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2.14.1 Employment Application Form

The information you provide in relation to your application will be held in accordance with the Data Protection Act 1998 and will be used by Family Action and its agents to enable Family Action to recruit and manage its staff and to monitor our commitment to diversity and equality of opportunity. We may need to discuss this information with other agencies and organisations. However we need your consent to do this. By completing this form you are consenting to Family Action recording and sharing relevant sensitive personal information about you.

	Job reference      

	Position applied for
      

	Where did you see the advertisement?      

	Surname or family name      

	First name (s)      

	Home address       
Postcode      

	Address for correspondence (if different)       
Postcode      

	Telephone (day)      

	Telephone (evening)      

	Telephone (mobile)
      
	Email       


Employment status 

Are you legally entitled to work indefinitely in the UK? Please mark box 

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No   
If No, please explain you employment status )       
Family Action reserves the right to verify the employment status of any employee at any time
Employment history 

Please put your present or most recent employer, first and include any voluntary work – continue on a separate sheet if necessary. Please explain any gaps between employments.

	Name, address, phone and what type of business 
	Position held and main responsibilities
	Number of hours/ week
	From – To (dates)
	Current or leaving salary (£)
	Reason for leaving
or

Notice Required 

	     
	     
	     
	     
to      
	£     
	     

	     
	     
	     
	     
to      
	£     
	     

	     
	     
	     
	     
to      
	£     
	     

	     
	     
	     
	     
to      
	£     
	     

	     
	     
	     
	      to      
	£     
	     

	     
	     
	     
	     
to      
	£     
	     

	     
	     
	     
	     
to      
	£     
	     

	     
	     
	     
	     
to      
	£     
	     


Personal statement

Please show how you fulfil each of the points on the Person Specification in the order they appear (please see the section at the end of this document – How to get Shortlisted). You may find you cannot fully respond to the Person Specification on this page alone. Please add additional numbered sheets if you wish, but do not exceed a maximum of 4 typed A4 sides, or the written equivalent. If you print your application, please ensure additional sheets are numbered and stapled firmly to this page.
     
References

Please give the names of employment referees who can comment on your suitability for employment. Please provide referees to cover all of your employment in the last 3 years. We will normally ask for references from at least two referees. One must be your current or last employer or - if you have not been employed for all of the last 3 years - your school headteacher, college tutor, placement supervisor or someone who knows your voluntary work. If you have not been working or studying within the last 3 years, please contact us to discuss references. Please note that referees must not be related to you.
Family Action reserves the right to contact any of your previous employers.
	Reference 1
	Period employed from        to      

	Name
     
	Position/relationship      

	Address      

Postcode      
	Organisation
     

	
	Email
     

	Telephone      
	

	
	

	Reference 2
	Period employed from       to      

	Name
     
	Position/relationship      

	Address      
Postcode      
	Organisation
     

	
	Email
     

	Telephone      



	

	
	

	Reference 3
	Period employed from       to      

	Name
     
	Position/relationship      


	Address      
Postcode      
	Organisation
     


	
	Email
     


	Telephone      

	

	
	


If shortlisted, at interview you will be asked to sign this application form to confirm it is a full and accurate record.

Declaration:

I confirm that the information I have given on this application form is a full and accurate record. I understand that the information will form part of any subsequent contract of employment and, if it is found to be false, I may be dismissed.

Signed






Date 




Qualifications monitoring information

Please be sure to include any qualifications relevant to the Person Specification for the post you are applying for in your personal statement.

Please indicate whether you hold - or are working towards - any of the following qualifications.  
The information in this section is used to monitor and audit the skills of our workforce. It will not influence the selection process.

	
	Hold
	Working

towards

	Health and Social Care NVQ

	Level 2
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Level 3
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Level 4
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Caring for Children & Young People NVQ

	Level 3
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Early Years NVQ

	Level 2
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Level 3
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Level 4
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Play Work NVQ

	Level 2
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Level 3
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Level 4
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Social Work

	Social Work Degree (UK)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Combined Nursing & Social Work Degree 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Social Work Diploma/other approved UK 

or non-UK social work qualification
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Master’s Degree
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Social Work - Post Qualification

	Post-Qualifying Award in Social Work (PQSW) Part 1
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Advanced Award in Social Work (AASW)
 Child Care Award (CCA)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Mental Health Social Work Award (MHSWA)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Practice Teacher Award (PTA)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Introduction to Practice Teaching (‘5 day’) Award
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other post-qualifying social work award
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management

	Registered Managers (Adults) NVQ Level 4
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Registered Managers (Children's) NVQ Level 4
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	National Professional Qualification in Integrated Centre Leadership
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Early Years Professional
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other management qualifications – please specify

	Other Award(s) – please provide details

	Certificate
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Diploma
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Degree
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Master’s Degree
	 FORMCHECKBOX 

	 FORMCHECKBOX 



Equal Opportunities Monitoring Information

Family Action positively welcomes employment applications from all sections of the community and is committed to being an equal opportunities organisation. 

Please provide us with as much information as you choose. The categories used have been selected because they conform with information gathered in the 2001 census and therefore enable us to compare the mix of applicants for a post with the composition of the local population.
The information provided below will be separated from the rest of your application before shortlisting and will be used for monitoring purposes only. It will not influence the selection process.
	First name (s)      

	Surname or family name      

	Position applied for      
	Job Reference      

	What is your age group?

