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	Name
	     

	Position applied for
	     


Application form guidance notes 

Girlguiding UK operates a recruitment and selection policy designed to ensure that all applications are treated equally regardless of age, race, ethnic origin, sex orientation or disability.  

Guidance notes 

It is important that applicants read these details before completing this application form.  The

decision whether to shortlist you will be based on the information you provide on this form.

1. When completing this form please ensure that:

(a) You enter the post reference number 

(b) You enter the title of the post you are applying for

(c) You sign and date the application form

	2.  
 2.  2.  Employment history/references
Please ensure you have supplied full details of your employment history on page three of the 

  Application. The information supplied in this section will only be used to obtain reference for the  

last three years, if you are successfully appointed to the post.  Therefore, where possible, please provide a contact name, telephone number and email address (where possible) for employers in 
the last three years.  Please also include any periods of vocational, temporary or voluntary work 
and any periods of unemployment.



3. Personal Statement/further information 

The page allocated to ‘Personal Statement/further information’ is the most important part of your application and should be used to provide us with your reasons for applying for the job and provide examples of work, voluntary or life experiences in relevance to the job and person specification.  Please also explain how your skills, qualifications and overall experience relate to the requirements of the job.  

Please familiarise yourself with the job description and person specification before completing this section. If you do not provide examples/evidence you are unlikely to be shortlisted.

4. Equal opportunities 

Girlguiding UK aims to meet candidates’ stated requirements at all stages of the recruitment and selection process – please contact Human Resources on 0207 592 1892 to discuss appropriate arrangements where appropriate.  We would encourage disability status (including non physical impairments, such as mental health) to be disclosed, so we can consider your needs fully.

5. Rehabilitation of offenders act 1974 (Exceptions Order 1975)

All positions within Girlguiding UK are deemed as exempt under the Rehabilitation of Offenders Act 1974.  Successful applicants will be subject to a criminal record check by the Criminal Records Bureau.  If you have accepted a caution, warning or reprimand from a police officer, then you have admitted your part in an offence and therefore this should be declared.  
Girlguiding UK will require your permission and the relevant information to obtain clearance from the Criminal Records Bureau.  Failure to give permission or to supply information may result in the termination of your employment with Girlguiding UK.  Similarly, Girlguiding UK reserves the right to terminate your employment if the information received in relation to the disclosure is deemed to compromise your continued employment.  

Application from

Please complete this form in full and return to Human Resources, Girlguiding UK, 17-19 

Buckingham Palace Road, London, SW1W 0PT or via email to HRvacancies@girlguiding.org.uk
	Have you applied to, been interviewed by, or worked for Girlguiding UK previously?

 FORMCHECKBOX 
 No  FORMCHECKBOX 
Yes      If yes, please provide details

     



	Position applied for and location
	     
	Reference Number:     

	Where did you find out about this vacancy? (Please give specific publication/website name if applicable)
     



Personal Details 

	Surname      

	Forename(s)      
	Title      


	Address (including postcode)

     
     
     
     
     

	Contact Details

Mobile      
Home      
Email      


Education and Training

	Dates from/to
	Full/Part-Time
	Institute /Awarding Body 
	Qualifications gained/Training attended

	     
	     
	     
	     


Professional Memberships 

	Please indicate your membership of professional bodies or other organisations relevant to the post, job including level of membership.

     



Eligibility to Work in the UK – Asylum and Immigration Act 1996
(Please note you will be required to provide evidence of your eligibility to work in the UK if 

shortlisted and selected for interview)

	Are you eligible to work in the UK?                FORMCHECKBOX 
 Yes         FORMCHECKBOX 
 No 


Present and previous employment

(Including vocational, temporary or voluntary work and any periods of unemployment)  
	Dates from/to (mm/yy)
	     


	Employer’s Name 

(Provide full name and address including postcode, contact name, phone number and email address where available)
	     


	Position held and main duties


	     



	Reasons for leaving      



	Current Salary pa
	     

	Length of Notice
	     



Previous employment (most recent first) 

	Dates from/to (mm/yy)
	Employer’s full name 

and contact details 


	Position held, main duties and reason for leaving


	     

	     
	     



Personal Statement/ further information 

Using the job description and person specification, provide us with your reasons for applying for the job and provide examples of work, voluntary or life experiences that are relevant to the job and person specification.  Please also explain how your skills, qualifications and overall experience relate to the requirements of the job.  

	     


	Please continue on the next page if necessary 


Personal Statement/further information (continued) 

	     



Miscellaneous Information 

	Relations to employees/committee 

Are you related to current or former employees or committee members or a member of 

any other official Guiding body?                     FORMCHECKBOX 
 Yes          FORMCHECKBOX 
 No

If yes, please give details      



Health

	How many days sick leave have you taken in the last 12 months?       


	Do you have any significant health problems? (if yes please give details)    FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No

     
Please note - upon successful appointment in the position you will be required to complete a 
pre-employment medical questionnaire which will be assessed by our appointed company doctors. 


Retirement 
	The normal Girlguiding UK retirement age is 65.  Are you within six months of this retirement age?   FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No




Criminal Convictions – Rehabilitation of Offenders Act 1974
	Have you ever been convicted of a criminal offence, other than a spent conviction under the 

Rehabilitation of Offenders Act 1974?                         FORMCHECKBOX 
 Yes          FORMCHECKBOX 
 No

If yes, please give details and refer to Guidance Note 5.

     



Disability 
	Do you consider yourself to have a disability?                         FORMCHECKBOX 
 Yes          FORMCHECKBOX 
 No

If yes, please give details and refer to Guidance Note 4.

     



Declaration 

By signing/submitting this application form you are giving permission for your personal information to be stored and processed for the purpose of arriving at selection decisions, for it to be used as a basis for a personal record and sensitive data to be used for the purpose of equal opportunities monitoring. If you are appointed to this post, based on any false information you have knowingly supplied, your employment may be terminated.

The information I have given in this application is, to the best of my belief, accurate.

	Name      
	Date      









