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Volunteer Application Form

Staffordshire and West Midlands Probation Trust is committed to equal opportunities in employment.  We therefore welcome job applications irrespective of your gender, race, disability, religion, sexual orientation, ethnic or national origin, trade union activity and age.
Please complete all sections of this form accurately, as it forms the initial stage in the selection procedure.  It is important that you read the guidance notes before completing this form.

The form should be PRINTED/TYPED or written in BLACK ink or ball point pen for photocopying.  CVs and/or emails will not be accepted.  Canvassing will disqualify applications.

If you have a disability which makes it difficult for you to complete the application form, please contact the Human Resources Department who will endeavour to make alternative arrangements for you.
PERSONAL DETAILS (BLOCK CAPITALS PLEASE)
Role applied for:______________________________________________________

	Forename(s):        
	Surname:       

	Previously known as:        
	Preferred title (Dr/Mr/Miss/Mrs/Ms):       

	Address:       
Post Code:      

	National Insurance Number (NI):

 
 
/
 
 
/
 
 
/
 
 
/
 
Day time telephone number:
     
Evening telephone number:
     
Mobile telephone number:

     
Current full driving licence:    
Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 
 
Number of years held:  
     


	Previous name(s) by which you were known (if any):  

     
You must state any previous names/identities by which you have been known.  This is a Best Practice requirement as part of vetting and barring for Safer Recruitment and the protection of Children and Vulnerable Adults.




ARRANGEMENTS FOR INTERVIEW
	If you have a disability, are there any arrangements that we can make for you if you are called for interview?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 



If yes, please provide details:
	     



RIGHT TO WORK IN THE UK

	Are there any restrictions to your residence in the UK which may affect your right to take up employment in the UK?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 



If yes, please provide details:
	     



	If you are successful in your application, would you require a work permit prior to taking up employment with Staffordshire & West Midlands Probation Trust?
	Yes  FORMCHECKBOX 

	No  FORMCHECKBOX 



AVAILABILITY/COMMITMENT
Please provide details of times/days and how often you will be available to carry out volunteer tasks:

	Monday
	from:
	     
	to:
	     
	How often:
	     

	Tuesday
	from:
	     
	to:
	     
	How often:
	     

	Wednesday
	from:
	     
	to:
	     
	How often:
	     

	Thursday
	from:
	     
	to:
	     
	How often:
	     

	Friday
	from:
	     
	to:
	     
	How often:
	     

	Saturday
	from:
	     
	to:
	     
	How often:
	     

	Sunday
	from:
	     
	to:
	     
	How often:
	     


Example:

	Monday
	from:
	2.00pm
	to:
	4.00pm
	How often:
	Every week

	Tuesday
	from:
	N/A
	to:
	N/A
	How often:
	

	Wednesday
	from:
	9.00am
	to:
	5.00pm
	How often:
	Once a month

	Thursday
	from:
	N/A
	to:
	N/A
	How often:
	

	Friday
	from:
	N/A
	to:
	N/A
	How often:
	

	Saturday
	from:
	N/A
	to:
	N/A
	How often:
	

	Sunday
	from:
	N/A
	to:
	N/A
	How often:
	


Please note unless stated otherwise in the role description, volunteer opportunities are during office hours.

EMPLOYMENT HISTORY – please list in order, most recent first, noting any gaps in employment and reasons for these in the following section
	From
	To
	Name and address of employer(s)
	Position

	     
	     
	     

	     


GAPS IN EMPLOYMENT HISTORY – please list in order, most recent first, any and all gaps in employment/education
	From
	To
	Details of any and all gaps in employment or education (if applicable)

	     

	     
	     



DETAILS OF ANY VOLUNTARY WORK – please list most recent first, if any
	From
	To
	Name and address of organisation
	Role and responsibilities
	Reason for leaving

	     
	     
	     
	     
	     



OTHER INFORMATION IN SUPPORT OF YOUR APPLICATION – please detail what experience and skills you have acquired through school or college, at home, in work, on work experience or through hobbies and sporting activities.  Use an additional sheet if required noting your name clearly on it.

	     



REFERENCES
One work reference and one character reference are required, but if you have had more than one employer during the last 5 years written references are required from ALL former employers covering that period.

1. If you are currently employed, one referee should be your present employer.  If you are not employed, one referee should be your most recent employer.

2. If you are a student, one referee should be a member of staff on your training course; the other should be someone who has knowledge of your work.
3. It is necessary for all applicants to provide a reference from another person who can comment on your character and competence for the post.

The referee may be someone who knows you in a voluntary, educational or work related capacity, and should be someone able to comment on your suitability for this post.  It cannot be the same person who supplies your employment reference, and must not be a family member, e.g. parent, brother in law, sister.
4. If you do not wish an approach to be made at this stage to your referees, please enter a cross in the box alongside his/her name.
	CURRENT/MOST RECENT EMPLOYEE REFERENCE:
Name:
     





Job Title:      




 FORMCHECKBOX 

Organisation/Company:      


	Address (please ensure that you provide the full address):

     
Post Code:
     



Tel No:      


	How long known and in what capacity?       



