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Suffolk User Forum Application Form
This application form is for SUF staff, Trustees and Volunteers. It is an important part of our selection procedure. It has been designed to enable you to give us as meaningful written representation of yourself, your career and volunteering experiences. Please complete the form as accurately as possible, telling us about your skills and experience looking at the job description and personal specification. This information will help us shortlist people for interview. Email signatures are acceptable.
Return this form to:  hello@suffolkuserforum.co.uk                                                                  

	Section1 - Personal information (confidential)

	Position applied for:
	

	Title:
	

	Name:
	

	Address:
	

	Telephone (landline):
	

	Telephone (Mobile):
	

	National Insurance No:
	

	Do you hold a current UK driving Licence?

Please tick
	
Yes                 No  

 

	Expiry Date:
	

	Details of any endorsements 

(If none state none).
	

	Do you have a current right to work in the UK? Please tick
	
Yes                 No  

 

	If no, please provide details
	

	Section 2 – Education, professional memberships, and personal development.

	2.1 Education - Please provide details of your education and qualifications.

	Dates
	Training/School/College or University 
	Qualifications achieved

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	2.2 Professional Memberships.  Please tell us about any membership you hold with professional bodies, including grade of membership or other relevant details.

	

	2.3 Personal Development. Please provide details of any courses, membership, voluntary work, or responsibilities you have obtained that you consider relevant, with outcomes where applicable.

	

	Section 3 - Employment History. Please provide the last ten years of your employment history (starting with your most recent employer).

	Dates

From-To
	Name of Employer
	Job title and main duties
	Reason for leaving

	
	
	
	

	Other Employment – please tell us about any other employment that you would continue with, should you be successful in this application.

	

	Section 4 - Personal Specification Match

	Please tell about your skills, knowledge, and experience for this post as required in the personal specification for this role/post. Examples can come from either your current or past employment, voluntary activities, or a home/leisure situation.  

	

	Section 5 - Supporting Statement – Why you are applying for this position.

	Please tell us why you would like this position and how you meet the requirements of the job/role description.  Please also provide any other details about yourself that you feel may support your application.

	

	Section 6 – How can SUF support you as an applicant

	Suffolk User Forum (SUF) is a Mindful Employer and is committed to actively supporting Disability Confident in our recruitment processes. Please tell us if there are any reasonable adjustments that we can make to help you in your application or with our recruitment process.
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	SUF can support me in the following ways.


	Section 6 - References

	Please provide the names, organisation name (where applicable) and contact details (including email address) of two persons from whom we may obtain both work and character references. Referees must not be related to you in any way. 

One referee must be your current or previous employer/volunteering coordinator, school, or college.



	1. First Referee

	Name 


	

	Email address


	

	Organisation name


	

	Address


	

	Telephone/Mobile no.


	

	In what Capacity do you know this person?
	

	How long have you known this person?
	

	2. Second Referee
	

	Name 


	

	Email address


	

	Organisation name


	

	Address


	

	Telephone/Mobile no.


	

	In what Capacity do you know this person?
	

	How long have you known this person?
	

	Section 7- Rehabilitation of offenders

	Because of the nature of the work for which you are applying, this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974 which means that spent convictions must be disclosed and will be taken into account in deciding whether to make an appointment. Any information will be completely confidential and will be considered only in relation to this application. In addition, you are required to submit to a Disclosure and Barring check. Any disclosure made by the Disclosure and Barring Service will remain strictly confidential. 

Have you ever been convicted in a Court of Law in respect of any offence? 

YES/NO (delete as required). If yes, please give details below.

	

	Section 8 - Data Protection Statement

	All the information collected in this application form is necessary and relevant to the recruitment process of the job applied for. We will use the information provided by you on this form, by the referees you have provided, and the educational institutions noted for recruitment purposes only.  

Suffolk User Forum treats all personal information with the utmost confidentiality and in line with current data protection legislation. We rely on the lawful basis of consent to process the information provided by you in this application form.

Should you be successful in your application, the information provided, and further information which will be gathered at the relevant time, will be subsequently used for the administration of your employment and in relation to any legal challenge which may be made regarding our recruitment practices. 

For more information on how we use the information you have provided, please see our privacy notice on our website. www.suffolkuserforum.co.uk/privacy-statement/
You may also request a copy of our DBS Policy and Procedure by emailing us at hello@suffolkuserforum.co.uk



	Data Protection consent for processing your personal information

	Data Protection Consent Statements. 

	Signature to give consent. Electronic signatures are acceptable.

	1. I consent to Suffolk User Forum processing my personal information for the purposes of recruitment for the position/role applied for.
	

	2. I consent to Suffolk User Forum contacting my referees for the purposes of obtaining a reference. I understand references will only be sought should I be successful in being offered the position subject to satisfactory references.
	

	3. I consent to Suffolk User Forum undertaking a DBS check should I be successful in being offered the position subject to satisfactory checks.
	

	4. I consent to Suffolk User Forum verifying my qualifications should I be successful in being offered the position subject to satisfactory checks.
	

	Section 9 - Declaration

	I confirm that the above information is complete and correct and that any untrue or misleading information will give my Suffolk User Forum the right to terminate any employment offered. 

I understand that any offer of employment is subject to Suffolk User Forum being satisfied with the results of series of relevant checks including references, eligibility to work in the UK, criminal convictions, probationary period, and a medical report (in line with the operation of the Equality Act 2010).



	Signature: (Note: Electronic signatures are acceptable).



	Name:                                                                          Date:


Thank you – Please return this application form to:  hello@suffolkuserforum.co.uk                                                                  

Suffolk User Forum


The New Hollies, Unit 3 Grange Business Centre, Tommy Flowers Drive, Kesgrave, Ipswich, 
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