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Employment Application Form
This application form is strictly confidential and any information you give will not be given to any other organisation or person unless they are involved in the selection process.

Please complete the form as clearly as possible. Include full names and addresses where appropriate. If you have any difficulty completing the form because of disablement (e.g. partial sightedness, dyslexia, or other impairment), it can be completed by another person but you must sign it.

Please advise us if you require additional assistance at interview.

Post applied for:     Maintenance Assistant    
Location:               Merrywood House and Earthsea House, Norfolk
Closing date:         Wednesday 7th March 2018
Personal details

Full name (including title): 


Any other names since aged 18: 



Current home address:




Home telephone:







Daytime telephone:

Email address:
Postcode:




 

Length of time at this address: 

Address  Details

Please give below any other addresses where you have lived in the last 5 years:

	Dates (to nearest month)

From:             To:
	Address (including postcode)

	
	

	
	

	
	

	
	

	
	

	
	


Please continue on a separate sheet if necessary.

Education

Please give details of education from age 11 and all qualifications gained, including those of a recreational nature.

	School/College

(including address)
	Dates

From/To
	Qualifications
	Grade/

Level

	
	
	
	

	Further/Higher Education
	Dates

From/To
	Qualifications
	Grade/

Level

	
	
	
	

	Professional Qualifications Place of Study
	Date Obtained
	Qualifications
	Grade/

Level

	
	
	
	

	Other Training
	Dates

From/To
	Qualifications
	Grade/

Level

	
	
	
	


Please continue on a separate sheet if necessary.

Proof of qualifications may be required at interview. Please ensure these are available.

Employment History
Current or last employment

Job Title: 

Name and Address of Employer:

Postcode:  


Dates of employment: 

Salary: 


Notice Required:


Reason for Leaving/ seeking new employment:  

	Please give a brief description of your current duties and responsibilities:




Previous Employment

Please provide details of your past employment, starting with the most recent. Account for any time not spent in employment or education, including periods of unemployment, voluntary work, or raising a family.

For employment in the last 5 years include salary details. Please indicate if employment was part-time.

	Name and Address of Employer
	Job Title
	Dates 


	Salary
	Reason for Leaving

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Give details of any skills or experience you have gained which you feel is relevant to this post:




	Explain any unusual features, including gaps, in your employment history:




	Please give details of any leisure activities and any interests:




Do you hold a full driving licence?                                  Yes / No

Please give details of any endorsements:

I confirm that all the information provided above is correct

Signed ___________________________________ Date _________
References
Childhood First will approach the referees of short listed candidates only. Please give details of 3 people who can comment on your suitability for this post, one of whom must be your current or most recent employer. It is preferable that you seek professional references where possible.

We reserve the right to contact any of your previous employers.

Name: 
 

Address:  


Postcode:  


Daytime telephone number: 

Email: ……………………………………………………………………………………………………………….
In what capacity do you know this person?

Name: 
 

Address:  


Postcode:  


Daytime telephone number: 

Email: ……………………………………………………………………………………………………………….
In what capacity do you know this person?

Name: 
 

Address:  


Postcode:  


Daytime telephone number: 

Email: ……………………………………………………………………………………………………………….
In what capacity do you know this person?

 Equal Opportunities

We are committed to ensuring equality of opportunity to everyone within our employment or care. Our policy is to select, develop and promote people on the basis of their skills and abilities. None of the information on the Equal Opportunities Monitoring Form will be used in the selection process.

The Foundation makes every effort to ensure that there is no discrimination, either direct or indirect, on the grounds of colour, race, nationality, ethnic origin, religion, gender, sexual orientation, marital status, age or disability in all aspects of its work. We are committed to working in an anti-discriminatory way and will address the psychotherapeutic needs of young people from black and other minority ethnic groups. We expect our staff to be in full agreement with these aims.

Any offer of employment will be subject, dependent on the nature of the post, to receipt of either Enhanced or Standard Disclosure from the DBS. Our Policy on the Recruitment of Ex-Offenders and information about the Disqualification for Caring for Children Regulations 1991 accompany this form.

_________________________________

Information regarding unsuccessful candidates will be held for no longer than 6 months and used only in connection with the selection process or issues arising from it.

