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When completing or filling in this form electronically please click or use the tab or arrow keys to move to the relevant section before starting to type. Sova is working towards equality of opportunity in employment and, to this end, Part one of the application form will be kept separate, retained by HR and not disclosed to the panel for shortlisting. 

Please complete all sections fully and legibly.
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Application for the post of:        

Post Reference:      

[bookmark: Text15]Title: Miss / Mr / Mrs / Other (please state)
  
Surname:      

Forename(s):	     
 
Home address:	     

Email address:	     

Contact Telephone Number:      

Contact Mobile Number:      

Are you related to, friends with or in a relationship with any current or former Sova Staff Member, Volunteer or Service User?    
[bookmark: Text1]Yes / No (please delete)

Are you yourself, a current or ex Sova Staff Member, Volunteer or Service User?
Yes / No (please delete)

 If you have answered yes to either question please give details below.
[bookmark: Text3]      


Right to Work in UK

Are you eligible to work in the UK?  Yes / No (please delete)
 If your answer is “No”, please do not continue the application process. Sova is able to employ only people who are eligible to work in the UK.

National Insurance Number:      


Any Other Information

Please give any additional information that may be relevant for this application such as the dates of forthcoming holidays when you cannot be contacted.
     
When could you commence duties if appointed?
[bookmark: Text9]     
Are you able to travel as specified in the role profile?
Yes / No (please delete)

*This information will not be used as part of the shortlisting criteria unless detailed as a requirement in the person specification.



Disability												 [image: ]

Sova is a ‘two tick’ disability employer and is positive about recruiting disabled people. 
All disabled applicants who meet the minimum essential criteria for the job will be invited to interview. (Essential criteria are available from the job specification)

Do you consider yourself to be disabled or are you aware of any health problems that you consider to be relevant to your application? (i.e. Do you have a physical or mental impairment which has a substantial and long-term adverse effect on your ability to carry out day to day activities?)
Yes / No (please delete)
        
If YES, please detail below including any adjustments that will assist you in attending an interview or undertaking this post e.g. special telephone/ adaptive software (see summary of conditions for details regarding wheelchair access)
[bookmark: Text4]     
 If you would like more information regarding the two tick scheme, please contact HR as detailed in the cover letter included in this application pack.

Equal Opportunities

Sova is committed to its Equal Opportunities Policy. Sova would like to monitor the effectiveness of this Policy and ensure that no direct or indirect discrimination is taking place.  In order to assist us, we would be grateful if you could answer the Equal Opportunities Questionnaire for monitoring and statistical analysis purposes when you apply for a post in Sova.

References
Please give the names and addresses of two people who can be approached for a reference. One of these should be your current or last employer.


Reference  1              (Current or last employer)

Name:      

Job Title / Place of Work (If Appropriate):      

Address:      

Telephone Number:      

Email Address:      

State capacity this person knows you:       






Reference  2

Name:      

Job Title / Place of Work (If Appropriate):       

Address:      

Telephone Number:       

Email Address:      

State capacity this person knows you:       

[image: ]Application Form 
Part 2 

When completing or filling in this form electronically please click or use the tab or arrow keys to move to the relevant section before starting to type. Sova is working towards equality of opportunity in employment and, to this end, Part one of the application form will be kept separate, retained by HR and not disclosed to the panel for shortlisting. 

Please complete all sections fully and legibly.
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[bookmark: PostTitle]Application for the post of:        

Post Reference:      

Education, Qualifications & Training

(Applicants will be asked to provide evidence of any qualifications, training or membership outlined in the person specification at interview.)

Please give details of any relevant Qualification, Higher Education, Training, Short Courses, Professional Qualifications or Membership of Professional Bodies that would be required for the post.

	Educational Establishment / Awarding Body
	Date achieved
	Subject & Qualification


	[bookmark: Text5]          
	          
	          



Employment History and Voluntary Experience

Please give details of current or most recent employment (If applicable)


Job Title Held:      
Name and Address of Employer:      
Date of Appointment:      
Date of Leaving (if applicable):      
Reasons for leaving or wanting to leave:      
Brief summary of the three main duties and responsibilities of post:

·      
·      
·      


Please give details of any relevant previous employment or voluntary experience
	Dates From
	Dates To
	Employer / Voluntary organisation
	Post Title
	Brief description of three main duties & reason for leaving

	[bookmark: Text10]     
	     
	     
	     
	·      
·      
·      



    Supporting Statement (800 word Limit)
Please refer to the role profile in the job pack and demonstrate how you meet the essential criteria marked with an (A). Your evidence will be used in the shortlisting process. Please use headers identifying which criteria you are demonstrating. 
      































About this form, criminal convictions & Data Protection

· Sova normally requires a criminal record check for vacancies due to the nature of its work and the locations from which Sova operates. Please see application pack to determine whether a criminal record check (DBS) is required for this post. This will be stated within the Summary of Conditions for the post that you are applying for. 
 
· If you would like to discuss any conviction(s) you may have before completing this form, please contact the recruiting email address.  Any discussion will be held in strict confidence. 
 
        Sova welcomes applications from ex-offenders and for many posts only the most serious of offences and/or sentences completed less than a year ago may preclude you from becoming an employee of Sova. Appointment of ex-offenders may not be possible for projects working with some of Sova’s partners such as HM Prison Service. In most instances appointment will be subject to agreement from our partners.
 
        Any individual barred from working with children and/or vulnerable adults will not be appointed and may be at risk of prosecution by making an application.
     
· The information on this application form will be held securely (manually and on Sova’s database) and will not be divulged to anyone outside the organisation. Information on the successful candidate will be held indefinitely. Information on the unsuccessful candidate will be held for 12 months.

· We reserve the right to verify the information you have provided and seek information from other sources.

After returning your application form

· Please return your completed application form and any additional sheets to the e-mail address specified in the covering letter of the application pack.

· Unfortunately, we are unable to confirm receipt of applications. 

· If you have not heard from us by the advertised interview date I am afraid your application has been unsuccessful on this occasion, and hope that it does not deter you from applying for other vacancies with Sova which may better suit your skills.

Declaration

I declare that all the information provided on the application form part 1, part 2 and the equal opportunities questionnaire is correct. I understand that if I am employed and any of the information I have provided is false, my contract may be terminated.

An electronically sent application represents agreement to the above declaration 





Thank you for applying for a post with Sova    
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