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YOUNG FACILITATOR EMPLOYMENT APPLICATION FORM

Please read all instructions carefully and complete the form clearly in BLOCK CAPITALS and in BLACK ink or typescript, as it will be necessary to photocopy your application.  If invited for interview, you will be required to provide two pieces of proof of identity. At least one piece should have a photo (e.g. a passport or new style driving licence); the second should provide proof of address (e.g. a gas or electricity bill).

The completed form should be returned to: 

National Council for Voluntary Youth Services, 

3rd Floor, Lancaster House, 33 Islington High Street, London N1 9LH.

Fax: 020 7833 2491. 

E-mail: hr@ncvys.org.uk
Region applied for:      
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Where did you hear about the post?      
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SECTION 1: PERSONAL DETAILS
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	Title:  
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	Home telephone number:
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	Daytime telephone number:
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	Mobile telephone number:
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	Please indicate which tel no is the most convenient to contact you on:      
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Are there any dates when you would NOT be available for an interview (e.g. holidays)

     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
If appointed, when could you start? (Give period of notice if applicable)
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SECTION 2:  EDUCATION AND QUALIFICATIONS

Please include information on all qualifications gained. Where applicable, please include details of examinations which have been or are about to be taken, but the results of which are not yet available. If successful in your application, you will be asked to provide documentary evidence of the qualifications listed below.

EDUCATION 

	Name of institution
	Subject
	Qualifications gained, e.g. CSE, GCSE
	Grade/

class
	Date of award

	
	
	
	
	


Please continue on a separate sheet if necessary

PROFESSIONAL QUALIFICATIONS

	Name of professional body


	Membership grade and number
	Was membership gained by examination?
	Date of award

	
	
	
	


Please continue on a separate sheet if necessary
SECTION 3: EMPLOYMENT HISTORY

Please give details of your employment history starting with your current or more recent employer and working backwards.  Please include details of any vacation and/or voluntary work, and account for all periods since leaving full-time education. 

	Name and address of employer and nature of business
	Position held and grade, if applicable
	From month/ year
	To  month/ year
	Final salary
	Reason for leaving

	
	
	
	
	
	


Please continue on a separate sheet if necessary
SECTION 4: TRAINING

Please give details of any training you have had which is relevant to the job you are applying for.  Include on the job training as well as formal courses.  

	Date
	Duration of course
	Title of training and brief description

	
	
	


Please continue on a separate sheet if necessary
SECTION 5: FURTHER INFORMATION

Please make full use of this section to give further information which will help us to decide whether or not to invite you to an interview.  You should draw on all relevant aspects of your education and experience, including paid employment, voluntary work and training to demonstrate how your skills/experience and personal attributes match the requirements of this job, as illustrated in the job description and person specification.  Please also include your reasons for applying for this post.

Your chance of being selected for interview depends on correctly demonstrating how you fulfil the requirements of the Person Specification. Remember your application is the only means we have of assessing your suitability for the post.

The correct method of application is to provide us with clear, concise, and concrete demonstrations of each aspect of the Person Specification. Be specific about your role, times, activities and tell us about the results.

Your examples can be from paid employment, volunteering, or personal experience.

Example:

‘Experience of taking part or leading in youth related community projects/activities

‘In 2002 I was involved with a team of young people who planned and delivered a family fun day event within my local area. My tasks involved arranging and leading meetings, selecting and running activities, recruiting and supporting young volunteers to support others on the day.’
Please continue on a separate sheet if necessary 

SECTION 6: REFERENCES

Please give the name of your present employer and another recent employer best able to comment on your suitability against the selection criteria given in the person specification.  School and college leavers should give the name of lecturers/tutors/headteachers as appropriate. Please state the relationship between you and the referee.  You should not give friends or relatives as referees.

Referee 1

Name:






Position/job title:

Address:








Postcode;

Tel:






Fax:

E-mail: 






Relationship to you:

Referee 2
Name:






Position/job title:

Address:



Postcode: 


Tel:

Fax:

E-mail:

Relationship to you:
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If you are shortlisted, references may be taken up before interview.  If you are NOT willing for your employer to be contacted at this stage, please tick here.


SECTION 7: GENERAL

ASYLUM AND IMMIGRATION ACT 1996

It is now the law that employers must be satisfied that anyone they employ is legally entitled to live and work in the UK.  We can do this most easily by asking to see one of the following documents:

· A P45 from your previous job

· A pay slip from a previous job

· A P60

· A birth certificate

· A naturalisation certificate

· A passport

Full information about this law and the documents that are acceptable is included with this application form. Are you able to produce one of the documents referred to there? YES/NO (please delete as applicable)

If NO, please explain why you cannot do so

Are you subject to any conditions relating to your employment in this country? YES/NO (please delete as applicable)

If YES, please give details

REHABILITATION OF OFFENDERS ACT 1974 

Certain criminal convictions may have an impact on the job you are applying to do.  For this reason, it is important that NCVYS is aware of any convictions which may affect your work, subject to the overriding provisions of the Rehabilitation of Offenders Act 1974.

