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Application Form – strictly confidential
Please complete the application form in full. Use the information provided in the Job Pack to help you in completing your application. 
The completed application form should be sent by email to the following address: info@thecomfreyproject.org.uk 

Please send the application by the deadline stated on the Job Pack for the role you are applying for. 
	Position applied for:
	


1. Personal Details
	Title: 
	

	Personal Pronouns:
	

	Full Name:
	

	Address:

Postcode:
	

	
	

	Telephone no:
	

	Mobile no:
	

	E-mail address:
	


Please note: 

If you have a recently updated CV you can send that to us with your application, and skip sections 2 (Education, Professional Qualifications and Training) and 3 (Career History) below. Jump straight to section 4 (Competency) and complete all remaining sections after that. 

2. Education, Professional Qualifications and Training
(Please ignore this section if you are sending us a CV)

	Name of

School/University/ College/Organisation
	Dates
(Please write from most recent to the oldest)
	Subject
	Level of Qualification

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2. Career History (Paid or Voluntary)
(Please ignore this section if you are sending us a CV)
Please include a very brief outline of your responsibilities in each of your previous posts. 
Please start with the most recent post first. 
Complete as many as you need, there is no need to complete all spaces available. If you need more spaces, you can add them at the end. 

	Date (from – to)
	Position held
	Name and address of employer
	Reason for leaving 

	
	
	
	

	Responsibilities: 

	

	

	Date (from – to)
	Position held
	Name and address of employer
	Reason for leaving

	
	
	
	

	Responsibilities: 

	

	

	Date (from – to)
	Position held
	Name and address of employer
	Reason for leaving

	
	
	
	

	Responsibilities: 

	


	

	Date (from – to)
	Position held
	Name and address of employer
	Reason for leaving 

	
	
	
	

	Responsibilities: 

	

	

	Date (from – to)
	Position held
	Name and address of employer
	Reason for leaving

	
	
	
	

	Responsibilities: 

	

	

	Date (from – to)
	Position held
	Name and address of employer
	Reason for leaving

	
	
	
	

	Responsibilities: 

	

	

	Date (from – to)
	Position held
	Name and address of employer
	Reason for leaving

	
	
	
	

	Responsibilities: 

	


4. Competency
Please answer the questions below using the Purpose and Responsibilities of the role, Person Specification, and Valued Behaviours. These can be found in the Job Pack for the corresponding role. 
a. Why do you want to work for The Comfrey Project? (maximum 300 words)
	


b. Why do you want to work in this role? (maximum 300 words)
	


c. Please describe how your skills, experience and personal qualities will contribute to your success in this role. (maximum 500 words)
	


5. Additional Information
	Where did you see the advertisement for this post?

	

	 

	If you are offered an interview, do you have any requirements to help you attend?

	

	If you are offered this post, when could you start work? 

	

	The interview dates for this post are included in the Job Pack. If these are not suitable, we will try our best to accommodate you. Please confirm your availability here.  

	

	For some roles we are able to consider Job Share. Please let us know below if this is something you would be happy to consider.

	


6. References

For the references to be acceptable, the following criteria must be met: 

· The name and addresses of at least two referees are required.
· At least one of the two references can be from your current or past employment (paid or voluntary).
· If you are unable to provide two professional references, the second referee can be someone who knows you in their professional capacity (such as a lawyer, GP, tutor etc.). 
· Referees must be based in the UK. 
PLEASE NOTE: Your referees will be ONLY contacted if you are the successful candidate, and after you have accepted the role.

	
	Referee 1
	Referee 2

	Name
	
	

	Email Address
	
	

	Daytime Tel. Number
	
	

	Address
Postcode
	
	

	
	
	

	Relationship
	
	

	Dates Covered
	
	


	7. Criminal Record

	Ex-offenders will be considered solely on their merits and suitability for the specific role.  Suitability includes the requirements of legislation, where relevant to the role and offence.

Please give details below of any unspent convictions and cautions in accordance with the Rehabilitation of Offenders Act Order 1975 and/or (Northern Ireland) 1979. 
If none, please state N/A.

	

	If you are applying for a role covered by the Rehabilitation of Offenders (Exceptions) Order, as indicated in the job advertisement you must disclose all convictions/cautions including any spent convictions/cautions. You do not need to disclose any protected convictions or cautions as defined in the ROA (Exceptions) Amendment Order 2014. Please give details of any relevant convictions/cautions below. 

If none please state N/A.

	


8. Right to Work in the UK

All applicants called in for a final interview for a post based in the UK, will be asked to produce evidence of their eligibility to work in the UK, in compliance with the Immigration Asylum and Nationality Act 2006.  

Do you currently have the right to work (paid) in the UK?
Yes      




No




	9. Declaration

	The information on this form will be used for recruitment and selection purposes only and if your application is successful, it will form part of your employment record. 
All unsuccessful applications will be destroyed six months after the closing date.
If it is discovered that you have given any information which you know to be false, or withhold any relevant information, your application may be rejected, or any subsequent employment terminated.
I confirm that the information contained in this application form is correct.

	Signed:
Date:
(If you are returning this form electronically and unsigned you will be bound by the declaration when we receive the electronic application)


By submitting this Application Form you consent to us using and keeping information about you provided by you (or third parties such as referees) relating to your application or future employment. This information will be used by The Comfrey Project for purposes relating to recruitment and/or your employment. The information will be retained for 6 months from the date on which you are informed whether you have been invited to interview and/or the termination of your employment if you are successful.  All personal information which we hold about you will be held and processed in accordance with the data protection legislation. You can view The Comfrey Project’s full privacy notice at http://thecomfreyproject.org.uk/privacy-notice/
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