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Thank you for your interest in applying for one of our exciting opportunities at InterAct. Please see below for steps on how to complete our application form.

1. InterAct receives many applications for each post advertised. It is our intention to appoint the best candidate for every vacancy in accordance with our Equal Opportunities Policy. To do this fairly, we need all applicants to provide relevant information about themselves. This should be based on the criteria listed on the enclosed Person Specification, which are regarded as essential or desirable to the job.

2. Your application should provide us with as much relevant information as possible. The application form will provide the only information we have about you. It is the quality of the information and the presentation of your application that will help the selection panel to decide whether to interview you.

3. Please complete all sections of the form. 

4. Section 2 of the form asks about education and qualifications. We do not need a full account of your education here but please mention qualifications and/or training which are necessary or relevant to the job for which you have applied.

5. Section 5, is the most important part of the form and should be used to tell us how you think you meet each of the selection criteria listed on the Person Specification. Draw particular attention to experience, skills, achievements and knowledge gained in past employment or other activities relevant to this role/job. It would be helpful to the selection panel if you used headings for each criterion listed and demonstrate how you feel you meet each requirement. If you fail to do this, you are unlikely to be shortlisted.

6. ONLINE VERSION OF THE APPLICATION FORM
You may have been emailed the application form or downloaded it from the InterAct website.
You can ‘tab’ through the fields and type to enter the relevant details.
Use you space bar or mouse clicks to ‘check’ the ‘YES’ or ‘NO’ boxes.
If you email your completed form to InterAct, you will need to sign the printed version held at our offices.
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Position Applied for: 
	
NB: The Equal Opportunities Monitoring Form is not part of the selection process and will be removed prior to shortlisting.	

Section 1 – Personal Details

Title (e.g. Miss/Mrs/Mr/other):      
Surname  	     
Forename(s)	     
Preferred first name	     
Former names           (if applicable, with dates)	     
Address      
Postcode:      	
Contact Details:
Home telephone:       
Work telephone: 	     	Permission to call: YES	|_|	NO    |_|
Mobile telephone:       
Email:      
Other Details:
	National Insurance No:
	     

	Do you hold a full driving licence?
	[bookmark: Check1]YES	|_|	NO    |_|

	Do you have use of a car?
	YES	|_|	NO    |_|

	Would you be willing to use this for business purposes?                                             (a mileage allowance is paid)                                                                    
	YES  	|_|	NO    |_|





References – Please note:
Please provide FULL contact details of two people who will provide a reference for you.  Please do not supply both from the same place of work or education.
ONE MUST BE FROM YOUR CURRENT OR MOST RECENT EMPLOYER OR, IF YOU ARE A FULL-TIME STUDENT, FROM YOUR PLACE OF EDUCATION
REFEREES MAY NOT BE MEMBERS OF YOUR FAMILY

	
REFEREE 1

	Title (Miss/Mrs/Mr/other):
	     
	Forename:
	     
	Surname:
	      

	Relationship/Role
	     

	Organisation:
	     

	Postal address:
	     

	Postcode:
	     

	Email (essential):
	     
	Daytime phone:
	      

	May we contact this person prior to interview?
	YES |_|		NO |_|

	
REFEREE 2

	Title (Miss/Mrs/Mr/other):
	     
	Forename:
	     
	Surname:
	      

	Relationship/Role:
	     

	Organisation:
	     

	Postal address:
	     

	Postcode:
	     

	Email (essential):
	     
	Daytime phone:
	      

	May we contact this person prior to interview?
	YES |_|		NO |_|









Section 2 – Qualifications and Training
Starting with the most recent, please give details of your education, qualifications and training relevant to the application.
	EDUCATION AND QUALIFICATIONS (including current course if applicable)

	Date from
	Date to
	College/University/institution
	Qualification & date if applicable

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	TRAINING  (Please provide copies of any relevant certificates)

	Date 
	Course/Certificate
	Awarding Body

	
	
















	


n.b. The decision to invite you to attend for interview will be based on the information you provide on this form.  Please continue on separate sheets of paper if necessary.  (Please mark any additional pages with your surname in the top right hand corner).




Section 3 - Employment History

	Give details of all previous employments, full and part time, paid or unpaid. 
List in order, STARTING WITH THE MOST RECENT FIRST.
Explain any breaks in your employment history.

