	The Fortune Centre of Riding Therapy

Application for Employment
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Avon Tyrrell, Bransgore, Dorset, BH23 8EE

Web site:  www.fortunecentre.org
Tel: 01425 673297     Fax: 01425 674320
Please complete this form and return it to the Personnel Department by the closing date stated in the advertisement


	POST APPLIED FOR

	HOURS INTERESTED IN
Full time/Part time/Bank (please circle)




	TITLE
MR/MRS/MISS/MS

DR ETC.
	SURNAME

	FORENAMES (in full)


	PREVIOUS SURNAME (S)


	HOME ADDRESS


	CONTACT DETAILS 

Home phone number 
Work phone number

Mobile phone number

E-mail address


	CURRENT OR MOST RECENT POST HELD


	From month & year
	 Name and address of employer
	Position held, nature of work and reason for leaving/wanting to leave

	
	
	

	CURRENT OR MOST RECENT SALARY & BENEFITS

	


                                                                                                                                                     INCLUDEPICTURE  "http://www.investorsinpeople.co.uk/NR/IIP/Images/Page%20Header/IIPMainLogo.gif" \* MERGEFORMATINET                             
	PREVIOUS EMPLOYMENT
Give details of your previous employment, most recent first (if necessary, continue on a separate sheet)

	From

month/year
	To

month/year
	Name & address of employer 
	Position held, nature of work, reason for leaving

	
	
	
	


	ANY TIME NOT ACCOUNTED FOR ABOVE (E.G. UNEMPLOYMENT, CHILD CARE, TRAVEL ETC.)


	From

month/year
	To

month/year
	Reason 

	
	
	


	JOB RELATED OR RELEVANT TRAINING



	School/ College/ University 
	Qualifications
	Grade achieved 
	Date

	
	
	
	

	MEMBERSHIP OF PROFESSIONAL INSTITUTES/BODIES 


	Name of institute/body
	 Membership grade
	By examination
	Date

	
	
	Yes/No
	

	
	
	Yes/No
	


	EMPLOYMENT REFERENCES
The Fortune Centre of Riding Therapy requires two employment references from all candidates, one of which should be your most recent employer. Please give details of the Personnel Manager or other organisational representative that we should contact.  If you are unable to give two employment references please give the name/s of referees who can provide on independent character reference for you. Two referees must be provided.  

	Name and Job title

                                                   
	Can we contact before 

interview?          Yes/No

	Address


	Telephone 
	

	
	Fax 


	

	
	E-mail


	


	Name and Job title

                                                   
	Can we contact before 

interview?          Yes/No

	Address


	Telephone
	

	
	Fax 


	

	
	E-mail
	


	PROTECTION OF CHILDREN  (Rehabilitation of Offenders Act, 1974 (Exceptions) (Amendment) Order 1986)

	The Fortune Centre of Riding Therapy takes advantage of the national arrangements organised by the Criminal Records Bureau whereby they check that people appointed to the staff do not have a police record of a nature that would indicate that they are not suitable for such a post.  All short-listed candidates will be asked at interview to confirm that they have no such record.  The successful candidate will be required to provide the information on which the CRB Disclosure check will be based and to agree to that check being carried out.  This check is not limited by the Rehabilitation of Offenders Act to offences committed within the recent past.  A copy of the Code of Practice for Registered Persons and Recipients of Disclosure Information is available on request.

Have you been convicted / Police cautioned of any criminal offences?                                          YES/NO

If Yes, please give details of the conviction(s) and the Date(s) under separate cover addressed to the Head of Personnel and in an envelope marked “Private and Confidential”.



	WHERE DID YOU HEAR ABOUT THIS POSITION?



	REASON FOR APPLYING

Please say briefly why you are interested in the post, and mention anything else in support of your application:


	PLEASE SIGN AND DATE YOUR APPLICATION
I declare that I have completed this application truthfully and understand that I will liable to disqualification or dismissal should any of the information later be found to be false. 

SIGNATURE......................................................................…………………
DATE..............………….......................

NB: The Fortune Centre of Riding Therapy complies with the provisions of the Data Protection Act 1998, which defines personal information relating to ethnic/racial origins as sensitive data.  By signing this form you give your consent for The Fortune Centre of Riding Therapy to process sensitive and other personal data for the purposes of recruitment and selection. (If you complete and return this form electronically, you will be asked to sign a printed copy at the interview)'


Canvassing
Please note that canvassing of Board members and/or employees of The Fortune Centre of Riding Therapy either directly or indirectly will automatically disqualify a candidate from appointment.
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The Fortune Centre of Riding Therapy
Equal Opportunities
In order to monitor our equal opportunities policy we would ask you to complete this form.

This form will remain confidential within the Personnel Department and will not be seen by the short-listing panel.

	Surname:


	Forename:

	Position applied for:



	Date of Birth


	Age
	Nationality


	Do you have any Work Permit Restrictions?

