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Application Process

To apply for this post you will be asked to complete an application form and any other supporting documents. We request that completed forms are returned to us in an electronic format.
Applications must be received by the closing date and unfortunately late applications cannot be accepted.

	Closing Date
	As per website

	Interviews are expected to be held:
	As per website


If you are invited to attend an interview we will contact you by email confirming the arrangements. Please note that if you have not been contacted within 2 weeks of the closing date your application has not been successful on this occasion.
Interviews for this post will include all or some of the following: question and answer session, skills test, presentation, group exercise.

The person specification details the necessary skills, qualifications, experience or other attributes needed to carry out the job.  Applications are assessed against each of the criteria either at application or interview stage.  Applications will be deemed unsuccessful if an essential criterion is not met.  
Application form help notes

The questions on the application form have been designed to gain the information we need to assess your application against the job description, person specification and attributed competencies for this post.  Please do not include a general CV.  This request is made in order to ensure that in assessing all applications received, we comply with our equal opportunities and recruitment policy.

· Please write or type clearly, and if possible use black ink.  The form has been designed to expand in order to accommodate full answers, however, please do not exceed maximum word counts where stipulated.

· We appreciate that completing an application form takes time but please ensure that your application provides clear evidence and examples demonstrating where you meet the criteria of the post.

· If you have any concerns regarding the completion of this application form please contact us at recruitment@oasisdaservice.org
Please return the application form in electronic format to recruitment@oasisdaservice.org 
Equality and Diversity: Oasis is committed to the provision and support of an inclusive environment that respects and celebrates diversity. The organisation has a comprehensive Equality and Diversity policy that states our commitments to the various equality strands. We request that you complete and return the enclosed Equal Opps Form. These are anonymous forms which are stored separately from the application forms and are used solely to collect statistical data. 
Job Application Form
	Post applying for:

	Job title
	


	Personal details

	Title
	
	Surname
	

	Forename(s)
	
	Telephone 
	

	Address
	
	Email 
	


	Academic qualifications

	Examination level (e.g. GCSE/’A’ Level/NVQ/Degree
	Subject(s)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Training and professional qualifications

	Course title or area of training relevant to this post
	Date

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	Present or most recent employment

	Employer’s name
	

	Employer’s address 
	

	Telephone
	
	Type of organisation
	

	Job title
	

	Date started in post
	
	Date left 
	

	Notice period required
	
	Salary
	

	Reason for leaving
	

	Describe your main duties and responsibilities in this job (max. 200 words)

	


	Past employment

	Please give details of all your previous work experience, putting the most recent first. Include any voluntary or unpaid work.  (Please add extra sections if necessary by cutting and pasting)


	Employer’s name
	

	Dates Employed (mm/yy)
	From:
	
	To:
	

	Job title
	

	

	Brief outline of duties (max. 100 words)

	

	Reason(s) for leaving
	


	Employer’s name
	

	Dates Employed (mm/yy)
	From:
	
	To:
	

	Job title
	

	

	Brief outline of duties (max. 100 words)

	

	Reason(s) for leaving
	


	Employer’s name
	

	Dates Employed (mm/yy)
	From:
	
	To:
	

	Job title
	

	

	Brief outline of duties (max. 100 words)

	

	Reason(s) for leaving
	


	Employer’s name
	

	Dates Employed (mm/yy)
	From:
	
	To:
	

	Job title
	

	

	Brief outline of duties (max. 100 words)

	

	Reason(s) for leaving
	

	Personal statement in support of this application

	After reading the job description, person specification and competencies attached to the role, please give us any information supporting your application; tell us why you are applying for the post and provide evidence of any educational, employment and extracurricular activities which demonstrate that you have relevant skills for the role. 

(Max. 500 words)

	


	Sundry information

	Do you require a work permit?
	Y / N

	Do you hold a current full driving licence?
	Y / N

	Please give details of any current driving convictions:
	

	Are you related to or do you have a personal relationship with any employee of Oasis?
	Y / N

	If you have any criminal convictions, please give details below, this should exclude any spent convictions under Section 4(2) of the Rehabilitation of Offenders Act 1974, unless the job for which you are applying involves working with vulnerable adults or children in which case cautions, bindovers, pending prosecutions, spent and unspent convictions must be declared. The recruitment process will be subject to an Enhance Criminal Records bureau check.

	

	I heard about the job through:
	

	
	Please give details:

	Advertisement
	□
	

	Website
	□
	

	Job Centre
	□
	

	Word of mouth
	□
	

	Other source
	□
	


	Interests

	Please list your interests outside of work including hobbies, interests, committees, group memberships etc.

	


	Declaration

	I hereby declare that, to the best of my knowledge, all the information given by me is correct and that I possess all the qualifications I have listed on this form. I confirm that I do not object to the information collected ion this form being transferred onto computer for the purpose of anonymous statistical reporting, in accordance with statutory requirements, and to assist Oasis in equal opportunities monitoring in respect of job applications. I agree that Oasis has the right to validate any of the information provided.