The Act states that after a suitable period of time (called the rehabilitation period) has passed, you may treat a conviction as if it never happened.  These are called "spent" convictions.   Because the work involves contact with children and young people you are required by this Act to declare all convictions, including spent convictions.   Having a conviction will not necessarily prevent you from working for NCVYS, but providing misleading or false information to support your application will disqualify you from appointment, or if appointed, will render you liable to dismissal without notice.  Appointment is subject to an enhanced Disclosure.

 Do you have any criminal convictions: YES/NO (please delete as applicable)

If YES, please give details 

DECLARATION

I hereby declare that none of the information in this application form is false or misleading.

SIGNATURE OF APPLICANT   






DATE

EQUAL OPPORTUNITIES IN EMPLOYMENT POLICY

It is the policy of the National Council for Voluntary Youth Services that there be equal opportunity for employment in its service and equable terms and conditions for all staff, and that all employees be recruited and trained on the basis of their ability, their fitness for the work and the requirements of the job.  Each manager or supervisor must ensure: 

a) that the terms of the Sex Discrimination Act 1975, the Race Relations Act 1976 and the Disability Discrimination Act 1995 and this policy are observed and that no discrimination is permitted on grounds of colour, race, nationality or ethnic or national origins, marital status, gender, sexual orientation, disability or age;

b) a positive attitude towards equality of opportunity and the administration of staff policies to that end; and 

c) that they communicate the terms of this policy to each employee, with guidance in the use of NCVYS’s grievance procedure as a means of making any complaint of discrimination or failure to accord equality of opportunity.




INFORMATION FOR JOB APPLICANTS 

ASYLUM AND IMMIGRATION ACT 1996

The above Act is intended to ensure that only those people legally entitled to live and work in the UK are offered employment.  Under Section 8 of the Asylum and Immigration Act it is a criminal offence to employ a person aged 16 or over who is subject to immigration control unless:

1. that person has current and valid permission to be in the UK and that permission does not prevent him of her from taking the job in question; or

2. the person comes into a category where such employment is otherwise allowed.

This second category will include:

· asylum seekers who have been given written permission to work; and

· certain people who are appealing against a refusal for further permission to stay.  They will have letters from the Home Office confirming that they can be legally employed.

Responsibility of employers

In order to comply with the Act, as an employer, NCVYS has introduced arrangements whereby the immigration status of all successful applicants will be checked.

This will be done by checking the original of any one of the following documents:

· A document issued by a previous employer, the Inland Revenue, the Benefits Agency, the Contributions Agency or the Employment Service (or their Northern Ireland equivalents) which states the National Insurance number of the person named.  This could include a P45, a pay slip, a P60, a NINO card or a letter issued by one of the Government bodies concerned.  A document showing only a temporary National Insurance number will not be satisfactory.

· A passport describing the holder as a British citizen or as having the right of abode in or an entitlement to readmission to the United Kingdom.

· A passport containing a Certificate of Entitlement issued by or on behalf of the Government of the UK certifying that the holder has the right of abode in the UK.

· A certificate of registration or naturalisation as a British citizen.

· A birth certificate issued in the UK or the Republic of Ireland.

· A passport or national identity card issued by a State which is party to the European Economic Area Agreement and which describes the holder as a national of that State.

· A passport or other travel document endorsed to show that the person named is exempt from immigration control, has indefinite leave to enter or remain in the UK or has no time limit on his or her stay; or a letter issued by the Home Office confirming that this is the case.

· A UK residence permit issued to a national of the Sate which is party to the European Economic Area Agreement.

· A passport or other travel document endorsed to show that the holder has a current right of residence in the UK as the family member of a named national of a State which is party to the European Economic Area Agreement and who is resident in the UK.

· A letter issued by the Immigration and Nationality Directorate of the Home Office indicating that the person named in the letter is a British citizen or has permission to take employment.

· A work permit or other approval to take employment issued by the Department for Education and Employment or, in Northern Ireland, by the Training and Employment Agency.

· A passport describing the holder as a British Dependent Territories citizen and which indicates that the status derives from a connection with Gibraltar.

You will only be asked to produce one of the above documents if you are offered an appointment.  A copy of the document will be kept on your personal file.
Should you have any queries on the above, please contact the NCVYS Office Manager on 020 7278 1041


EQUAL OPPORTUNITIES MONITORING FORM


Please complete this form in black ink, either by hand or typed and return it with your application form.  Please note that any information you give will be treated in the strictest confidence and will be separated from your application form upon receipt.   

This form enables NCVYS to gain an understanding of the backgrounds of applicants, which may inform future recruitment processes.  

Position applied for__________________________________________________

What is your gender?            Male   
          Female 

What is your ethnic group?

A   White 

British                                                 

Irish                                                      

Other (please write down)              

B   Mixed

White and Black Caribbean

White and Black African                  

White and Asian                              

Any other (please write down)           

C   Asian or Asian British

Indian                                                 

Pakistani                                         

Bangladeshi   

Any other (please write down)            

D   Black or Black British       

Caribbean                        

African

Any other (please write down)

E   Chinese or any other

Chinese

Any other (please write down) 

Would you describe yourself as having a disability?      Yes  
    No 

If yes, please detail____________________________________________________

What is your age range?

16-19 years       20-29 years       30-39 years       40-49 years      50-59 years      60+years

Thank you for your co-operation.







The independent voice of the voluntary youth sector








NCVYS employment application form

NCVYS employment application form