YES  (          NO    (


Male  FORMCHECKBOX 
  Female   FORMCHECKBOX 
   (please tick the appropriate boxes)

What do you consider to be your Ethnic or Racial Origin (that is your origin by descent)?

Please circle.

	WHITE

	British / Irish / Other, please specify

	MIXED
	White & Black Caribbean / White & Black African / White &Asian /

Any other mixed background, please specify

	ASIAN OR ASIAN BRITISH

	Indian / Pakistani / Bangladeshi / Any other Asian background, please specify

	BLACK OR BLACK BRITISH

	Caribbean / African / Any other Black background, please specify



	CHINESE OR OTHER ETHNIC GROUP
	Chinese / Any other Ethnic group, please specify


Please complete the following (for monitoring purposes only)

	Do you consider yourself to have a disability?

(This information is needed for all applicants who have a disability and meet the minimum criteria for this position are offered an interview).
	YES
	NO

	Religion
	None
	Buddhist
	Christian
	Hindu
	Jewish
	Muslim
	Sikh
	Other
	Do not wish to answer


The Fortune Centre of Riding Therapy is an equal opportunities employer. The aim of our policy is to ensure that no job applicant receives less favourable treatment as a consequence of their gender, marital status, race, ethnic origin, colour, nationality, national origin, disability, sexuality, religion, age, responsibility for dependants, employment status, trade union membership or social and economic status.  Furthermore, The Fortune Centre of Riding Therapy believes that an individual’s criminal record should not lead to less favourable treatment unless it can be shown to be clearly related to the duties or role expected of the employee.  Selection criteria and procedures are intended to ensure that individuals are selected, promoted and in all other ways treated on the basis of their relevant merits and abilities.

All information provided by applicants will be treated as confidential.
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The Fortune Centre of Riding Therapy
GUIDANCE FOR COMPLETING THE APPLICATION FORM

Thank you for your interest in working for The Fortune Centre of Riding Therapy.

The decision whether to invite you for interview will be made on the basis of the information you provide on the enclosed application form.  The notes below are designed to help you make the best of your application and to help us to process it efficiently.  Please read them before completing your form.

1. Read through the form first.

2. Read the advertisement, job description and person specification to help you think about the job.  It may help to arrange an informal visit or to discuss the post over the telephone.  Think about what skills, qualifications and experiences you have which will be relevant.  Do not forget those you have gained outside full-time employment; for instance, domestic responsibilities or social and community activities.  Make sure you draw our attention to them and show how they are relevant on the “Supporting Information” section of the form.

3. Complete the form in black ink, ball-point or typescript so that it can easily be read and photocopied.

4. You must quote two referees with whom we can confirm the information you have given and who may be able to comment on your suitability for the job you have applied for.  Internal candidates should give their immediate line manager. Other candidates should give their current or most recent employer. If you are unsure, please contact the Personnel department indicated on the form.

5. To help ensure that our Equality and Diversity Policy is effective, all candidates are requested to complete “Equal Opportunities Form”.  This information is confidential and is used for monitoring purposes only.  It is not included in the short-listing and does not form part of the decision to select for interview.

6. Read through the application and check for errors and omissions.  You may wish to keep a copy.  Ensure that you send back the whole form and enclosures to the Personnel department on or before the closing date.  Applications received after the closing date will not be considered unless by prior arrangement.

7. After the closing date, the manager responsible for the vacancy will choose a shortlist of candidates to be invited to attend an interview for the post.  Unfortunately we are unable to write back to every applicant, and therefore if you have not heard from us within four weeks of the closing date you should assume that you were not selected for interview on this occasion.

8. If you require particular arrangements for attending the interview, please let the Personnel department know.

Thank you again for your interest and good luck with your application.  If you require any further assistance, please contact the Personnel department.
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The Fortune Centre of Riding Therapy
General Information for Prospective Employees

Welcome to The Fortune Centre of Riding Therapy.  The following information covers some of our Terms and Conditions of Employment and general information regarding working for the FCRT.  Please read it prior to coming to your interview, where we will be happy to answer any questions that you may have.

Pension Scheme

The Fortune Centre of Riding Therapy will, at the written request of the Employee, pay to the Employee’s personal pension provider an amount equivalent to 5% of gross salary. This is to be matched by the Employee contributing at least the equivalent of 2% of their gross salary. 
Health Insurance Scheme

Membership of this scheme, which is fully paid for by each individual member, is available; details can be obtained from the Company Secretary.
Mileage Allowance

Staff may claim for authorised mileage done in their own car on FCRT business.  This includes travel between sites during a working day.  The FCRT does not pay any mileage for travelling to and from work at the beginning and end of each day.  Detailed records must be kept and claims submitted monthly.
Insurance

The FCRT has full Public Liability Insurance and Employer’s Liability Insurance.  The FCRT insurance covers staff and their vehicles when being used on FCRT authorised business.  

