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	RUDHEATH, NORTHWICH, CHESHIRE, CW9 7RQ


Application Form
Information for Applicants

We will keep the information you provide on this application form private and confidential, and we will only use it for the purpose of recruiting and selecting new members of staff.  If your application is successful, we may use this information from time to time for personnel administration and business management purposes.  Where this is the case, the information will be processed in line with the Data Protection Acts 1984 and 1998.  We may also contact other organisations to check the information that you have given us.  By signing this form, you will be giving us your permission to use your information in these ways.

We try to provide all candidates the best opportunity to present their qualities, skills and abilities through our recruitment and selection procedure.

Please note that we will not accept a separate CV.

This is to make sure that we compare all the applications we receive in the same way, using the same information.

	Please ensure that you use the correct job reference number for the vacancy for which you are applying.  If you are interested in applying for more than one position, you will need to complete an application form for each role.


	Candidate reference:

(for Personnel use only)

	

	 Position applied for
	

	

	Job reference number
	

	

	How or where did you find out about this vacancy?
	

	

	Are you related to any employee of Frank Roberts & Sons? (place an ‘x’ in the relevant box)
	Yes
	
	No
	
	

	

	If yes, please provide details.
	

	

	Personal details

	Title (Mr, Mrs, Miss, Ms)
	

	

	Surname
	

	

	First name or names
	

	

	Any other name you are known by
	

	

	Address with postcode
	

	

	

	

	

	

	Email
	

	

	Mobile
	

	

	Daytime phone
	
	Home phone
	

	

	How would you prefer us to contact you?
	

	

	Please tell us any dates you are not available for interview
	

	

	Are you currently eligible for employment in the UK?
	Yes
	
	No
	
	

	

	Candidates invited to interview will be required to bring original documentation with them to the interview

	

	Do you have any criminal convictions that are unspent?
	Yes
	
	No
	
	

	

	In accordance with the Rehabilitation of Offenders Act 1974, you need not declare any convictions that are considered ‘spent’.  Please give details of ‘unspent’ criminal convictions below.

	

	


	Candidate reference:

(for Personnel use only)


Disability
We have a policy of equal opportunity for employment and development, and will not discriminate against anyone because of their disability.  Under the Disability Discrimination Act (DDA) 1995 and 2005 (to be replaced by the Equality Act 2010), a person has a disability if he or she ‘has a physical or mental impairment, which has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities’.  Under the act, organisations must make ‘reasonable adjustments’ for employees with a disability. 
If you need more guidance, please visit www.disability.gov.uk or the Equality and Human Rights Commission www.equalityhumanrights.com. 

We welcome applications from candidates with a disability and will do everything we can to make sure the selection process is fair.

	Do you consider yourself disabled under the Disability Discrimination Act (DDA) 1995 and 2005?  If ‘Yes’ please say what your disability is.  

	Yes
	
	No
	
	

	

	

	Please describe below any reasonable adjustments which you may feel we should make to the recruitment process to help you apply for the job. 

	

	Please describe below any reasonable adjustments which you may feel we should make to the job itself, which would help you to carry out the job duties.

	

	If we offer you an interview, you should tell the Personnel Department about any specific needs you may have, so they can make any reasonable adjustments


	Candidate reference:

(for Personnel use only)


References

References

Appointments may depend on us receiving satisfactory references.  Please provide details of two referees who we can contact.  Your current or previous employer should be one.  If you have just left school or college, please include an academic reference.

	Name
	
	
	Name
	

	

	Address
	
	
	Address
	

	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	Job Title
	
	
	Job Title
	

	
	
	
	
	

	Nature of your relationship
	
	Nature of your relationship

	
	
	
	
	

	
	
	

	
	
	
	
	

	Phone
	
	
	Phone
	

	
	
	
	
	

	Fax
	
	
	Fax
	

	
	
	
	
	

	Email
	
	
	Email
	

	

	(We will only contact referees with your agreement)


Personal declaration

I confirm that, as far as I know, all the details I have given are complete and true.  I understand that if I have withheld or have given any false or misleading information, any offer of employment may be withdrawn, or, if employed, terminated.  I understand that if I have sent this application via email, it will automatically be deemed that I have given my consent.

I understand that any job offer depends on the supply of satisfactory references (if requested), evidence that I am eligible to work in the UK, and sight of original certificates of qualification required for the post I am applying for, as detailed in my application.   
	Signature
	
	
	Date
	                /         /


Diversity Monitoring
To make sure we achieve our aim to be ‘an employer of choice’ and our commitment to diversity, we welcome applications from all communities irrespective of race or ethnic origin, gender, disability, age, sexuality, marital status, religion or belief or caring responsibility.

