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Application Form Guidance Notes
Thank you for considering employment with Your Homes Newcastle. Enclosed in this pack is all the information you should need in order to complete your application. Please read all of these notes before completing this application pack.
The application form has been designed in three parts, to ensure that the process is objective and fair.

Part A asks for your personal information, which is used to enable us to contact you should you be successfully shortlisted for interview.
Part B asks you to provide information about your past jobs and any experience qualifications and skills that you may have. To ensure a fair and effective selection procedure, applications will only be accepted on an official application form. Please do not submit a CV. We ask you to provide dates of employment and achievement of qualifications only in order to enable us to confirm your work history and this information is not used for any other purpose.

Part C is used for equal opportunities monitoring purposes only, it is removed on receipt of your application and will not be seen by anyone involved in the selection process. Our intention is to select the best candidates for the job regardless of their gender, race, disability, sexual orientation, religion or belief or age.

You must compete and return all parts of the application form and as this form may be photocopied, please use black ink or type.

Due to the high volume of applicants, unfortunately we will only contact you if you have been successfully short listed. If you have not heard from us within 6 weeks of the closing date, please assume that your application has been unsuccessful. All applications are held for a minimum of 6 months, so we may contact you if other positions become available at YHN.

If you require this form in an alternative format (Braille, large print, audio tape etc) please contact the HR Recruitment Team on 0191 2788597/8598.

Please return completed and signed application form to:

HR Recruitment Team, Your Homes Newcastle, 

YHN House, 
Newcastle upon Tyne, 

NE7 7LX. 
e-mail: hr@yhn.org.uk
N.B.  If you are replying by e-mailing, and are unable to sign the declaration section we will ask you to sign your application form during your interview.  
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Post reference number:……………………………….


Post applied for:

………………………………………………….
Closing Date:


……………………………………………..........

Where did you see this post advertised:
…………………………………
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	Job Title: 
	Applicant Ref Num : 


Part A: Personal Details
	Mr/Mrs/Miss/Ms

Surname:

Address:

Postcode:

Home Telephone:

E-mail:

Mobile:
	Forenames:

Known As:

(if applicable)

National Insurance No:

Work Number:

May we call you at work:     Yes No
Best Method of Contact:



Driving Licence

Do you hold a Current Driving Licence?



Yes

No 

If yes, do you have any endorsements?



Yes

No 

	If yes, please give details:




Do you have access to a car for work purposes?


Yes

No 

Are you currently an employee of YHN?



Yes

No 

Are you currently an employee of YHN?



Yes

No 

Absence from Work

How many days sickness absence from work or education have you had in the past two years?
	Approximate Number?
Details?




Criminal Convictions
For some posts you will be required to complete an additional form (disclosure form) detailing any criminal convictions you may have. A criminal record will not mean that you won’t be considered for a post but the nature of the offence will be looked at when deciding on your suitability for the post you have applied for. If you do not complete a disclosure from when requested, regrettably we will not be able to consider your application. 

Have you ever been convicted of a criminal offence (other than spent conviction under the terms of the Rehabilitation of Offenders Act 1974)?



Yes

No 

	If yes, please give details




Reference Request

Please give the names and contact details for two referees. References must be from your current or most recent employer. Character references will only be accepted if employment references can not be taken. 
Please do not use relatives.
We will contact your referees prior to interview, unless you indicate that you do not want us to do so. Please note, that for a category ‘E’ post, written references will be taken up and made available to interviewers before the final selection stage, even if you indicate otherwise.

	Reference 1
Employment               Character      
	Reference 2
Employment               Character      

	Name:
Address:
Postcode:
Phone:
E-mail

Relationship:
	Name

Address

Postcode:
Phone:
E-mail

Relationship:

	May we contact prior to Interview?

Yes

No 

	May we contact prior to Interview?

Yes

No 



Declaration

Please complete all parts of this and the related application form, before signing this declaration:
I certify that to the best of my knowledge all the information I have given is correct. I understand that deliberately giving false or incomplete answers would disqualify me from the consideration, or in the event of my appointment, make me liable to dismissal without notice.
If replying by e-mailing your application form, and are unable to sign this declaration, please send an e-mail signature in order for us to verify your application.  

Signed………………………………..


Date…………………………………

Please return completed and signed application form to:

HR Recruitment Team, Your Homes Newcastle, YHN House, Newcastle upon Tyne, NE7 7LX
	Job Title: 
	Applicant Ref Num : 


Part B : Qualifications and Experience
Please try to provide as much information as possible as this will help us determine your suitability to the post. To ensure a fair and effective selection procedure, applications will only be accepted on an official application form. Please do not submit a CV. We ask you to provide dates of employment and achievement of qualifications only in order to enable us to confirm your work history; this information is not used for any other purpose.

