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Job Application Form

Thank you for your interest in working for Lancashire Mind. This is a generic application form to be used in conjunction with the relevant recruitment pack for your desired role. 
If you have any questions about the role, application process or have difficulty filling out this form please don’t hesitate to contact the Admin Team on 01257 231 660 between 10am and 4pm, Monday to Friday or emailing admin@lancashiremind.org.uk. 
Completing the Lancashire Mind Job Application Form
This application form is your chance to tell us why you are the best person for the position. Complete all sections of the form, detailing your skills and experience in order to demonstrate your suitability in relation to the person specification. Do not simply list skills and experience, give real examples that describe how you have acquired and made use of the knowledge and skills required for this role.
Lancashire Mind is an equal opportunities employer and welcomes applications from all sections of the community.

Please note:
· Type your answers - handwritten forms are not accepted.

· Sections A, B, D and E are detached and are not seen by the selection panel – only section C is used in the initial part of the shortlisting process. Section E is not used in any part of the selection process
· Do not send a CV or any other supporting information - it will not be looked at.
Submitting your application

The details of the deadline for applications are listed in the relevant recruitment pack for your desired role. Your completed application form and, where applicable, a record of any criminal convictions (see Section D for details), should be emailed to admin@lancashiremind.org.uk  
If you have not heard from us by two weeks after the deadline, you can assume that, on this occasion, your application was not successful. We are not able to provide feedback to applicants who are not shortlisted for interview.
Privacy Statement: we need to collect the information below to assist with our recruitment process. Lancashire Mind takes your privacy seriously. We process all data in accordance with the Data Protection Act 2018. Any personal information collected will be stored and processed exclusively for the purposes of recruitment. None of the personal information you provide below will be passed on to any third party. Your details will be kept no longer than necessary, up to a maximum of 12 months for all applicants and for the duration of employment, plus two years for applicants offered employment. You have the right to access any of the personal information Lancashire Mind may hold about you. To make a Subject Access Request or to request that your information be destroyed, please contact admin@lancashiremind.org.uk 
For our full privacy policy please visit http://www.lancashiremind.org.uk/privacy-policy/ 

Lancashire Mind
Job Application Form
Section A
Post applied for: <Please insert the job title for the post you are applying for>
Personal details

	Title:
	Surname:
	First name(s):

	
	
	

	Date of birth:
	

	Home address:
	

	Postcode:
	


Telephone numbers:
	Home 
	

	Mobile
	

	Work
	

	Email address:
	

	Would you like to opt-in to the Lancashire Mind mailing list?
Mailings are sent by email and include job vacancies, volunteer opportunities and general updates about our activities and events. You can unsubscribe from the mailing list at any time.
	Yes / No


	Do you currently work or volunteer for Lancashire Mind?
	Yes / No


	Do you consider yourself to have a disability or long-term health condition that requires reasonable adjustments during the selection process or for work?
	Yes / No

	If yes, please give details here, of anything we can reasonably do to assist you:

	


A member of the HR team will contact you in confidence to discuss any adjustments you identify.

Section B
Employment History
Include paid and unpaid work. As part of our safer recruitment practice, we ask that you explain any gaps in your employment history
	Current or most recent employment

	Employer name and address:


	Job title: 



	Start date: 

	End date:
	Main responsibilities and duties:



	Reason for leaving (if applicable):


	


	Previous employment (including any voluntary roles you have held in the last two years) 

	Date
From
To
	Employer name and address
	Job title and main responsibilities

(brief)
	Reason for leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Education and training
Please give details of your educational qualifications and training, including subjects taken and short courses where appropriate. You may be required to provide proof of qualifications and training courses.

	


Section C

Post applied for: <Please insert the job title for the post you are applying for>
Reason(s) for applying
Please briefly explain why you are interested in the post

	


Job Share 
In some circumstances it is possible to offer a post as a job sharing opportunity. If you would be interested in the opportunity to do part-time hours by sharing the post with another person please state the minimum and maximum number of hours you would want to work and the days and times you would prefer to work.
	

	Can you work full-time hours if a job share is not possible?
	Yes
	
	No
	


How you meet the person specification

IMPORTANT: read this section carefully to ensure you complete the form correctly. We often receive applications that do not meet the standard required because applicants have not read these instructions. If you need further clarity or assistance to complete this section please contact us.

In this section, we want to hear about your experience, skills and attributes. Refer to the person specification for the criteria that will be assessed at application stage, list these in the table below under the relevant section. 
Give an example for each of the criteria to show how you meet each one. You can include relevant information from both employment and voluntary activities. The examples that you provide will be the basis for shortlisting, with each example being scored on the quality of the evidence it provides of how you meet the criteria. Not providing an answer or simply saying yes will score zero. 
 
