	Vacancy Reference Number:
	

	Applicant Number (to be completed by HR Team):
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Application for employment

Committed to equal opportunities and diversity

	Post applied for:
	     


	Closing date:
	     


	Where did you find out about this post?

(Please specify publication or website name)
	     



Please return completed and signed application form to: HR - Recruitment, Your Homes Newcastle, YHN House, Benton Park Road, Newcastle upon Tyne, NE7 7LX or by email to hr@yhn.org.uk 
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Part A and B will be removed prior to short-listing. Part A will be provided to the recruiting manager at the interview stage.

Part A: Personal details 

	Mr/Mrs/Miss/Ms/Other 
	     

	Surname 
	     
	Forenames 
	     

	Address 
	     
	Known as (if applicable)
	     

	Postcode 
	     
	National Insurance No. 
	     

	Home tel. 
	     
	Work number 
	     

	E-mail 
	     
	May we call you at work 
	Yes  FORMCHECKBOX 
 
	No  FORMCHECKBOX 


	Mobile 
	     
	Best method of contact 
	     



Relationship to YHN

	Are you a YHN employee? 
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	If yes, please state Pay ID
	     

	Do you have a relationship with or are you related to any current YHN employee/Board member/Newcastle City Council employee? 
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	Details:      



Your right to work in the UK
	Are you eligible to work in the UK?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	Are you subject to immigration restrictions?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 


	Please give details of any restrictions and current work permits including the type of permit, the number and the expiry date.0



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 cannot 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.  For Category E and S Posts (those requiring CRB clearance) it is YHN policy to request all references prior to interview.


	Reference 1 
	Reference 2 

	Name 
	     
	Name 
	     

	Company 
	     
	Company 
	     

	Address 
	     

	Address 
	     

	Postcode 
	     
	Postcode 
	     

	Phone 
	     
	Phone 
	     

	E-mail 
	     
	E-mail 
	     

	Relationship 
	     
	Relationship 
	     

	Job title 
	     
	Job title 
	     

	May we contact prior to interview? 
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	May we contact prior to interview? 
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 



Criminal convictions 

	For some posts you will have to complete an additional form (disclosure form) that details any criminal convictions you 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. If you do not complete a disclosure form when requested, regrettably we will not be able to consider your application. 

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

	No  FORMCHECKBOX 


	If yes, please give details:      



	This information is only used to measure the effectiveness of our Equality Policy. The HR Team removes it when we receive your application and it 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 sex, race, disability, sexual orientation, religion and belief or age. 

	Gender: 
	Male   FORMCHECKBOX 

	Female   FORMCHECKBOX 

	Ethnic origin 

	Transgender
Is your gender identity the same as the gender you were assigned at birth?  

Yes   FORMCHECKBOX 

No   FORMCHECKBOX 

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

	Age range: Please tick the box that describes your age range
16 TO 24 FORMCHECKBOX 
    25 TO 44 FORMCHECKBOX 
   45 TO 54 FORMCHECKBOX 

55 TO 64 FORMCHECKBOX 
    65 TO 74 FORMCHECKBOX 
   75+  FORMCHECKBOX 

	

	
	White 

	Marital status or Civil Partnership 
	British   FORMCHECKBOX 

	Any other White background   FORMCHECKBOX 


	Single   FORMCHECKBOX 

	Married  FORMCHECKBOX 

	Divorced   FORMCHECKBOX 

	Asian or Asian British 

	Widowed  FORMCHECKBOX 

	Civil Partnership   FORMCHECKBOX 

	Dissolved Civil Partnership

 FORMCHECKBOX 

	Indian   FORMCHECKBOX 

	Pakistani  FORMCHECKBOX 

	Bangladeshi   FORMCHECKBOX 


	Separated  FORMCHECKBOX 

	Living with partner  FORMCHECKBOX 

	Any other Asian background   FORMCHECKBOX 


	Family status 
	Mixed

	Do you have any caring responsibilities?  
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	White and Black 
Caribbean   FORMCHECKBOX 

	White and Black African   FORMCHECKBOX 


	If yes, please provide details      
	White and Asian   FORMCHECKBOX 

	Any other Mixed background   FORMCHECKBOX 


	
	Black or Black British

	Disability
In the Equality Act 2010, a person has a disability if they have a physical or mental impairment and the impairment has a substantial and long term adverse effect on their ability to perform normal day-to-day activities. 

	Caribbean  FORMCHECKBOX 

	African  FORMCHECKBOX 

	Any other Black background   FORMCHECKBOX 


	
	Chinese or other

	
	Chinese   FORMCHECKBOX 

	Any other ethnic group   FORMCHECKBOX 
                

    

	
	Prefer not to say                                          FORMCHECKBOX 


	Do you consider yourself to meet this definition?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 

	Religion and belief

	If yes, please provide details:      

	How would you best describe your religion and belief?

	Sexual orientation
	Buddhist 
	 FORMCHECKBOX 

	Christian 
	 FORMCHECKBOX 

	Hindu 
	 FORMCHECKBOX 


	Heterosexual
	 FORMCHECKBOX 

	Gay man 
	 FORMCHECKBOX 

	Muslim 
	 FORMCHECKBOX 

	Sikh 
	 FORMCHECKBOX 

	Jewish 
	 FORMCHECKBOX 


	Gay woman or lesbian 
	 FORMCHECKBOX 

	Bisexual
	 FORMCHECKBOX 

	No religion
	 FORMCHECKBOX 

	Another religion or belief

	 FORMCHECKBOX 



	Prefer not to say  
	 FORMCHECKBOX 

	
	Prefer not to say 
	 FORMCHECKBOX 

	


Part B: Equal Opportunities Monitoring
Part C: Qualifications and experience 

Please try to provide as much information as possible; this will help us determine your suitability for the post. 

