[image: Blue logo]EDP DRUG & ALCOHOL SERVICES 
APPLICATION FORM

[bookmark: _GoBack]Please complete this application form in full either electronically or by hand. In order that all applications may be treated equally, a CV in place of a fully completed application form will not be accepted.  

Please return the completed Application Form, along with the Equal Opportunities Form, to: 
Human Resources, EDP Drug and Alcohol Services, Basepoint Business Centre, Yeoford Way, Marsh Barton, Exeter EX2 8LB or email to recruitment@edp.org.uk

	
POST APPLYING FOR: 

REF NO:		    

CLOSING DATE: 

	
How did you first hear of our vacancy?

· Email alert from EDP
· EDP website
· Personal recommendation 
· Totaljobs
· Reed            
· Indeed 
· Charity Jobs                                  
· Twitter
· Facebook 
· LinkedIn                                       
· Devonjobs.gov.uk

Other – please specify:





1.  EDUCATION

Please list any qualifications obtained for secondary/further/higher education Please note that you may be required to provide proof of any relevant qualifications/professional memberships at a later stage in the recruitment process

	Date
	School/College/University

	Level
	Subject(s) Studied
	Grade

	













	
	
	
	



2. FURTHER TRAINING

Please list any other relevant training

	Subject/Qualification Achieved

	Date Obtained

	








	




3. PROFESSIONAL BODY MEMBERSHIP OR QUALIFICATIONS

	Professional Body

	Level of Qualification or Grade of Membership

	




	




4. CURRENT or MOST RECENT EMPLOYMENT DETAILS

If you have more than one employer, please provide details of all posts here

	Dates of Employment
	Employer Name, Address & Nature of Business

	Job Title & Brief List of Duties
	Salary
	Notice Period
	Reason for Leaving

	

















	
	
	
	
	




5. PREVIOUS EMPLOYMENT HISTORY

Please give details of all previous employment. Continue on a separate sheet if necessary

	Dates of Employment

	Employer Name, Address & Nature of Business

	Job Title & Brief List of Duties
	Reason for Leaving

	



















	
	
	




6. GAPS IN TRAINING AND EMPLOYMENT HISTORY

If you wish to, please take this opportunity to provide further details explaining any gaps in your education, training and employment

	Dates

	Brief Description of Your Activities During This Period


	







	




7. PREVIOUS WORK WITH EDP

	
Have you ever been previously employed by EDP, worked as a Sessional Worker with EDP, or volunteered with EDP?   Yes / No

If yes, please provide details:





8. MOBILITY

	
Do you hold a full, current driving licence?   Yes / No

What, if any, endorsements do you have:

Do you have access to transport in order to travel to other sites and locations as necessary if offered this role?   Yes / No





9. SUITABILITY FOR THE ROLE

Please answer the questions below to give us an idea of why you want to work for EDP and why you consider yourself to be suitable for this role. 

Please try to give us as many examples and situations from your current and/or past roles that relate to the Job Purpose, Main Duties and Responsibilities and Person Specification sections of the Candidate Information Pack. For example you can use the STAR model.

Please tell us why you want to work for our drug and alcohol service?

	
















Please use the job specification to tell us what relevant experience you hold for this role?

	















Using the job description can you please tell us what transferable skills and qualities you have that makes you suitable for this role?
	














10. OUR VALUES

We hold strong values at EDP: Belief, Respect, Partners and Ambition. Please provide a brief sentence for each of these values to explain how you might demonstrate these in the workplace

	












11. OTHER INFORMATION (OPTIONAL)

Please use this section to provide any other relevant information in support of your application (for example, any forthcoming dates when you would not be available for interview)

	













THIS SECTION IS FOR HR USE ONLY AND WILL NOT BE USED FOR SHORTLISTING PURPOSES


12. ELIGIBILITY TO WORK IN THE UK

	
Do you have the right to work in the UK?   Yes / No





13. HEALTH

	
If offered employment with EDP Drug and Alcohol Services, you may be required to complete a Health Questionnaire. Would you be prepared to undergo a medical consultation with our occupational health provider after you have commenced employment if necessary?   Yes / No





14. INTERVIEW ARRANGEMENTS 

	Do you require any adjustments or adaptions during the recruitment and interview process to assist you?   Yes / No

If yes, please give brief details of your requirements:

Please note that all candidates are treated equally regardless of their age, sex, sexual orientation, marital status, race, ethnic origin, religious belief, disability or other protected characteristic.	