	ADDITIONAL EMPLOYEE REFERENCES:

	Name
	Job Title
	Organisation/Company
	Address
	Tel. No.
	How Long/ What Capacity?

	     

	     
	     
	     
	     
	     


	CHARACTER REFERENCE:

Name:
     





Job Title:      




 FORMCHECKBOX 

Organisation/Company:      


	Address (please ensure that you provide the full address):

     
Post Code:
     



Tel No:      


	How long known and in what capacity?       



If any referee knows you by another name, please give that name:       
Which referee does this apply to?       
Data Protection Act 1998
The information detailed in your application form may be used by Staffordshire and West Midlands Probation Trust in the monitoring of its employment practices, and in particular its Equal Opportunities Policy.  This monitoring is for statistical purposes only and you will not be identifiable from this process.

Application forms of unsuccessful candidates will be destroyed after six months following an appointment to the job.  Giving false information may result in your application not being pursued, or your contract being terminated if you have already been appointed to the job.

IMPORTANT – PLEASE READ BEFORE SIGNING

I certify that the information contained in this application form is accurate and complete.  I also understand that because the post for which I have applied may involve substantial access to persons less than 18 years old or vulnerable adults, enquiries will be made of the Criminal Records Bureau to establish whether I have any criminal convictions (including any which are spent).
I certify that I am not banned or disqualified from working with children or vulnerable adults nor subject to any sanctions or conditions on my employment imposed by the Independent Safeguarding Authority, the Secretary of State or a regulatory body.  I understand that to knowingly give false information, or to omit any relevant information, could result in the withdrawal of any offer of employment or the contract being terminated.
Signed: ………………………………………………………….
Date: …………………………………………………….

This application should be returned to:

Miss Jassi Makh
Staffordshire and West Midlands Probation Trust

Transition to Adulthood T2A

326/328 Hamstead Road
Handsworth
Birmingham

B20 2RA
Please endorse envelope with the words “ T2A VOLUNTEER APPLICATION”.
Alternatively, you can email your completed form to Jassi.Makh@swm.probation.gsi.gov.uk
RECRUITMENT MONITORING
	In order to assist us in monitoring the effectiveness of our Equality of Opportunities Policy and for no other purpose, you are requested to give the following information.  Please ( or complete the following boxes as appropriate.

(This form will be detached prior to short listing – for the Volunteer Co-ordinator use only for Equal Opportunities monitoring)



	Applicant name:

     
Vacancy number:

     
Vacancy applied for:

     
Location of vacancy:
     
Working pattern:

Full Time  FORMCHECKBOX 


Part Time  FORMCHECKBOX 


Job Sharing  FORMCHECKBOX 

Personal Details:
Age:

 Under 18  FORMCHECKBOX 
     18-24  FORMCHECKBOX 
      25-34  FORMCHECKBOX 
     35-44  FORMCHECKBOX 
     45-54  FORMCHECKBOX 
     55-64  FORMCHECKBOX 
      65+  FORMCHECKBOX 

Gender:

Male     FORMCHECKBOX 

Female     FORMCHECKBOX 

Sexual Orientation - Please tick against one of the following:
Bisexual

 FORMCHECKBOX 

Gay Man

 FORMCHECKBOX 

Gay Woman/Lesbian

 FORMCHECKBOX 

Heterosexual
 FORMCHECKBOX 

Prefer not to say
 FORMCHECKBOX 

Ethnic Origin - Please tick against one of the following:
(These are the monitoring categories used in the 2001 Census, as accepted by the Commission for Racial Equality)

White

Black or Black British

W1

 FORMCHECKBOX 

British

B1

 FORMCHECKBOX 

Caribbean

W2

 FORMCHECKBOX 

Irish

B2

 FORMCHECKBOX 

African

W9

 FORMCHECKBOX 

Any other white background (please specify)
B9

 FORMCHECKBOX 

Any other black background (please specify)
     
     
Mixed
Chinese or Other Ethnic Group
M1

 FORMCHECKBOX 

White & Black Caribbean

O1

 FORMCHECKBOX 

Chinese

M2

 FORMCHECKBOX 

White & Black African

O9

 FORMCHECKBOX 

Any other ethnic group (please specify)
M3

 FORMCHECKBOX 

White & Asian

     
M9

 FORMCHECKBOX 

Any other mixed background (please specify)
     
Asian or British Asian

NS
 FORMCHECKBOX 

Prefer not to say
A1

 FORMCHECKBOX 

Indian

A2

 FORMCHECKBOX 

Pakistani

A3

 FORMCHECKBOX 

Bangladeshi

A9

 FORMCHECKBOX 

Any other Asian background (please specify)
     
Religion or belief - Please tick against one of the following:

No religion/Atheist
 FORMCHECKBOX 

Jewish

 FORMCHECKBOX 

Baha’i
 FORMCHECKBOX 

Muslim

 FORMCHECKBOX 

Buddhist

 FORMCHECKBOX 

Sikh

 FORMCHECKBOX 

Christian

 FORMCHECKBOX 

Other

 FORMCHECKBOX 

Hindu

 FORMCHECKBOX 

Prefer not to say

 FORMCHECKBOX 

Jain

 FORMCHECKBOX 

Employment Status - Please tick one box only:
I am currently employed in:

