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APPLICATION FOR EMPLOYMENT WITH
KEY COMMUNITY

CONFIDENTIAL


	
Application for post of: Progression Coach

	
Closing date: Midday on Thurs 29 October 2026. 
	Application Number: 



PERSONAL DETAILS (Please complete in Block Letters)
	
Address: 
	
Surname: 


	
	
First name: 


Other names:

	Telephone No:

	Email:

	Do you hold a valid, full driving licence? 


	Are you free to remain and take up employment in the UK with no current immigration restrictions?      Yes  c         No    c

	National Insurance Number:



EQUAL OPPORTUNITIES MONITORING

KEY COMMUNITY want to meet the aims and commitments set out in its equality policy. This includes not discriminating under the Equality Act 2010, and building an accurate picture of the make-up of the workforce in encouraging equality and diversity.

The organisation needs your help and co-operation to enable it to do this, but filling in this form is voluntary. 

The information you provide will stay confidential, and be stored securely and limited to only some staff in the organisation’s Human Resources section.

  
Gender   Male  *	   Female *     Prefer not to say *


Age	16-24	*	25-29	*	30-34	* 	35-39	*	40-44	*    45-49	*	50-54	*	55-59	*	60-64	*	65+	*     Prefer not to say   *


Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate box

White
English  *	    Welsh *     Scottish  *   Northern Irish  *    Irish *
British   *    Gypsy or Irish Traveller *   Prefer not to say  *
Any other white background, please write in:  

Mixed/multiple ethnic groups
White and Black Caribbean	 *	White and Black African *      White and Asian *	    
Prefer not to say *    Any other mixed background, please write in:    



Asian/Asian British
Indian   *	   Pakistani  *      Bangladeshi  *	   Chinese  *   Prefer not to say *    
Any other Asian background, please write in:  		
	
Black/ African/ Caribbean/ Black British
African  *	    Caribbean	*     Prefer not to say *    
Any other Black/African/Caribbean background, please write in:   

Other ethnic group
Arab	 *	Prefer not to say *    Any other ethnic group, please write in:   	

Do you consider yourself to have a disability or health condition?   
Yes *	 No *	   Prefer not to say *

What is the effect or impact of your disability or health condition on your ability to give your best at work? Please write in here:

	








The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable adjustment’, then please discuss this with your manager, or the manager running the recruitment process if you are a job applicant. 

What is your sexual orientation?
Heterosexual *	  Gay woman/lesbian *      Gay man  *	     Bisexual  *
Prefer not to say  *     If other, please write in:	

			
What is your religion or belief?
No religion or belief	 *	Buddhist *	 Christian *      Hindu *   Jewish	  *
Muslim  *	  Sikh	*  Prefer not to say *  If other religion or belief, please write in:

 	
What is your current working pattern?
Full-time  *		Part-time *      Prefer not to say	   *

What is your flexible working arrangement?
None	  *	  Flexi-time  *     Staggered hours	 *	Term-time hours  *
Annualised hours *     Job-share	 *    Flexible shifts	*      Compressed hours  *
Homeworking  *	  Prefer not to say *    If other, please write in:			

Do you have caring responsibilities? If yes, please tick all that apply
None   *	     Primary carer of a child/children (under 18)  * 	

Primary carer of disabled child/children  	*     

Primary carer of disabled adult (18 and over)  *      Primary carer of older person 	*

Secondary carer (another person carries out the main caring role)  *

Prefer not to say	*

EDUCATION AND TRAINING
	
Educational Establishments
	
From
	
To
	
Results Achieved
(details of grades etc, where known)

	

















	

	

	


	
Membership of Professional Institutes
	
Year of Election

	
Admission by Exam?
	
Details of Courses

	











	
	
	

	
Other Courses Attended
	
From
	
To
	
Details of Courses


	


















	
	
	





PARTICULARS OF PRESENT OR MOST RECENT EMPLOYMENT (most recent employer first). Please cover the last 10 years and state nature of business.  Please ensure that any gaps in the employment history are explained, i.e. unfit to work, unemployment, caring for relatives. When completing dates, please include the month as well as the year.
	Name and Address of Employer





	
Post Title: 


	
	
Date Appointed
 

	
Date of leaving (if appropriate)


	
	
Gross Annual Salary 

	
	
Salary Scale: - 


	
	
Reason for Leaving:


	
	
Notice Required:


	
Brief Description of Duties 








PREVIOUS EMPLOYMENT
	
Name and Address of Employer
(Indicate type of business, training scheme etc)

	
Position Held
	
Full-time/
Part-time
	
Date Started
	
Date of Leaving
	
Reason for Leaving

	



	
	
	
	
	



VOLUNTARY WORK EXPERIENCE
	
Agency or Organization

	
Type of Work or Duties

	
Date Started
	
Date of Leaving
	
Reason for Leaving

	






	
	
	
	






	
	REHABILITATION OF OFFENDERS ACT 1974 AND EXCEPTIONS ORDER 1975
Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974?  
YES/NO
Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020?   
YES/NO
The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.
Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.






	Supporting Statement:

	Please give details of how, in your opinion, your training, experience, knowledge and interests make you a suitable applicant for this post, particularly in relation to the Job Description or Person Specification provided

	

























	RELATIVES OF MEMBERS OR EMPLOYEES

Are you related to any Member or Employee of KEY      Yes o   No  o

If yes, please state name of relative & position held.

Name:

Position:


(NB canvassing or failure to disclose will disqualify)




REFERENCES

	
Please name two persons to whom reference may be made regarding your experience and suitability for appointment to the post. Where applicable at least one of these should be from your present or latest employer. References will only be taken up where a candidate is to be invited for interview.


	
1) Name and Address






Email Address:

Position or Occupation: 
	
2) Name and Address






Email Address:

Position or Occupation: 





	
Please state how you heard about this vacancy:





	Statement to be Signed by the Applicant
The Charity is committed to an anti-fraud culture and participates in statutory anti-fraud initiatives.
Please complete the following declaration and sign it in the appropriate place below. If this declaration is not completed and signed, your application will not be considered.
I acknowledge that Key Community is under a duty to protect the Service Users it supports and to this end I agree it may use information provided on this form for the prevention and detection of crime and it may share this information with other bodies solely for these purposes. I hereby give consent to such collection, storage and processing of my personal data and I agree that the information given on this form may be used for data registration purposes.
I hereby certify that:
· all the information given by me on this form is correct to the best of my knowledge
· all questions relating to me have been accurately and fully answered
· I possess all the qualifications which I claim to hold
· I have read and, if appointed, am prepared to accept the conditions set out in the conditions of employment and the job description.


Signature of Applicant                                                                                            Date






Please return your completed application form to:
HR Department
Key Community 
116 Baring Street, South Shields, Tyne & Wear.  NE33 2BA

Or email to:

tinaparry@keycommunity.org.uk


Key Community is a Registered Charity No. 1108921
and a Company Limited by Guarantee No.  5031398
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