I understand that any false statements could result in my dismissal if appointed. I confirm that I am legally eligible to work in the United Kingdom.

	Signature:


	
	Date:
	

	Note:  either a signature or typed name indicates adherence to the above declaration


	Data Protection

	In accordance with the Data Protection Act 1998, the information provided on this form will be used in the recruitment and selection process and may be disclosed to all those who need to see it. It will also form the basis of the confidential personnel record of the successful candidate. In the case of unsuccessful candidates the application form will be destroyed after six months.


	References


	Please give the names and contact details of two referees (not friends or relatives). You should ensure that personal references are not used. Where you have been unemployed or not working for a period of time it is helpful if references can be given from voluntary work/school groups or committees.

	Referee 1   
	this should be your current or most recent line manager
	Referee 2
	this should be a previous employer

	
	
	
	

	Name
	
	Name
	

	Job Title
	
	Job Title
	

	Address
	
	Address
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	

	Contact before interview?
	Y / N
	Contact before interview?
	Y / N
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Monitoring Form for Equal Opportunities

Information for job applicants
Why monitor?

Without monitoring, an organisation will never know whether its equal opportunities policy is working. To have an equality policy without monitoring is like aiming for good financial management without keeping financial records.

Monitoring can tell an organisation whether it is offering equality of opportunity and equal treatment to all. It can also tell an organisation how and why it is falling short of this ideal. The organisation can then concentrate on finding solutions and making changes, rather than using guesswork or assumptions.  Monitoring has wider benefits too. In employment, monitoring can spot barriers which prevent an organisation from making use of available talent. 

Categories for ethnic monitoring:
The Commission for Racial Equality recommend that organisations use the same ethnic classification system as the 2001 census so that organisations can make comparisons with census output data. 

Why monitor age, disability or gender?

This will assist us with ensuring that our policies and practice, in relation to recruitment and selection, do not discriminate unfairly on the basis of gender, disability or age. 

How will the information be used?

We will use the information gained to highlight possible inequalities and assist us with investigating their underlying causes and removing any unfairness or disadvantage. The information gathered will also allow us to analyse how our personnel practices and procedures affect different groups of people.
Confidentiality
The information you give is used in accordance with The Data Protection Act 1998, which states that the racial or ethnic origin of an individual is 'sensitive personal data.'  This means that the information you reveal about yourself will not be disclosed, other than as part of the generic ethnic monitoring statistics. The information will also be used for the practical purposes already stated. 

Please return this form:
This form will be processed separately to your application form.

What do you regard as your ethnic group?



Please read the Monitoring Form - Information for job applicants which accompanies this form. We hope you will want to complete this form. However, if you choose not to, your application will not be adversely affected.

Choose ONE section from A to E, and then tick the appropriate box to indicate your cultural background.

	 A     WHITE

	British
	
	
	Any other please write in

	Irish
	
	
	

	B     MIXED

	White and Black Caribbean
	
	
	Any other Mixed background please write in



	White and Black African
	
	
	

	White and Asian
	
	
	

	C    ASIAN OR ASIAN BRITISH

	Indian
	
	
	Any other Asian background please write in



	Pakistani
	
	
	

	Bangladeshi
	
	
	

	D    BLACK OR BLACK BRITISH

	Caribbean
	
	
	Any other Black background please write in



	African
	
	
	

	
	
	
	

	E    OTHER ETHNIC GROUP

	Other 
	
	
	Any other please write in



	
	
	
	

	
	
	
	

	
	


What is your religious belief?

	None
	
	
	Sikh
	
	
	Jewish
	
	

	
	
	
	
	
	
	
	

	Buddhist
	
	
	Christian
	
	
	Muslim
	
	

	
	
	
	
	
	
	
	

	Hindu
	
	
	Any other religion 
	
	
	
	

	
	
	
	(please specify)
	
	
	
	


What is your sexual orientation?

	Bisexual
	
	
	Heterosexual
	
	
	Gay
	
	

	
	
	
	
	
	
	
	

	Lesbian
	
	
	Other (please specify)
	

	
	
	
	
	


Disability

	Do you consider that you have a disability?
	Yes
	
	No
	
	
	
	


	If yes, please provide details of the nature of the disability


	


	N.B. The Disability Discrimination Act’s definition of disability is someone who has a substantial impairment that has a long-term (a year minimum) adverse effect on day-to-day activities.




Partnership status

	

	Are you:
	Married
	
	Single
	
	                Partnered
	
	

	
	
	
	
	
	

	
	Other
	
	(please specify)
	

	
	

	
	
	
	

	Gender 


	Are you:
	Male
	
	Female 
	
	

	
	
	
	


What is your age group?

	Under 21
	
	
	22 to 30
	
	
	31 to 40
	
	

	
	
	
	
	
	
	
	

	41 to 50
	
	
	51 to 60 
	
	
	61 and over
	
	


Details of the post

	Position applied 

for?
	
	Date of application?
	

	Where did you learn of the vacancy?
	


Thank you for taking the time to complete this form.
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