Probation Trust




 FORMCHECKBOX 

Voluntary Sector

 FORMCHECKBOX 

Social Services

 FORMCHECKBOX 

Other Community/Criminal Justice Sector

 FORMCHECKBOX 

Other Public Sector


 FORMCHECKBOX 

Private Sector

 FORMCHECKBOX 

I am currently unemployed

 FORMCHECKBOX 

I am currently retired

 FORMCHECKBOX 

I am currently a student

 FORMCHECKBOX 

DISABILITY
The Equality Act (2010) defines a disabled person as someone who has a physical or mental impairment which has a substantial and adverse long-term effect on his or her ability to carry out normal day to day activities. Conditions covered may include (but are not limited to) severe depression, dyslexia, diabetes, epilepsy and arthritis, etc.
Do you consider yourself to be disabled within the meaning of the Equality Act (2010)?
Please tick one of the following:
Yes

 FORMCHECKBOX 

No

 FORMCHECKBOX 

Prefer not to say

 FORMCHECKBOX 

Please tick any of the following which apply to you. You may identify with more than one:
Hearing impairment

 FORMCHECKBOX 
                             

Reduced physical capacity including difficulty with physical coordination

 FORMCHECKBOX 

Speech impairment

 FORMCHECKBOX 

Severe disfigurement

 FORMCHECKBOX 

Visual impairment (not corrected by glasses or contact lenses)

 FORMCHECKBOX 

Mental illness

 FORMCHECKBOX 

Reduced mobility

 FORMCHECKBOX 

Learning difficulties

 FORMCHECKBOX 

Progressive condition (e.g. cancer, muscular dystrophy, HIV, multiple sclerosis)

 FORMCHECKBOX 

Dyslexia

 FORMCHECKBOX 

Other (please specify)       
 FORMCHECKBOX 

Do not wish to disclose

 FORMCHECKBOX 

ADDITIONAL INFORMATION
Where did you see our advertisement? 
Please tick one of the following:
Internal SWMPT intranet/email bulletin

 FORMCHECKBOX 

Job Centre

 FORMCHECKBOX 

Newspaper (please specify below)
 FORMCHECKBOX 
     

     
Professional journal (please specify below)
 FORMCHECKBOX 
     

     
Website:  www.swmprobation.gov.uk
 FORMCHECKBOX 
     
                Other website (please specify below)
 FORMCHECKBOX 


     
Other (please specify below)
 FORMCHECKBOX 
     


     



CRIMINAL HISTORY SELF DECLARATION
IMPORTANT – PLEASE READ CAREFULLY AND COMPLETE THIS SECTION
	Many of the posts in the Staffordshire and West Midlands Probation Trust are exempt from the requirements of the Rehabilitation of Offenders Act 1974.  These posts are those based in approved premises, or whose duties involve the supervision of offenders.  Applicants for these posts are required to declare ANY previous criminal convictions or cautions.  The Probation Trust will seek confirmation of criminal history from the Criminal Record Bureau before confirming the appointment of any person to these posts.

For all other posts in the Staffordshire and West Midlands Probation Trust, the employer is entitled to ask for details of those criminal convictions or cautions that are “unspent”, as defined by the Rehabilitation of Offenders Act 1974.  An explanation of what counts as an “unspent” conviction is given in the enclosed leaflet.  Failure to declare any such convictions that are subsequently made known to the employer may be grounds for instant dismissal.



	Staffordshire and West Midlands Probation Trust adheres to the Criminal Record Bureau Code of Practice.  A copy of this document can be downloaded from the CRB website at www.disclosure.gov.uk.

Please note that it is a criminal offence to knowingly apply for a job involving a regulated activity if you have been placed on the ISA-barred list operated by the Independent Safeguarding Authority (ISA).
Failure to complete this section may exclude your application from the short-listing process.


	
	

	Name of applicant:
	     

	Known by any other name:
	     

	Date of birth:
	     

	Job reference number:
	     

	Job title:
	     

	
	

	Have you even been convicted of any offences or subject to police caution, bind over or do you have any charges pending?

Yes

 FORMCHECKBOX 

No

 FORMCHECKBOX 

If the answer is YES, full details must be provided:
CAUTION(S)/BIND OVER:

Nature of Offence(s):
     
Date of Caution(s): 
     
CONVICTION(S):

Nature of Offence(s):
     
Date of Sentence(s): 
     
Sentence(s): 

     
CHARGES PENDING:

Nature of Allegation(s):

     
Approx Date of Hearing(s):
     


	(Please note that a criminal conviction will not necessarily preclude you from employment with Staffordshire & West Midlands Probation Trust.  Your application will be considered in relation to your ability to match the requirements of the job description/person specification for the post for which you are applying.  Should you be short-listed, then the relevance of your criminal record to the post for which you have applied will be discussed with you and you will be provided with the opportunity to explain the relevant circumstances).
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