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APPLICATION FORM

PLEASE COMPLETE IN BLACK INK OR TYPE 

– ALL APPLICATIONS SHOULD BE SENT TO: Human Resources, ESG Group, 12 Europa View, Sheffield Business Park, Sheffield, S9 1XH  OR EMAIL: jobs@esggroup.co.uk
Paragon Skills for Industry is committed to being an equal opportunities employer.  It is committed to the elimination of unlawful or unfair discrimination on the grounds of gender, age, marital status, colour, race, nationality or other ethnic or national origin, disability, sexual orientation, transgender and religious background.  Paragon Skills for Industry will aim to make sure that no applicant for employment is disadvantaged by conditions or requirements that cannot be justified.

Job Applied For:

………………………………………………………………………………………………

Personal Details

	Surname:
………………………………………………
	Forenames:
………………………………………………

	Address:

………………………………………………
	Preferred Title (optional):
Mr/Mrs/Miss/Ms/Dr/Other

	………………………………………………………………………..
	Daytime phone no.
…………………………………..

	………………………………………………………………………..
	Evening phone no.
…………………………………..

	………………………………………………………………………..
	Mobile phone no.

…………………………………..

	Postcode:
………………………………………………
	e-mail

………….…………………………………….



NATIONAL INSURANCE NUMBER


ELIGIBILITY TO WORK IN THE UK

Do you have permission to work in the UK?

Yes  
     No

If you are not a British national or the holder of an EU or EEA passport, please indicate in what capacity you are in the UK:

………………………………………………………………………………………………………………………………………

DISABILITY

Paragon Skills for Industry encourages applications from disabled people who satisfy the recruitment criteria for appointment and will apply the provisions of the Disability Discrimination Act 1995.

If you consider the provisions of this Act apply to you please tick the box.
If you require assistance at any stage of the process please provide details below:

………………………………………………………………………………………………………………………………………

REFERENCES

Please provide two references (at least one must be your present or most recent employer).  It is our policy to take up these references and if you wish to be contacted prior to us doing this please tick the box.


PRESENT (MOST RECENT) EMPLOYER


OTHER REFERENCE

	Name:
…………………………………………………………..
	Name:
…………………………………………………………..

	Capacity known:
……………………………………………..
	Capacity known:
……………………………………………..

	Organisation:
……………………………………………..
	Organisation:
……………………………………………..

	Address:

……………………………………………..
	Address:

……………………………………………..

	……………………………………………………………………….
	……………………………………………………………………….

	Telephone no.
……………………………………………..
	Telephone no.
……………………………………………..

	e-mail

……………………………………………..
	e-mail

……………………………………………..


EMPLOYMENT HISTORY

CURRENT EMPLOYMENT

Employer’s name and address


Your job title
………………………………………………………………………………

……………………………………………………………………
Grade
………………………………….
Current Salary
………………………….

……………………………………………………………………
Date appointed
…………………….
Notice period
………………………….

……………………………………………………………………


Main duties
……………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………………………………………………………

Reason for leaving
………………………………………………………………………………………………………………………………………………

May we contact you at work if necessary?
Yes

No

Contact no
………………………………………

PREVIOUS EMPLOYMENT including voluntary or unpaid work
	Employers Name & Address

(most recent first)
	Job Title and brief description of duties
	Date from/to
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please continue on a separate sheet if required

Gaps in employment – Please tell us about any gaps in your employment

	Dates from/to
	Reason

	
	

	
	

	
	

	
	


SUPPORTING STATEMENT

SUPPORTING STATEMENT

Please use the space below to outline how you feel you meet the criteria outlined in the job description.  Please structure your statement by outlining how you meet the areas of key responsibility listed in the job description, detailing any relevant skills, experience or training that you have had against each of the criteria specified and then detail any ‘additional information’ that you feel is relevant to your application.

If you require more space please continue on a separate sheet.

Please complete this information as fully as possible as it will be used in assessing your application and is part of the selection process.

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………………………………………………………………….

EDUCATION/TRAINING

EDUCATION/QUALIFICATIONS AND PROFESSIONAL MEMBERSHIPS

	Dates
	Name of school/college/university/awarding body
	Qualification obtained including grade and level

	
	
	

	Professional body memberships (i.e. IFL, ILM)

	Body Name
	Membership number
	Membership status (including dates of membership)

	
	
	

	
	
	

	
	
	


OTHER TRAINING/SHORT COURSES

	Date
	Course title and duration



	
	


DATA PROTECTION LEGISLATION

The information you have provided will be held in compliance with the Data protection Act 1998

CERTIFICATION OF INFORMATION

I declare that the information I have provided on this application form is full, accurate and complete and I understand that if I provide false information, or fail to provide full, accurate and complete information this may lead to my application not being considered further, the withdrawal of the offer of appointment, or to my dismissal, if I have already been appointed.  Any offer of employment is subject to receipt of satisfactory references and Criminal Records Bureau checks, where applicable.

