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                          Aspirational ● Collaborative ● Joyful ● Compassionate 
	Application Form 

	Thank you for your interest in working at St Elizabeth’s. We are committed to safeguarding and promoting the welfare of children, vulnerable adults and young people. The post you are applying for is covered by the Rehabilitation of Offenders (Exceptions) Act 1975. If successful, you will be required to apply to the Disclosure & Barring Service for a Disclosure. If you require details at this stage, please contact us on 01279 844348.


	Section 1: Personal Details 

	Position applied for:
	
	Title (Mr, Mrs, Miss, Ms, etc.)
	

	First Name: 

	
	Email Address: 
	

	Last Name:

	
	Telephone No (Mobile):
	

	Date of birth: 

	
	Telephone No (Home):
	

	National Insurance Number:
	
	Any former (first/last) names:
	

	Address: 
	
	Have you ever worked for St Elizabeth’s?
	YES/NO

	Are you related to/close friend of any employee/governor/trustee of St Elizabeth’s? If yes, please provide details which include your relationship to them. 
	
	Do you have a current valid UK driving licence?
	YES/NO

	
	
	Do you have access to a car for work purposes?
	YES/NO



	Section 2: Education and Training 
Please give details of your education and any professional qualifications, starting with the most recent.


	Dates attended (DD/MM/YY)
	Name & Address 
	Qualifications
	Grade 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Section 3: Professional Memberships 

	Name of
institute/professional body
	Registration type and status 
	Membership number
	Renewal date

	
	
	
	


  Should you be successful in gaining employment with us, we will request to see original certificates.



	Section 4: Employment history 
Owing to the nature of our work, a complete and accurate employment history must be provided in date order for your application to be considered. This includes:
· Listing ALL current and previous full-time and part time paid work (e.g. employed, self-employed, casual and agency) 
· Including any additional jobs undertaken whilst employed in a main job or studying 
· Explaining any gaps in employment (unemployment, work placement, voluntary work, raising a family or extended travel)
· This should date back to when you left school at 16/18 to the present day 

	Name, address, telephone number & nature of employer
(or other relevant details if not employed during this time)
	Hours per week
	Job title 
	Month / Year
	Please indicate reason for leaving:
1. Voluntary
2. Redundancy
3. End of temporary contract
4. Dismissal
5. If other, please advise

	
	
	
	From
	To
	1
	1
	2
	3
	4
	5

	Current employer: 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	



	Section 5: References
We require references to cover a 5-year period. You may not need to complete all if your employment references cover 5 years.

	Referee 1 (current or most recent employer)
Company Name:
Full name: 	
Last name:	 
Address: 
Period of employment: 


Postcode:
Occupation:
Relationship to you:
Contact phone no:	
Can we contact this person prior to interview? YES/NO
Email:	
	Referee 2
Company Name:
Full name: 	
Last name:	 
Address: 
Period of employment: 


Postcode:
Occupation:
Relationship to you:
Contact phone no:	
Can we contact this person prior to interview? YES/NO
Email:	

	Referee 3 
Company Name:
Full name: 	
Last name:	 
Address: 
Period of employment: 


Postcode:
Occupation:
Relationship to you:
Contact phone no:	
Can we contact this person prior to interview? YES/NO
Email:

Please sign to give your consent to approach all referees

Signed…………………………………. Date…………………….
	Character reference (if employment references don’t cover 5 years)

Full name: 	
Last name:	 
Address: 



Postcode:
Occupation:
Relationship to you:
Contact phone no:	
Can we contact this person prior to interview? YES/NO
Email:



	Section 6: Criminal Records Declaration 
This form must be completed by all applicants. The information disclosed on this form will not be kept with your application form during the application process.

	Policy statement on recruiting applicants with criminal records
This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare any convictions, cautions, reprimands and final warnings that are not protected (i.e. that are not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).
For further information on filtering please refer to Nacro guidance and the DBS website.
We recognise the contribution that ex-offenders can make as employees and volunteers and welcome applications from them. A person’s criminal record will not, in itself, debar that person from being appointed to this post. Any information given will be treated in the strictest confidence. Suitable applicants will not be refused posts because of offences which are not relevant to, and do not place them at or make them a risk in, the role for which they are applying.
All cases will be examined on an individual basis and will take the following into consideration:
· Whether the conviction is relevant to the position applied for.
· The seriousness of any offence revealed.
· The age of the applicant at the time of the offence(s).
· The length of time since the offence(s) occurred.
· Whether the applicant has a pattern of offending behaviour.
· The circumstances surrounding the offence(s), and the explanation(s) offered by the person concerned.
· Whether the applicant's circumstances have changed since the offending behaviour.

It is important that applicants understand that failure to disclose all convictions, cautions, reprimands or final warnings that are not protected could result in disciplinary proceedings or dismissal. Further advice and guidance on disclosing a criminal record can be obtained from Nacro.





	Section 6.1: Criminal Record Declaration & Disclosure 

	Do you have any convictions (spent/unspent), cautions, reprimands, final warnings or pending charges which are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)?
	YES/NO

	If answered yes, please provide details of your criminal record:


	

	Section 6.2: Disclosure

	You can disclose your record under a separate cover provided that you attach the details in an envelope stapled to this form. The envelope should be marked CONFIDENTIAL and state your name and the details of the post. 

If you have been out of the country for a period of 3 months or longer in the past 3 years we will require a certificate of good conduct (police check) from the country(s) that you have been in. You can obtain this by contacting the embassy.


	Section 7: Outside Employment 


	You must seek permission in writing from your line manager and HR, if you wish to engage in other business or employment outside of St Elizabeth's. This includes bank, agency or consultancy work. It must not impact on your performance or your availability for the job. A view will be taken on whether the activities in question could impair your ability to act at all times in the best interests of St Elizabeth's. Permission will not be unreasonably refused. 

You agree that whilst working at St Elizabeth’s Centre, you will notify HR in writing accordingly if you wish to retain/ take/or plan to take a second job whilst working at St Elizabeth’s Centre. This includes any casual work or self-employment.  I will also notify HR in writing if I leave any outside employment.


	Section 8: Declaration


	I confirm that the information I have given on this form is correct. I understand that in the event of my being offered employment, any proven falsification, or concealment of any material fact in respect of my application may lead to the employer withdrawing the offer of employment if employment has not yet commenced or disciplinary action and dismissal if employment has commenced. I understand that any job offer may be subject to a satisfactory enhanced Disclosure and Barring (DBS) check, and will be subject to satisfactory references and a probationary period and a satisfactory pre-employment health check. I understand the above and adhere to these terms. 


	Name:
	


	Signature:
	


	Date:
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