15. CONVICTIONS DISCLOSURES
Because of the nature of the post for which you are applying, the provisions of the Rehabilitation of Offenders Act 1974, (Exceptions) Order 1975 and the Rehabilitation of Offenders (Exceptions) (Amendments) Order 2013 mean that we require you to disclose any information concerning both spent and unspent convictions. A criminal record will not necessarily be a bar to obtaining a position. However, failure at this stage to disclose a relevant conviction could result in dismissal. Any information will be treated in the strictest confidence.
Please note that the Amendments to the Exceptions Order (2013) provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers, and cannot usually be taken into account - however EDP requires you to disclose here any matters which may be relevant because of the nature of the work you may be engaged in. Guidance and criteria on the filtering of these cautions and convictions can be found on the Disclosure and Barring Service website.
EDP uses the disclosure service provided by the Disclosure and Barring Service (known as DBS) to assess applicants’ suitability for positions of trust and where applicants will be working with children or vulnerable adults. Should your application be successful, you will be asked to complete a disclosure application form in full and accurately. You may be asked to share your full disclosure certificate as part of the recruitment and offer process. 
Please highlight one of the following options:

· I confirm that I have no convictions to disclose    

· I am disclosing the following information regarding spent and unspent convictions

	
Date of conviction:

Date when spent:

Details of offense:





16. REFERENCES

Any offer of employment made is subject to receipt of at least two satisfactory references. We advise you to discuss this application with your referees in order to ensure a prompt response to our enquiries. At least one referee should be your current or most recent employer (or your school, college or university if you are a student). 

All referees should be from previous employers/line managers, previous education, or from a professional member of the community if you have not been in employment or education. You should not give personal references from friends, family or neighbours

We may pursue additional references where appropriate.

	
REFEREE ONE

Referee name and job title:

Capacity in which known to you:

Name and address of organisation:

Telephone Number:

Email Address:




	
REFEREE TWO

Referee name and job title:

Capacity in which known to you:

Name and address of organisation:

Telephone Number:

Email Address:





17. PERSONAL DETAILS

	
Surname:

Forename(s):

Current Address:

Tel No (Home):

Tel No (Mobile):

Email Address:




The information you provide on this application form will be used for recruitment & selection purposes and future employment only. All details in respect of the recruitment and selection process are confidential to HR and the interview panel. You have a right to access this application and information held about you in respect of the recruitment and selection process.

If you become an employee of EDP, the information will be transferred to your Personnel File. By signing this form, you give your consent for the information that you provide on it, and any attachments that you make to it, to be used by EDP in the recruitment and selection process and in the future for establishing your personnel file and records.


18.  DECLARATION

I declare that the information on this form is true, accurate and complete.

I understand that these details will be held in confidence by EDP for the purposes of assessing this application, ongoing administration and payroll administration in compliance with the Data Protection Act 1998.  

I agree that EDP may contact my education and/or training provider to validate any job related qualifications.

I understand that the role I have applied for is subject to an Enhanced DBS check.

I know of no reason why I should not work in a position of trust and/or with vulnerable adults.

In the event that my application progresses through the process, I agree to complete a disclosure application form and confirm that I will complete this accurately and in full.

I understand that any falsification or deliberate omission of details may lead to disciplinary action which is likely to result in termination of employment.


Signature:	                                                                             Date:
image1.jpeg
QP