________________________________

Thank you for your interest in employment with Childhood First. We receive a large number of applications and we are unable to acknowledge receipt of them all. If you require notification please enclose a stamped addressed envelope with your application form.

	Your completed application form should be returned to:

Sue Robinson
Business Support Administrator
Earthsea House                                       

Berry’s Lane

Honingham

Norfolk

NR9 5AX

Or by email to:     earthsea.admin@childhoodfirst.org.uk              

If posting, please ensure the correct postage is applied.  We will not accept delivery of your application if there is insufficient postage and Royal Mail requires an excessive fee.




Registered Office: 210 Borough High Street, London SE1 1JX 

Registered Charity Number 286909


	Declaration


Rehabilitation of Offenders Act 1974 (Exemptions Order) 1975

The post for which you are applying is exempt under the provisions of this Act. 

Please give details below of any criminal record, including cautions, spent convictions, and any pending circumstances which might lead to prosecution, conviction, bind over or caution. 

You do not have to declare any items that are “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 (as amended in 2013).  Details can be found at;

1. http://www.legislation.gov.uk/ukdsi/2013/9780111537718/contents
2. https://www.gov.uk/government/publications/dbs-filtering-guidance
3. https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
or you can request guidance on your particular circumstances “in confidence” from the HR Manager on 020 3326 4756.

If none, you should state ‘none’.

Previous convictions:

	Date
	Offence
	Sentence

	
	
	

	
	
	

	
	
	

	
	
	


Pending matters:
	Date
	Circumstances

	
	

	
	


A criminal record will not necessarily bar you from appointment and will only be taken into account for recruitment purposes when the conviction is relevant.

If you are offered employment a criminal record check will be conducted through the Disclosure and Barring Service before the appointment is confirmed. This will include details of cautions, reprimands or final warnings, as well as convictions that are not protected. It will also include a check against the Protection of Children Act List and the DfES List 99.

Disciplinary Procedures.

Are you subject to any current or outstanding disciplinary procedures? 
Yes/No

If yes, please give details:

Disqualification For Caring For Children Regulations 2002.

These regulations disqualify individuals who have committed certain offences, or for other reasons, from running or being employed in a children’s home. Information on reasons for disqualification was provided with the application form. Please confirm that you are not so disqualified by signing the declaration below:

I confirm that all the information contained herein is to my knowledge true and accurate and that none of the circumstances leading to disqualification under the Disqualification For Caring For Children Regulations apply to me.

Signed: ____________________________________ Date: ________________

Please note: If you fail to disclose any criminal conviction (other than protected under legalisation) or if the information on this form is found to be false and misleading, you are liable to disqualification from appointment. If appointed, you would be subject to immediate dismissal without notice.

This form should be returned with your application in a sealed envelope marked “Declaration”
Last reviewed:  01/08/2013

Equal Opportunities Monitoring Form
We hope you will assist us by completing this form. This information is being gathered to monitor the operation of Childhood First’s Equal Opportunities policies and the effectiveness of the advertising media used, and for no other reason.  The data will be treated with the utmost confidentiality and will not be used in the process of recruitment and selection.

Name: 

(Your name is needed to assist in monitoring the recruitment process. However, it will not be recorded in any monitoring data.)

	Post applied for: 
	


How did you hear about this vacancy?

	□ Advertisement (Please state name of publication or website): 
	


	□ Other (Please specify): 
	


Ethnic origins

How would you describe your ethnic origin?

Ethnic origin refers to members of an ethnic group who share the same cultural background and identity. The categories listed below are approved by the Commission for Racial Equality.

Please put a tick  (√) in the appropriate box.

□    
Bangladeshi




□ 
Indian

□
Black African




□ 
Irish

□
Black Caribbean



□ 
Pakistani

□
Black Other (Please specify below)
□  
White 

□ 
Chinese




□  
Any other group 

	Please specify:
	


Gender and marital status

Please put a tick  (√)in the appropriate boxes.

I am:

□ Male

□ Female
                  

□ Single  
□ Married

Age

	Date of Birth
	


Disability

Please put a tick(√) in the appropriate box.

I consider myself to be: 

□ Disabled 

□ Not Disabled

1
1

