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Families, drugs and alcohol





Dear Applicant,

Please find enclosed the following documents to assist you in applying for the position of Family Support Coordinator at Adfam:

1. Application form

2. Self Disclosure of Criminal Convictions form 

(please submit completed form in a separate envelope / document attached to your application) 

3. Equal opportunities monitoring form

4. Information on Adfam benefits
Please complete and return all the relevant forms by 12.00pm Friday 4 October 2019 to:

admin@adfam.org.uk 



or in case of a hard copy: 
Adfam 

120 Cromer St 

London WC1H 8BS

Interviews will take place in Swindon on 10 October 2019.

Only candidates short-listed for interview will be contacted and notified. 

Thank you for your interest in working with Adfam. We look forward to receiving your application.
Yours, 
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Vivienne Evans OBE

Chief Executive

Please visit http://adfam.org.uk/files/JOB_DOCS/13.-GDPR-Privacy-Notice-for-Job-Applicants-(GB).doc to view Adfam’s privacy notice for all prospective job applicants.

Application For Employment

	Post for which you are applying
	

	Where did you see this post advertised?
	


Personal Details

	Surname:
	
	Preferred title:
	

	First name(s):
	

	Address:
	

	
	

	Tel (eve):
	
	Tel (day):
	

	Email:
	

	Mobile:

	


References

Please give details of two people not related to you in any way, who may be approached for references.  You should include your current or most recent employer.

Reference 1




Reference 2

Name:





Name:

Address:




Address:

Tel:





Tel:

Email:





Email:

Occupation/Relationship


Occupation/Relationship

	About AdFam
Adfam is the national charity working to improve the lives of the many thousands of families affected by the drug and alcohol use of others, giving them a voice. Substance misuse can threaten and ultimately destroy family relationships. We work with family members and carers, support frontline staff and volunteers and influence decision-makers to stop this happening. Our vision is that anyone affected by someone else’s substance misuse has the chance to benefit from healthy relationships, to be part of a loving and supportive family and to enjoy mental and physical well-being. One of our key principles is to listen to families and frontline workers, in order to inform our approach and our organisational priorities. Family members are at the heart of all our work and inform everything we do.
For more information please visit www.adfam.org.uk



	hINTS AND TIPS ON COMPLETING THIS FORM
· Please note CVs are not accepted.
· We wish to ensure that comparison between applicants is fair and in line with the Adfam’s Equal Opportunities Policy.  The information you provide on this form is the only information we will use in deciding whether you will be short listed for an interview.  It is therefore essential that you complete the form fully and that you clearly demonstrate how you meet each point on the Person Specification.
· You should use the points in the Person Specification as headings when filling in the section of the application form that says ‘personal statement’, or if you prefer, write a paragraph on each criteria.
· It is the applicant’s responsibility to ensure that completed application forms are received by the stated time on the closing date.
· We accept applications on line: admin@adfam.org.uk
· If you would prefer to type  or write your application form and send it to us in hard copy you can download a copy from www.adfam.org.uk and post to Adfam, 120 Cromer St, London WC1H 8BS
· If you have any queries about completing the form, please contact Adfam on 0203 817 9410 



	DISABILITY
Do you have a disability, which requires the provision of specific facilities at interview or for work?  If so, is there anything we could do to assist you?  Please give details:
(We are using the word ‘disability’ to include people with obvious disabilities and those with invisible disabilities or persistent health problems.)



Educational Qualifications

	Schools, colleges, etc.
attended from age 11
	Dates
From - To
	Qualifications obtained,
certificates, diplomas, degrees etc.

	
	
	


Training Courses

Give brief information about any relevant training courses you have attended
	Name / type of training
	Date/s

	Name of institution or organisation responsible for delivering this training.

	
	
	


PRESENT OR MOST RECENT EMPLOYMENT

	Date of appointment:

	Date left (if applicable):


	Salary:

	Post held:


	Name of Current/ Most recent Employer:


	Period of notice required:


	Please give a brief description of your duties and responsibilities:



	Reason for leaving (if applicable):




Previous Employment and Voluntary Experience

Include all paid employment and any voluntary work relevant to your application

	Name & address of
employer
	Dates
From-To
	Position & duties
	Reason for leaving

	
	
	
	


	PERSONAL STATEMENT

Please write a personal statement of not more than 750 words which covers
· why you are interested in the job
· your skills, experience and knowledge in relation to the Person Specification.
You must address each point on the Person Specification (feel free to number your responses).Short-listing will be based on the degree to which you match the qualities in the Person Specification.  



I confirm that, to the best of my knowledge, the information given in this application is correct and that I have been legally resident in the UK for a period of 3 years.