Signature
……………………………………………………………………
Date
………………………………………………….

EQUAL OPPORTUNITIES

CONFIDENTIAL

EQUAL OPPORTUNITIES MONITORING INFORMATION
Paragon Skills for Industry are committed to being an equal opportunities employer.  They are committed to the elimination of unlawful or unfair discrimination on the grounds of gender, age, marital status, colour, race, nationality or other ethnic or national origin, disability, sexual orientation, transgender and religious background.  Paragon Skills for Industry will aim to make sure that no applicant for employment is disadvantaged by conditions or requirements that cannot be justified.

To help Paragon monitor the effectiveness of its Equal opportunities Policy (and for no other reason) you are asked to provide the information requested below.  This information is confidential and does not form part of your application.  This page will be detached from your application form on receipt and the information will not be taken into account when making the appointment.

Application for the post of 
…………………………………………..

Where did you see the advert
……………………………...

Year of birth………………………………………………………………..

MY ETHNIC ORIGIN IS

White

British



(
Irish



(
European


(
Eastern European


(
Any other White background.  Please specify

…………………………………………………………………..

Mixed

White and Black Caribbean

(
White and Black African

(
White and Asian


(
Any other Mixed background.  Please specify

…………………………………………………………………..

Asian or Asian Birth

Indian



(
Pakistani



(
Bangladeshi


(
Any other Asian background.  Please specify

…………………………………………………………………..

Black or Black British

Caribbean


(
African



(
Any other Black background.  Please specify

…………………………………………………………………..

Other ethnic group

Chinese



(
Korean



(
Any other ethnic group.  Please specify

…………………………………………………………………..

My gender is
Male (
Female (
Is there anyone dependent on you for their day-to-day care?

Yes   ( No       (
If yes please complete the following

Children

0-5 years     (
6-10 years   (
11-15 years (
Other – please specify

……………………………………………………………………..

Do you consider yourself to have a disability under the Disability Discrimination Act 1995?

Yes (

No (
If ‘yes’ please specify

……………………………………………………………………..

Thank you for your assistance

VARIFICATION INFORMATION

This page will be detached from your application form on receipt and the information will not be taken into account when short listing for positions. Answering yes will not necessarily prevent you from being considered for the post.
Disciplinary Action
Have you been the subject of a formal disciplinary sanction in your current employment?


Yes


No 
Are you in process of on-going disciplinary action in your current employment?

Yes 


No 

Have you been the subject of a formal disciplinary sanction in any previous employment?


Yes 


No 

Paragon may discuss the reasons for this with you and your current or previous employer should you be called to interview.

Driving Licence
Only fill in the section if a driving licence is an essential requirement on the enclosed Job Description.

Do you hold a current driving licence?

Yes


No 

If yes, please state which type (e.g. Full, Provisional, PSV etc)

Do you have any unspent motoring convictions?


Yes


No 

If you have answered ‘Yes’ to this question please provide details in a sealed envelope marked ‘CONFIDENTIAL’, showing your name and the post title. Answering yes will not necessarily prevent you from being considered for the post.
CRIMINAL RECORD
Please read the ‘Employment of people with criminal records’ section within the application pack notes before completing this section.

The Rehabilitation of Offenders Act 1974 aims to ensure that offenders who have not re-offended for a period of time since their conviction are not unfairly discriminated against when applying for jobs. The post that you are applying for is exempt from this act due to the nature of the work to be undertaken. This means that you are NOT entitled to withhold information about convictions, reprimands and final warnings, which for other purposes would be regarded as spent.

If you are unsure about whether to include any details in this section, please contact HR. Refer to the main application form for contact details.

Have you been convicted by the Courts, cautioned, reprimanded or warned for any criminal offence?


Yes 


No 

Are you currently the subject of any police investigations following allegations made against you?


Yes 


No 

Are you included on either the Protection of Children Act or the Protection of Vulnerable Adults lists of individuals considered to be unsuitable for working with Children or Vulnerable Adults?

Yes


No

If you have answered yes to any of the above questions, please give details of offences, penalties, dates and country in which they occurred, or of any allegations made against you, in a sealed envelope marked with your name and the title of the post that you have applied for, and attach this to your completed application form. Answering yes will not necessarily prevent you from being considered for this post.
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