
1 | P a g e  
 

 
 
 
 
Introduction 
Please read these notes carefully before completing the application form. It is important that 
you take your time to fill the form as fully and as accurately as possible.  Applications are scored 
based on the evidence you provide on how you meet the Job Description and Person 
Specification, so poorly completed applications are likely to score low. Please give evidence of 
your experience, skills and knowledge where it is asked for. 
 
You should provide evidence for everything that is outlined in the Person Specification.   
The decision to invite you for interview is based on the information given on the application 
form.  You may also choose to submit a CV. 
 
General Points 
Please complete all parts of the application form and type or use black ink so that when we 
photocopy the form it is clear and legible. Use a font size no less than 11.    
 
The Application Pack contains 

1. Application letter 
2. Job description and person specification 
3. Application form 
4. Guidelines for completing the application form 
5. Copy of the advertisement 
6. A leaflet about Emmanuel House 
7. Equality & Diversity form 

 
You will get more information about Emmanuel house from our website 
www.emmanuelhouse.org.uk and from our Facebook page. 
 
 
Contact details 
Please give your full name, address, post code and telephone numbers.   Please also let us know 
if you have any special requirements in relation to interview arrangements. 
 
Previous staff and volunteers 
Please give any information relating to previous involvement with Emmanuel House (including 
the Winter Shelter) and whether you are related to anyone associated with either of them. 
 
 
 

Application Form  
Guidance Notes 
 

http://www.emmanuelhouse.org.uk/
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Education qualifications 
Please give full details of your educational qualifications starting with the most recent.  
 
Other relevant training courses  
Include all qualifications that you have gained both part time and full time up to a period of the 
previous ten years that are relevant to the role you are applying for. 
 
Further relevant information 
Please provide any information that may be relevant to your application like previous 
volunteering experience, membership of public bodies, projects you may have undertaken. 
 
Current employment 
If you are currently employed please provide full details of your main duties and 
responsibilities, when you started in your current employment and your reasons for wanting to 
leave.  Remember to include any relevant experience, skills and knowledge gained in other 
capacities e.g. volunteering. 
 
Dates of previous employment 
Please give details of all your previous employment since leaving school/college in date order 
starting with the most recent. Any gaps in your employment will need to be explained and 
understood by the interview panel. 
 
References 
Please give the names and contact details of two referees. One must be your current or most 
recent employer and the other a person who knows you in another capacity, for example as a 
volunteer or in a professional capacity. However they cannot be a family member or someone 
who works or volunteers for Emmanuel House or the Nottingham Winter Shelter.  Please 
indicate whether either referee may be contacted prior to interview should you be shortlisted.  
 
Supporting Statement  
This is a very important part of your application form as it gives you the opportunity to 
demonstrate why you are suitable for the post. Before completing it please refer to the Job 
Description and Person Specification.  To ensure every point is evidenced you might find it 
helpful to draft this section by treating each statement in the Person Specification as a sub 
heading (but don’t include them in your application). 
 
Give examples to show how or what you have done to meet each of the criteria in the Person 
Specification. Be specific about your skills and specify your own responsibilities, demonstrate a 
particular skill rather than just saying you have it. For example if the Person Specification asks 
you to demonstrate an ability to paint a portrait, you may want to describe what 
methods/processes you have used to do this, at what level and with what success.  Ensure you 
provide evidence to support  what you say about who you  are and what you have done. 
 
Please name and number any continuation sheet if you use one 
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Outstanding disciplinary/legal proceedings 
Every application is taken on its merits and such proceedings do not automatically bar you from 
applying for a role or from you being appointed if you are the best candidate.  If you are the 
best candidate we will discuss these matters with you separately from the formal interview 
process. 
 
Interview exclusion dates 
If you are shortlisted for interview we will make adjustments to the best of our ability regarding 
any dates you are not available for.  Please say if you are not available for the advertised 
interview date and for the two weeks thereafter. 
 
Criminal convictions 
The Disclosure and Barring Service (DBS) carries out criminal record checks for specific  
positions, professions, employment, offices, works and licenses included in the Rehabilitation of 
Offenders Act 1974 (Exceptions) Order 1975 and those prescribed in the Police Act 1997 
(Criminal Records) regulations.  Please sign and date to confirm the information you have 
provided in this section. 
 
 Asylum and Immigration Act 2006 – proof of legal right to work in the UK 
The Immigration Asylum and Nationality Act 2006, sections 15-25, place a requirement on 
Emmanuel House (and any employer) to check that any employee who commences 
employment after 29 February 2008 has a right to live and work in the UK . Therefore before 
any successful candidate commences work the Emmanuel House must confirm their eligibility 
to live and work in the UK. To confirm eligibility candidates should be asked to provide certain 
original documents prior to their employment commencing.  Please indicate which documents 
you are able to provide. 
 
Declaration 
Please read the statements in this section and sign and date the form to confirm agreements 
contained in your application form. 