Signature:                                                                                                   Date: 

CONFIDENTIAL
SELF-DISCLOSURE OF CRIMINAL CONVICTIONS 

You are advised that under the provisions of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended by the Rehabilitation of Offenders Act 19. (4 (Exceptions) (Amendment) Order 1986 you should declare all convictions including 'spent' convictions. 

Everyone who is applying to become an employee with Adfam is required to disclose any criminal convictions before their application can be considered, We therefore require candidates to fill out this form in order to be considered for any vacancy, No application can be considered unless this form has been completed and returned but each case will be considered on its merits and in relation to the particular job being applied for. Please note that if it comes to our attention that you have made a false disclosure or omitted information on this form, you will be summarily dismissed from Adfam. 

We realise that this information is particularly sensitive so please place this form in a separate envelope, seal it and write your name on the envelope. This information will be treated as highly confidential and destroyed if your application for employment is not successful

	A.  Do you have any criminal convictions?

[image: image2.png]
Yes 



No

Please complete the details below.
	B.  Do you have any spent convictions?


Yes                                          No 

N.B. We may ask for additional information at a later date.


	If you answered ‘Yes’ in box A, please give details:

	Offence(s)
	Details
	Sentence
	Date of Sentence

	
	
	
	


I believe the information disclosed above to be true and accurate to the best of my knowledge.  I understand that if I am successful in my application to Adfam, I may be subjected to a Criminal Records Disclosure procedure at an appropriate level, and that the outcome of this may affect the offer of employment.

Full Name:
……………………………………………………………………………………………

Any other name previously known by:
……………………………………………………

Full Address:
……………………………………………………………………………………



……………………………………………………………………………………………

Place of Birth:
……………………………


Signature:
……………………………………

Date:
……………………………………

EQUAL OPPORTUNITIES MONITORING FORM 

	Adfam operates a clear equality and diversity policy. We would like to monitor the effectiveness of this policy on the recruitment and employment of staff and volunteers. We would find it helpful to receive some additional information from you. You do not have to fill in this form and we would like to assure you that: 

	1. The monitoring form will not be seen by anyone involved in the interview and selection process. It will be removed from your application form before the short-listing process begins. 

	2. The information will be only used for gathering data and will be destroyed after the recruitment process. 

	3. Your application or employment will not be affected if you do not return this form. 


	Post applied for:
	


	(Please tick as appropriate)

	I would describe myself as:
	Male
	
	Female
	

	I have a disability
	
	I do not have a disability
	


	(Please tick as appropriate)

I would describe my ethnic origin as: 

	1. Asian or Asian British
Indian
Pakistani
Bangladeshi
Any other Asian background 
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	4. Mixed 
White and Black Caribbean
White and Black African
White and Asian
Any other mixed background
	    FORMCHECKBOX 

    FORMCHECKBOX 

    FORMCHECKBOX 
        
    FORMCHECKBOX 


	2. Black or Black British
Caribbean
African
Any other Black background
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	5. White
British
Irish
Any other White background
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	3. Chinese or Other ethnic group
Chinese
Any other
	 FORMCHECKBOX 

 FORMCHECKBOX 

	Prefer not to say              
	 FORMCHECKBOX 



	(Please tick as appropriate)

I would describe my religion or belief as: 

	No religion
Buddhist
Christian
Hindu 
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Jewish
Muslim
Sikh
Other
Prefer not to say
	    FORMCHECKBOX 

    FORMCHECKBOX 

    FORMCHECKBOX 
        
    FORMCHECKBOX 

    FORMCHECKBOX 


	(Please tick as appropriate)

I would describe my sexual orientation as: 

	Bisexual
Gay woman/lesbian
Prefer not to say
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	Gay man
Heterosexual/straight

	    FORMCHECKBOX 

    FORMCHECKBOX 

   


	I saw the advertisement:

	Newspaper (which?)
	
	Notice Board (where?)
	

	Internet (which?)
	
	Newsletter (which?)
	

	Other source:
	
	
	


ADFAM BENEFITS

Adfam’s main office base is close to St Pancras and Kings Cross mainline stations.  The office building is fully accessible for wheelchair users.

Benefits of working for Adfam include:

· 25 days annual leave per annum, in addition to public holidays based on a full time position, pro rata for all other positions (this rises to 30 days after 5 years continuous service)
· Up to 3 days additional holiday to cover the period in between Christmas and New Year

· Auto enrolment into the People’s Pension plan (Adfam will match pension contributions up to a maximum of 6.5% of salary), after successful completion of the probationary period

· Overtime is not paid but time off in lieu can be taken

· Up to 2 weeks leave per annum for caring responsibilities

· Some accommodation can be made for requests for flexible working hours, and working from home 
· Interest free season ticket loan after successful completion of probationary period




























