this information is only be seen by those who need to see it as part of the recruitment process.

Unless the nature of the position allows PHM to ask about your entire criminal record we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.
We ensure that all those in PHM who are involved in the recruitment process receive suitable training and guidance to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

We make every subject of a DBS Disclosure aware of the existence of the DBS Code of Practice and make a copy available on request.

We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working at the PHM.  This will depend on the nature of the position and the circumstances and background of your offences.
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