	Date from
	Date to
	Name & address of employer
	Job title and duties
	Salary and reason for leaving

	     



	     
	     
	     
	     

	     



	     

	     

	     
	     

	     



	     

	     

	     
	     

	     



	     

	     

	     
	     

	     



	     

	     

	     
	     

	     



	     

	     

	     
	     

	     



	     

	     

	     
	     


(Please continue on separate sheets of paper if necessary) 


Section 4 - Current or most recent employment

Please describe your job responsibilities fully, and list your main achievements.

     



Section 5 - Person Specification

Please describe how your background experience, skills and attributes meet the requirements set out in the Person Specification.

     



Section 6 – Other Related information

	Please explain your reasons for making this application and add any further information about yourself that you consider may be relevant. This may include any other interests, hobbies or activities you engage in, ‘lived experience’ relevant to the role – and how these may relate to your application for work at InterAct

     
       




InterAct Safeguarding Statement: InterAct is committed to safeguarding and promoting the welfare of Children, Young People and Vulnerable Adults and expects all staff, volunteers and partners to share this commitment.  All post holders are subject to a satisfactory enhanced check with the Disclosure and Barring Service (DBS).
Criminal Convictions: Having a police record does not necessarily mean that you cannot work for InterAct. However, the nature of the individuals helped by InterAct is such that you are exempt from the requirements of the Rehabilitation of Offenders Act 1974 and therefore you are required to disclose all convictions or bind-overs (spent and unspent), cautions, reprimands or final warnings that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) by SI 2013 1198, please complete the information below and return it with your application.  
If any doubt, please refer to the Government/DBS guidance: https://www.gov.uk/government/collections/dbs-filtering-guidance 
Section 7 – Declarations
	Title (Miss, Mrs, Mr, other):
	     
	Forename:
	     
	Surname:
	     

	Postal address:
	     

	Postcode:
	     



Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974? 	YES	|_|	NO    |_|
Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020?	YES	|_|	NO    |_|
Do you have any pending criminal conviction, caution, warning, reprimand or bind-over?   YES	|_|	NO    |_|
Are you disqualified from working with Children and/or Vulnerable Adults or had sanctions imposed by regulatory or professional bodies?	YES	|_|	NO    |_|
If YES:  A: Does your name appear on a DBS Barred List for Children and/or for Vulnerable Adults? YES	|_|	NO    |_|
AND/OR B: Are you subject to any sanctions (e.g. disqualifications/suspensions) imposed by a regulatory or professional body? YES	|_|	NO    |_|
PLEASE NOTE: If the answer to any of the above Declarations is YES, please give full details and enclose these in a sealed envelope, marked CONFIDENTIAL, with your completed Application Form, so that these can be considered prior to/at interview.
DECLARATION: I confirm that the above information in Section 7 is accurate and complete.* 
	Applicant's signature:
	 
	Date:
	 


APPLICATION DETAILS (Please sign below): I confirm that all the information supplied by me in this Application is accurate and complete*.
I agree that any offer of employment will be subject to satisfactory references, and that I may be required to supply medical information.
	Applicant's signature:
	 
	Date:
	      


DATA PROTECTION: Information from this application may be processed for purposes registered by InterAct under the Data Protection Act and EU General Data Protection Regulation (GDPR). 
(Please sign below): I hereby give my consent to InterAct processing the data supplied in this form for the purpose of recruitment and selection. 

	Applicant's signature:
	 
	Date:
	      


Please return this form and the Equal Opportunities Monitoring Form to:
Email: 	recruitment@interact.org.uk  
Post: 		Recruitment, InterAct, Moulsham Mill, Parkway, Chelmsford. CM2 7PX
Thank you for your interest in InterAct and your application for this post.
Please note: 
* Any false statements or omissions may result in dismissal.
If you email this form to InterAct, you will need to sign a printed version at interview.
If you do not hear anything within 4 weeks, please treat your application as unsuccessful.
For InterAct use only
	Date form received
	

	Shortlisted
	YES	|_|	NO    |_|
	Date Contacted 

	References
	Date Requested
	Date Received

	Reference 1
	
	

	Reference 2
	
	

	Other Action Required:



	Notes: 
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EQUAL OPPORTUNITIES MONITORING FORM  
InterAct wishes to employ the best possible staff and therefore intends to ensure equality of opportunity so that no person should be disadvantaged in seeking employment or for any other reason during employment with InterAct, on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation.
It would be helpful if you could provide the personal information requested below, which will enable us to review and monitor our practice.  Please note this form is not part of the selection process and will be separated from the Application Form prior to shortlisting.  All information given will be treated in strictest confidence.
How did you find out about this post? 
[bookmark: Check63]|_| InterAct website
[bookmark: Check65]|_| Online publication/job-board (please state): 
|_| Printed publication (please state): 
[bookmark: Check64]|_| Agency (please state): 
|_| Social media (please state): 
[bookmark: Check66]|_| Other (please state): 

Your ethnic origin 
These categories are based on the Census 2011 categories and recommended by the Commission for Racial Equality.
 
	Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh 
[bookmark: Check28]|_| Asian / Asian British 
[bookmark: Check51]|_| Bangladeshi	
[bookmark: Check29]|_| Chinese
[bookmark: Check52]|_| Indian	
[bookmark: Check30]|_| Pakistani	
[bookmark: Check31]|_| Other Asian background
     (specify if you wish): 

	White 	
[bookmark: Check42]|_| British	
[bookmark: Check43]|_| English	
[bookmark: Check44]|_| Gypsy or Irish Traveller 
[bookmark: Check50]|_| Irish 	
[bookmark: Check45]|_| Scottish	
[bookmark: Check46]|_| Welsh	
[bookmark: Check47]|_| Other White background
     (specify if you wish): 

	Black, Black British, Black English, Black Scottish, or Black Welsh
[bookmark: Check32]|_| African	
[bookmark: Check33]|_| Caribbean 				
[bookmark: Check34]|_| Other Black background 
     (specify if you wish): 
Other ethnic group
|_| Arab
	Mixed 
[bookmark: Check37]|_| White and Asian	
[bookmark: Check38]|_| White and Black African	
[bookmark: Check39]|_| White and Black Caribbean	
[bookmark: Check40]|_| White and Chinese	
[bookmark: Check41]|_| Other mixed background 
     (specify if you wish):	

	
	[bookmark: Check55]|_| Prefer not to say 


Your gender

[bookmark: Check22][bookmark: Check23]|_| Male	|_| Female	 |_| Other (specify if you wish)  ________________________

[bookmark: Check24]|_| Prefer not to say

Have you ever identified as transgender?
[bookmark: Check25][bookmark: Check26][bookmark: Check27]|_| Yes                                 |_| No	                                   |_| Prefer not to say	


Your age 	

Date of Birth (optional): 
[bookmark: Check2][bookmark: Check3][bookmark: Check4][bookmark: Check5][bookmark: Check6]|_| 16 - 24	 |_| 25 - 34	|_| 35 - 44	|_| 45 - 54	|_| 55 - 64	 |_| 65+  
|_| Prefer not to say

Your sexual orientation

[bookmark: Check17]|_| Bisexual
[bookmark: Check18]|_| Gay man
[bookmark: Check19]|_| Gay woman/lesbian
[bookmark: Check20]|_| Heterosexual/straight	
[bookmark: Check21]|_| Other (specify if you wish): ___________________________
|_| Prefer not to say

Your religion or belief
	[bookmark: Check7]|_| No religion	
[bookmark: Check67]|_| Buddhist	
[bookmark: Check10]|_| Christian (including Church of England, Roman Catholic, Orthodox, and all other Christian denominations) 
[bookmark: Check11]|_| Hindu	
	[bookmark: Check13]|_| Jewish	
[bookmark: Check14]|_| Muslim	
[bookmark: Check15]|_| Sikh	
[bookmark: Check16]|_| Other (specify if you wish): 
|_| Prefer not to say












Your experience of mental health problems*
Would you describe yourself as someone who is experiencing or has experienced mental health problems? 
|_| Yes
|_| No  
|_| Prefer not to say

Disability*
The Equality Act 2010 defines a disabled person as someone who has a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities.
Do you consider yourself to be a disabled person? 
|_| Yes. 
|_| No  
|_| Prefer not to say

* PLEASE NOTE: Responses in relation to mental health problems and/or disability do not form part of the Application Form, so will not be considered at the Application Form stage of the recruitment and selection process.
However, where this is likely to have an impact upon the way in which you complete the application process or carry out your work, you may decide to declare this. InterAct will then discuss with you any reasonable adjustments which are necessary to enable you to apply for this post and/or undertake the role. 
Remploy provide helpful information and advice on disclosing disability and/or mental health problems on their website:
https://www.remploy.co.uk/individuals/finding-work-and-support-work/applying-jobs/talking-about-your-disability-or-conviction 

Please suggest any improvements we can make to the recruitment process:

     








	Please return the Equal Opportunities Monitoring Form with your completed Application Form



		13
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