Your examples should briefly describe the situation you were in, the task you had to do, what you did, why you did it, how you did it, the skills you used, what the result was and what impact the result had. 
When writing your examples: 
· use an example that is relevant and recent 
· talk about I, not we - what action did you take, not you and your colleagues or team 
· make sure the examples of tasks and actions are as related to the criteria as possible 
· be concise - answers to all the criteria should be provided on no more than four sides. 
Remember: give an example, for each of the criteria listed in the recruitment pack as assessed at application stage, to demonstrate how you meet each one. 
	Qualifications (list each criteria required at application stage and provide examples under each)


	Knowledge and experience (list each criteria required at application stage and provide examples under each)


	Skills, abilities and competencies (list each criteria required at application stage and provide examples under each)


	Personal Attributes (list each criteria required at application stage and provide examples under each)



Section D
Criminal Record

This post is subject to an enhanced Disclosure and Barring Service (DBS) check.

The position you are applying for involves contact with vulnerable adults and children and is therefore exempt from the Rehabilitation of Offenders Act 1974. For these positions you are not entitled to withhold information about any criminal convictions, including any that are considered ‘spent’.

	Do you have any criminal convictions?
	Yes / No

	If you have answered yes, please record the date of conviction, court name, nature of offence and sentence imposed in a separate document and attach along with your application (if posting, enclose with your application in a separate sealed envelope). 

Please note: this document will only be viewed if you are short listed


References

Please give the name and contact details of TWO referees. One should be your current/most recent employer (paid or voluntary). Family members cannot be referees.

	Referees
	Referee One
	Referee Two

	Full Name:
	
	

	Relationship to you:
	
	

	Organisation:
	
	

	Address:
	
	

	Email:
	
	

	Tel:
	
	


Declaration
The information given in this application is, to the best of my knowledge, true and accurate. I understand that any false declarations may lead to the withdrawal of a job offer or termination of employment. 

	Full Name: 


	

	Signature: 


	Date:


Section E

Equal Opportunities Monitoring Form
Lancashire Mind is an equal opportunities employer. The following information will be treated confidentially and will assist in monitoring Lancashire Mind’s Equal Opportunities Policy. The information will not be available to the selection panel, nor form any part of the selection process.

	Post applied for
	

	How did you hear about this vacancy?
	

	First part of your postcode, e.g. PR7
	


Ethnic origin

These categories reflect the guidelines provided by the Commission for Racial Equality. Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong.
	White
	Black

	
	British
	
	Caribbean

	
	Irish
	
	African

	
	Any other White background
	
	Any other Black Background

	Asian or British Asian
	Mixed

	
	Indian
	
	White & Black Caribbean

	
	Pakistani
	
	White & Black African

	
	Bangladeshi
	
	White & Asian

	
	Any other Asian background
	
	Any other mixed background

	Chinese or Other Chinese 

	
	Other Ethnic Origin

	
	Chinese
	
	Prefer not to say

	
	Any other Chinese Background
	

	If you selected any of the “other” categories, please specify how you would further describe your ethnic origin
	


  Gender 





  

	
	Male
	
	Female
	
	Prefer not to say
	If you would prefer to use your own term, please provide it here:
	


Gender Identity: is your gender identity the same as the gender you were assigned at birth?
	
	Yes
	
	No
	
	Prefer not to say


Age

	
	16-24
	
	25-29
	
	30-34
	
	34-39
	
	40-44
	
	45-49

	
	50-54
	
	55-59
	
	60-64
	
	65+
	
	Prefer not to say


Sexual Orientation

	
	Straight/heterosexual
	
	Gay woman/lesbian

	
	Prefer not to say

	
	Gay man
	
	Bisexual
	
	Other


Religion

	How would you describe your religion or belief? (e.g. Buddhist, Christian, Hindu, Jewish, Muslim, Sikh, agnostic, none, other, prefer not to say)

	


Disability: do you consider yourself to be a person with a disability?
The Equality Act 2010 defines a person as disabled if they have a physical or mental impairment, which has a substantial and long term (i.e. has lasted or is expected to last 12 months or more) negative effect on the person’s ability to carry out normal day-to-day activities.
	
	Yes
	
	No
	
	Prefer not to say


Dependants: do you have children under 18 or act as the main carer for a friend or family member?

	
	Yes
	
	No
	
	Prefer not to say