Current Employment

Please detail your current employment (if you are not currently employed move to previous employment)

	Current Employer
	

	Current Job Title
	

	Dates of Employment
	

	Current Salary
	

	Main Duties
	

	Reason for Leaving
	

	Notice Period
	


Are you or have you in the recent past, been in a post similar to the one which you are applying for






Yes

No 

	If yes, please give details




Competency based questions

Your Homes Newcastle is committed to utilising competency as a framework for assessment in recruitment and selection. Please give details of how you meet the following key competencies for this role. 
(please use an additional sheet if required)

	1) Drive for Achievement
2) Managing Self and Others

3) Customer Focus

4) Business and Financial Acumen

5) Team Working
6) Technical Skills (specific to this post)



Previous Employment

Please detail your previous employment, starting with most recent first and work backward covering the last 5 years. Please identify and explain any gaps in your employment history. (please use an additional sheet if required)

	Employers Name & Address
	Job Title
	Main Duties
	Time in Employment
	Reason for Leaving

	
	
	
	
	


Education, training and Qualifications

Please give details of any qualifications or work related training you have achieved, starting with the most recent first.

	Place of Study
	Qualification Gained

	
	


Professional Registration

Please detail any professional bodies you hold membership of which are relevant to the post applied for

	Professional Body
	Level of Membership

	
	


 Further Information
Please provide any further information you would like to give in support of your application 

(please use an additional sheet if required)
	


Please return completed and signed application form to:

HR Recruitment Team, Your Homes Newcastle, YHN House, Newcastle upon Tyne, NE7 7LX
	Job Title:
	Applicant Ref Num : 


Part C: Equal Opportunities Monitoring

The information requested below is used only to measure the effectiveness of our Equal Opportunities Policy. It is removed on receipt of your application and will not be seen by anyone else involved in the selection process. Our intention is to select the best candidates for the job regardless of their gender, race, disability, sexual orientation, religion or belief or age.

Please provide details about yourself by ticking the appropriate boxes. 

Gender 
	Male
	
	Female
	


Age Range
Which Age band describes you?

	16-21
	

	22-30
	

	31-40
	

	41-50
	

	51-60
	

	60+
	


Marital Status or Civil Partnership 
	Single
	
	Married
	
	Divorced
	

	Widowed
	
	Civil Partnership 
	

	
	
	
	


Family Status
Do you have any caring responsibilities?




Yes/No

	If yes, please provide details




Disability 

The disability Discrimination Act defines a disability as ‘a physical or mental impairment which has a substantial and long term adverse effect on the person’s ability to carry out normal day to day activities.

Do you consider yourself to meet this definition?

Yes

No 

Sexual Orientation

How would you best describe your sexual orientation?

	Heterosexual
	
	Gay Man
	

	Gay woman or lesbian
	
	Bisexual
	

	Prefer not to say 
	


Ethnic Origin

Please tick one of the boxes below by choosing the category which you think best describes your ethnic origin. 

	White
	British
	

	
	Irish
	

	
	Any other White Background

……………………………………………………….
	

	
	
	

	Asian or Asian British
	Indian
	

	
	Pakistani
	

	
	Bangladeshi
	

	
	Any other Asian Background

……………………………………………………….
	

	
	
	

	Mixed
	White and Black Caribbean
	

	
	White and Black African
	

	
	White and Asian
	

	
	Any other Mixed Background

………………………………………………………..
	

	
	
	

	Black or Black British
	Caribbean
	

	
	African
	

	
	Any other Black Background

………………………………………………………...
	

	
	
	

	Chinese or Other
	Chinese
	

	
	Any other Ethnic Group

………………………………………………………...
	


Please note that we are asking about the broad ethnic group you are in and not about your nationality, place of birth or citizenship. UK citizens can belong to any of the categories shown.
Religion and Belief

How would you best describe your religion and belief?

	Buddhist
	
	Christian
	

	Hindu
	
	Muslim
	

	Sikh
	
	Jewish
	

	No Religion
	
	Prefer not to say
	

	Other
	...........................................................................................


Please return completed and signed application form to:

HR Recruitment Team, Your Homes Newcastle, YHN House, Newcastle upon Tyne, NE7 7LX
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Registered in England and Wales Registration Number 5076256

Registered Office: Newcastle Civic Centre, Barras Bridge, 

Newcastle upon Tyne, NE1 8PR. 
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