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please read all the following notes before completing your application form – keep pages 1 & 2 for your reference
	· decisions about who will be selected for interview will be based only on the information you give on your application form

· please ensure that this form is returned by 4.30pm on the closing date (see page 3 for the closing date)

· all offers of appointment will be subject to references.  We may also need proof of qualifications, evidence of medical fitness and a criminal records check

· pre-prepared curriculum vitae (cv’s) will not be accepted, either in full or in part

· please read all of the enclosed additional information.  The personnel specification tells you at what stage of the process information you send us will be judged.  So where it says “Application form”, please make sure you tell us how you meet our requirements on the application form

· you will need to show us that you have the skills, knowledge and experience necessary to do the job. Because of Age Discrimination Legislation we do not ask for dates of employment. Please make sure that you clearly specify the number of years experience in each field. Please note, you will only be short-listed if you meet all of the essential criteria listed in the personnel specification.  It will not be sufficient simply to state that you fulfil certain criteria and unsupported statements will not be accepted.  You must describe how you meet the personnel specification, giving examples.  The short-listing panel will be looking for evidence which shows you have the relevant skills, knowledge and experience.  Please also tell us if you meet the desirable criteria as we will use this for short-listing purposes if we receive a large number of application forms that meet all the essential criteria

· please tell us about any skills and talents that you use outside of the workplace.  For example, do you help to run a club or voluntary group?  If you are not sure where to include this experience, then tell us about it in the section called ‘experience and reasons for applying’

· please read the form carefully before you write anything on the application form.  It is a good idea to make a copy of the application form and use this copy for your rough draft.  You can then make changes until you feel you have covered everything and then fill in the actual form to return to us

· if you feel you need more space for any question please use extra sheets of paper.  Please put your name and the *job reference number (this is shown on page 3 of this form) on all extra sheets used

· please complete the confidential monitoring form at the end of the application form.  The Human Resources Team will use the information for monitoring purposes and will treat it as confidential.  The monitoring form will not be seen by the selection panel

· under the Disability Discrimination Act we will assess applicants merits as they would be after any reasonable adjustments had been made.  Therefore, all applicants invited to interview will be asked a question at interview about any adjustments that would enable them to do their job better.  If you consider yourself to be a disabled person, please say so.  In accordance with the Incommunities policy, any disabled applicant who demonstrates that they fulfil all the essential criteria on the Personnel Specification will be interviewed


	If you would like any help with filling in this form then please contact a

Member of the Human Resources Team on 01274 254171


► our equality and diversity policy statement 
	Incommunities is proud to be a partner in a multi cultural community. 

We value diversity and will ensure that we treat all individuals fairly, with dignity and respect.

we are committed to promoting and mainstreaming equality and diversity in everything we do:
· in order to continually improve our service to our customers

· in order to deliver excellent services to our staff

· in order to make our Boards and their members reflect the diverse neighbourhoods we serve

· as an organisation we will meet the following challenges to:
· understand, value and welcome equality and diversity

· ensure that all policies, processes and procedures reflect these commitments

· measure, monitor, evaluate and develop plans and report on outcomes in respect of equality and diversity

· develop all staff to enable them to make a full contribution to meeting these objectives

· support the use of flexible working patterns wherever possible to enable staff to balance work and life responsibilities

· ensure that our clients receive equal and diverse treatment

Incommunities recognises that development of equality and diversity is a continuous process.  Regular reports will be presented to the Board based on the outcome of monitoring appropriate performance and outcomes.

to achieve this we will:
· ensure that equality and diversity is a high priority and an integral part of strategic and operational decisions

· consider and adhere to all areas of legislation and performance requirements from external bodies

· create an atmosphere of mutual respect between employees and the neighbourhoods we serve

· raise standards of achievement and promote equality and diversity for all by regularly reviewing testing and monitoring our policies

· work in partnership with and consult with the diverse neighbourhoods we serve to combat disadvantage, discrimination, and exclusion and to promote equality and diversity

· ensure that there is zero tolerance in cases of harassment and bullying.  Ensuring victims of harassment and discrimination are supported and that effective action is taken against the perpetrators

· ensure that tenants and residents organisations requiring support adopt equality and diversity objectives as part of their terms of reference

· ensure that organisations contracted to deliver our services incorporate equality and diversity in their work practices and in a manner consistent with our policies and procedures

It is the responsibility of Incommunities Board members, directors, managers, staff, tenants and residents groups and organisations who deliver services to Incommunities to ensure this policy is implemented. 





our vision is to be employer of 1st choice

www.incommunities.co.uk
Incommunities Group Limited is registered in England with Companies House No. 04221767. 

Registered address: Trust House, 5 New Augustus Street, Bradford, West Yorkshire BD1 5LL.
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