Training 
At the FCRT we believe that training is essential to enable all employees to perform their duties to the highest standard.  Whilst you are with us you will have the opportunity to develop your existing skills and to learn many new skills.  This will be through a combination of on-job and off-job training, often supported by formal qualifications.  Some training is mandatory e.g. induction, health & safety and manual handling. Everyone is required to attend designated FCRT Training Days.  Please be aware that some training may take place outside normal working hours.

Sick Pay

If you are absent from work and your illness or injury prevents you from working you may be entitled to the following sick pay benefits (including the amount of any statutory sick pay or social security sickness benefit to which you may be entitled) provided that The Fortune Centre of Riding Therapy is satisfied with the reasons given for your absence.  Depending on your length of service, the benefits outlined below may apply.

During trial period:


Statutory Sick Pay only in accordance with 








government rules from time to time in force

During 1st year of service:  

maximum 1 week at basic salary

During 2nd year of service:  

maximum 2 weeks at basic salary

During 3rd year of service:

maximum 3 weeks at basic salary

During 4th year of service:

maximum 4 weeks at basic salary

During 5th – 9th year of service:

maximum 10 weeks at basic salary

After 10 years of service:

maximum 16 weeks at basic salary

Bank Staff that are paid hourly are only entitled to receive Statutory Sick Pay in accordance with government rules from time to time in force.
If you are unable to attend work for any reason, you must undertake to inform the FCRT at the earliest opportunity on the first day of absence or as soon as reasonably practicable. You must also provide to the Employer with the reasons for your absence and its likely duration. Such information is held in the strictest confidence.
Dress

The Fortune Centre of Riding Therapy requires its’ employees to set a good example of dress to students. While working on the yard, clothing should be neat & professional. Plain, dark colours are preferable for practical as well as aesthetic reasons. Jeans are not acceptable yard wear. While on residential & ‘life skills’ duties, clothing may be casual, but not scruffy.

Beverages and Meals

Tea, coffee and meals when on duty/at work during FETH Course term time are free of charge (meals are not provided at the following times: from and including the day after students departure for the Christmas and Easter holidays, until the day of the students return, from 1st to 31st August inclusive, and all Saturdays and Sundays during the FETH Curse summer holiday and during half term breaks). Meals are those prepared for the students. 
Car Parking

All staff cars should be parked in the main car parks, which are free of charge.  The FCRT can accept no responsibility for the loss of or damage to any vehicle parked on or near FCRT property, however caused.

Smoking

No smoking is permitted at any time on any FCRT location.  No smoking is allowed in FCRT vehicles or in the company of students. Students are not permitted to smoke on any FCRT locations or on any FCRT outings or when accompanied by staff.

Functions

All staff are expected to attend The FCRT’s Christmas Celebration (Fortune of Christmas), and the FETH Course Summer Prize Giving. 

Confidentiality

It is a requirement of FCRT employment that each staff member undertakes to maintain strict confidentiality within The FCRT at all times.  

Policies and Procedures

Staff must read and follow FCRT policies and procedures.  You are expected to adhere to these and any subsequent policies and procedures.

Conflict of Interests

FCRT employees are not permitted to undertake any other employment that, in the opinion of the FCRT, would interfere with the efficient discharge of their duties.






Workplace
Your work may be at any of the FCRT sites, Avon Tyrrell (Aty), incorporating Robert House (RH), Wootton Hall Farm (WHF) and Lanfranco House (LFH). 


The Fortune Centre of Riding Therapy is committed

 to safeguarding children and young people

All successful candidates will be subject to a Criminal Records Bureau Check along with other relevant employment checks.
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The Fortune Centre of Riding Therapy
STAFF WORKING TERM-TIME ONLY

Hours of Work

Full-time staff work 40 hours p/w; part-time staff are therefore paid pro rata to 40 hours p/w
Overnight duties (which a generally sleeping) are paid £30.34 per night weekdays, £60.68 for Saturday nights.

Holidays

No students remain during FCRT holidays which are approximately 12 weeks per annum. There are designated training & ‘shut-down’ days which must be attended by all employees, & all staff are expected to complete their full total of contracted weekly hours over the number of weeks they have agreed to work. For ‘term time only’ staff, this is typically 40 weeks.
Bank holidays are worked as normal days, if they fall within term time.
STAFF WORKING FULL-YEAR CONTRACT 

Hours of Work

Full-time staff work 40 hours, inclusive of meal breaks; part-time staff are paid pro rata to 40 hours.

Overnight duties (which a generally sleeping) are paid £30.34 per night weekdays, £60.68 for Saturday nights.

Holidays

Standard holiday entitlement is the equivalent of 30 days – 22 days annual leave, 8 days in lieu of public holidays (which are worked as normal days). Staff whose duties are predominantly student contact MUST take their annual leave while the students are away. Holiday must be approved & agreed, to ensure adequate and appropriate daily year round care of the horses (365 days p.a), and care and maintenance of the premises.
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