Current or most recent employment (full history to be completed in the next section)
Please tell us about your current or most recent employment. (If you have just left full time education and have no employment history, you can detail your education in this section.)
	Current / most recent employer or education establishment:
	     

	Job title:
	     

	Dates of employment or education:
	     

	Salary:
	     

	Main duties:      


	Reason for leaving (if applicable):      


	Notice period required:
	     



Previous employment 

	Please detail your previous employment, stating experience and behaviours relevant to the role, starting with your most recent first. Please identify and explain any gaps in your employment history (i.e unemployment, study etc).  (Please use an additional sheet if required) 

	Job title, Employer’s name and address
	Main duties
	Dates of employment
	Salary
	Reason for leaving

	     
	     

	     
	     
	     



Previous employment (continued)
	Job title, Employer’s name and address
	Main duties
	Dates of employment
	Salary
	Reason for leaving

	     
	     

	     
	     
	     


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

	Title/Qualification gained
	Grade
	Place of study

	     
	     
	     


Professional registration 

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

	Professional body 
	Level of membership and membership number
	Expiry

	     
	     
	     


Competency based questions
	Your Homes Newcastle uses competency as a framework for assessment when recruiting staff.  Please give examples of when you feel you have demonstrated the following key competencies for this role.  Please see accompanying competency guidelines. (Please limit each of your answers to 250 words).

	1. Personal Competence – this is assessing you against drive for achievement and planning and organising your work.

	     


	2. People Competence – this is assessing you against customer focus, communication and team working.

	     


	3. Business Competence – this is assessing you against being change positive and achieving value for money.

	     



NB. If you are applying for a management role, please ensure you complete the Management Competency section which is included on a supplementary sheet.

	Technical Competence – in this section, please outline experiences that demonstrate your technical ability to carry out the role which you are applying for. (Please use no more than 500 words.)

	     



Flexible working 

	We are committed to giving you the opportunity to change your work patterns when possible so you can balance your work commitments with other responsibilities. 

	Would you consider: 

	Full time 
	Yes 
	 FORMCHECKBOX 

	No 
	 FORMCHECKBOX 

	Job share 
	Yes 
	 FORMCHECKBOX 

	No 
	 FORMCHECKBOX 


	Part time 
	Yes 
	 FORMCHECKBOX 

	No 
	 FORMCHECKBOX 

	Temporary  (We offer a minimum three month contract) 
	Yes 
	 FORMCHECKBOX 

	No 
	 FORMCHECKBOX 


	When are you available to work?
	     


Driving licence 

	Do you hold a current driving licence? 
	Yes
	 FORMCHECKBOX 

	No 
	 FORMCHECKBOX 

	

	If yes, year obtained?
	     

	If yes, which category/categories?
	     

	If yes, do you have any endorsements? 
	Yes 
	 FORMCHECKBOX 

	No 
	 FORMCHECKBOX 

	

	Details:
	     


Further information 
	Please provide any further information not covered by the previous sections that you would like to give in support of your application. (Please limit your answer to 400 words) 

	     



Guaranteed Interview Scheme for applicants with disabilities
	Your Homes Newcastle is committed to the employment and career development of people with disabilities.  We guarantee an interview to all applicants with disabilities who have demonstrated that they have the competencies required for the post. If you wish to be considered for an interview under this scheme, please complete the following declaration. 
What do we mean by disability?

To be eligible for the Guaranteed Interview Scheme (GIS) you must have a disability or long-term health condition which puts you at significant disadvantage in either obtaining or keeping jobs.  The disability could be physical, sensory or mental and must be expected to last for at least 12 months.  To claim a disability for the purposes of qualifying for the GIS is your decision and is entirely voluntary.
How do I apply?

By ticking the box below, you declare that you wish to be considered under this scheme.
DECLARATION

I consider myself to have a disability as defined above and I would like to apply under the Guaranteed Interview Scheme.  FORMCHECKBOX 



Assistance with Interviews

	To ensure we do not create any barriers in our selection process and to help us implement our equality policy effectively, please let us know if you would like us to provide any particular assistance for your interview such as (please tick):



	Sign language interpreter
	 FORMCHECKBOX 


	Keyboard for written tests
	 FORMCHECKBOX 


	Someone with you at interview (e.g. Speech facilitator)
	 FORMCHECKBOX 


	Wheelchair access
	 FORMCHECKBOX 


	Other assistance (please specify)      



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 complete correct and factual. I understand that deliberately giving false or incomplete answers would disqualify me from consideration, or in the event of my appointment, make me liable to dismissal without notice. (If you are replying by e-mail and are unable to sign the declaration section we will ask you to sign your application form at your interview.)

(Data Protection: We take our obligations under data protection legislation seriously. These require us to explain how the data you provide on the application form and any other data, which may be created in connection with your application, may be used. Any data about you will be held in secure conditions, with access restricted to those who need it in connection with dealing with your application and selection. Data may also be used for the purposes of monitoring the effectiveness of our selection processes, but in these circumstances, all data will be anonymous.)



	Signed: 
	     
	Date:
	     


Your Homes Newcastle Limited.  Registered in England and Wales.  Registration number 5076256. Registered office: Newcastle Civic Centre, Barras Bridge, Newcastle upon Tyne, NE1 8PR.  A company controlled by Newcastle City Council 
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