In order to assist us to monitor and evaluate the delivery of our vision for diversity and equal opportunities, we would appreciate it if you would complete this monitoring form.  

We will not use any information that could identify you when collating statistical information.  This section will not be passed onto those making a selection decision.

	Age in years:
	
	Sex:
	Female
	
	Male
	

	
	Transgender female
	
	Transgender male
	

	

	To help us monitor this policy, and for that purpose only, please provide details of your sexuality 

	

	Sexuality

	

	Bisexual
	
	Gay man
	
	Gay woman
	
	Heterosexual 
	
	Prefer not to say
	

	

	Faith / Religion

	

	Which of the following statements best describes you? (Please tick one box only)

	

	Christian
	
	Muslim
	
	Jewish
	
	Buddhist
	

	Hindu
	
	Sikh
	
	None
	
	Prefer not to say
	

	

	Other philosophical belief / religion – please give details

	

	

	

	Ethnic origin

	

	Which ethnic group do you most identify with? (Please tick one box only)

	

	White
	
	Black

	British
	
	Scottish
	
	
	African
	
	Caribbean
	

	English
	
	Welsh
	
	
	Any other black background
	

	Irish
	
	
	
	
	Please give details

	Any other white background
	
	
	

	Please give details
	Asian

	
	Bangladeshi
	
	Indian
	

	
	Pakistani
	

	Mixed
	Other Asian background
	

	White and Black Caribbean
	
	
	Please give details
	

	White and Black African
	
	
	

	White and Asian 
	
	
	Chinese
	

	Any other mixed background
	
	
	Chinese
	

	Please give details
	Other Chinese background
	

	
	
	Please give details

	Marital Status
	

	Single
	
	
	Married
	

	Co-habiting
	
	
	Civil Partnership
	



OFFICE USE ONLY

(PLEASE DETACH AND RETAIN PAGES 1- 6 PRIOR TO SHORTLISTING.) 

TO BE RETAINED IN THE PERSONNEL DEPARTMENT FOR MONITORING PURPOSES ONLY

	Candidate reference:

(for Personnel use only)


Education and Training

	Please provide details of schools / colleges attended from age eleven.  Please also include details of any qualifications or memberships of relevant associations.

	

	Name of School
	Name of Qualification
	Grade / Level Attained
	Date Started
	Date Completed

	
	
	
	
	

	Name of College/ University
	Name of Qualification
	Grade / Level Attained
	Date Started
	Date Completed

	
	
	
	
	

	Name of Professional Organisation
	Name of Qualification
	Grade / Level Attained
	Date Started
	Date Completed

	
	
	
	
	


	Candidate reference:

(for Personnel use only)


Employment History
	Current or previous employer

	

	Name
	

	

	Address with postcode
	

	

	

	

	

	

	Nature of business
	

	

	Job title
	

	

	Date you joined the organisation
	                /          /
	Date you started your current position
	           /         /

	

	Notice period required
	
	Current salary or salary when you left
	£

	

	

	If you are no longer employed, please give your reasons for leaving.

	

	

	

	Past employment
Please give details of all jobs held, including work experience, part-time work and vacation work.  Please include all breaks in employment.  Start with most recent first.

	

	Employer’s Name
	Type of Business
	Employment Date:  From / To
	Job Title
	Reason for Leaving

	
	
	
	
	


	Candidate reference:

(for Personnel use only)


Key Responsibilities and Achievements 
Please provide brief details about your work.  Describe the responsibilities of your previous roles, and the main achievements reached throughout your career.   You should define your achievements by describing what objectives were reached and the methods by which they were achieved.   Please attach a copy of your job description if available.
(Please continue on a separate sheet if necessary) 

	


	Candidate reference:

(for Personnel use only)


Supporting Information

We do not focus purely on the academic qualifications of candidates but consider job knowledge, skills, abilities, experience and personal qualities that a person has gained in their present and previous positions, voluntary work, work experience and holiday work to be equally important.  When filling in this section of the application form please provide evidence of the skills, knowledge and experience you have gained in relation to the post you are applying for.

It is important that you complete this section as fully as possible as it helps in the short listing process.

(Please continue on a separate sheet if necessary).

	


Other Information
	Where a driving licence is required, please state whether you have a current full UK driving licence

	

	Yes
	
	
	No
	
	

	

	If yes, type of licence

	

	

	Do you have any current endorsements?

	

	Yes
	
	
	No
	
	

	

	If yes please provide details.

	


Once you have filled in this application form

you should return it by post or email to:

Personnel Department

Frank Roberts & Sons Ltd

Rudheath

Northwich

Cheshire

CW9 7RQ

Email:  personnel@frank-roberts.co.uk 

Phone:  01606 41122

Fax:  01606 41503

Website:  www.frank-roberts.co.uk 
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