	 FORMCHECKBOX 
 16-24
	 FORMCHECKBOX 
 25-34
	 FORMCHECKBOX 
 35-44
	 FORMCHECKBOX 
 45-54
	 FORMCHECKBOX 
 55-64
	 FORMCHECKBOX 
 65 +
	 FORMCHECKBOX 
 Do not wish to state

	

	Gender
	Do you have a disability?

	 FORMCHECKBOX 
 Male
	 FORMCHECKBOX 
 Female
	 FORMCHECKBOX 
 Do not wish to state
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	 FORMCHECKBOX 
 Do not wish to state

	
	
	
	Please specify if you wish      

	

	What is your ethnic group? 

	White

	 FORMCHECKBOX 
 British
	 FORMCHECKBOX 
 Irish
	 FORMCHECKBOX 
 Any other white background 

Please specify      

	Mixed

	 FORMCHECKBOX 
 White & Black Caribbean
	 FORMCHECKBOX 
 White & 
 Black African
	 FORMCHECKBOX 
 White & Asian


	 FORMCHECKBOX 
 Any other mixed background
Please specify      

	Asian or Asian British

	 FORMCHECKBOX 
 Indian
	 FORMCHECKBOX 
 Pakistani
	 FORMCHECKBOX 
 Bangladeshi
	 FORMCHECKBOX 
 Any other Asian background 
 Please specify      

	Black or Black British

	 FORMCHECKBOX 
 Caribbean
	 FORMCHECKBOX 
 African
	 FORMCHECKBOX 
 Any other Black background 
 Please specify      

	Chinese

	 FORMCHECKBOX 
 Chinese

	Other Ethnic Group
	Do not wish to state

	 FORMCHECKBOX 
 Please specify      
	 FORMCHECKBOX 
 

	

	What is your religion or belief?

	 FORMCHECKBOX 
 None
	 FORMCHECKBOX 
 Buddhist
	 FORMCHECKBOX 
 Christian
	 FORMCHECKBOX 
 Hindu
	 FORMCHECKBOX 
 Jewish

	 FORMCHECKBOX 
 Muslim
	 FORMCHECKBOX 
 Sikh
	 FORMCHECKBOX 
 Any other religion or belief Please specify      

	 FORMCHECKBOX 
 Do not wish to state

	

	What is your sexual orientation?

	 FORMCHECKBOX 
 Bisexual
	 FORMCHECKBOX 
 Heterosexual
	 FORMCHECKBOX 
 Lesbian/gay
	 FORMCHECKBOX 
 Do not wish to state 

	

	What is your marital or same-sex civil partnership status?

	 FORMCHECKBOX 
 Never married and never registered in a same sex civil partnership

	 FORMCHECKBOX 
 Married 
	 FORMCHECKBOX 
 In a registered same-sex civil partnership

	 FORMCHECKBOX 
 Separated, but still legally married
	 FORMCHECKBOX 
 Separated, but still legally in a registered same-sex civil partnership

	 FORMCHECKBOX 
 Divorced
	 FORMCHECKBOX 
 Formerly in legally in a same-sex civil partnership which is now legally dissolved

	 FORMCHECKBOX 
 Widowed
	 FORMCHECKBOX 
 Surviving partner from a same-sex civil partnership

	 FORMCHECKBOX 
 Do not wish to state


How to get shortlisted
We recognise that completing an application form takes time. These guidelines are intended to assist you in presenting information effectively. This helps us to assess your suitability for the job and make a decision whether or not to progress your application. The shortlisting panel will assess each point of the Person Specification and - by presenting your skills, knowledge and experience appropriately - you will better demonstrate your suitability for the position.

Please do the following:

· Read these notes carefully before you fill in the rest of this form

· Make a rough draft before you type or write your final copy 

· Make sure that you deal with all the points in the Person Specification

· Deal with each of the points in the Person Specification in order and in detail

· Use information about your employment, voluntary work, community or leisure interests when you deal with the points in the Person Specification. If there is a genuine occupational qualification e.g. gender, ethnicity for the post please state that you meet this criteria

· Show your skills or experience by telling us:

· what they are

· how you have used them and with what result; and

· how you would use them in this job

· Show your understanding and commitment by telling us:

· what they are

· why they are important

· how they will affect your performance in this job

· Type or write clearly
· Use extra sheets of paper if necessary

· Do not include a separate Curriculum Vitae (CV)

We will:

· Remove all monitoring information before we assess your application

· Only consider criminal records for recruitment purposes when the conviction is relevant. Unless the nature of the work demands it, you will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974 

· Require a Criminal Records Disclosure in the event of an individual being offered a position where a Disclosure is required

· Treat all the information you give us as strictly confidential

· Assess your application on the basis of the Person Specification only

· Only consider your application if you deal with the Person Specification in order, include genuine occupational qualifications and requirements if specified and qualifications if specified
· Normally shortlist no more than 6 applicants for any job

· Provide a copy of our Recruitment of Ex-Offenders policy on request

· Contact your referees only after making you a conditional offer of employment and reserve the right to contact other previous employers at our sole discretion

We will not:

· Consider CV’s.

· Guess - or make assumptions - about any skill, knowledge, experience or understanding you might have if you do not give us enough information 

· Contact your current employer(s) before we make you a conditional offer of employment unless we have your prior consent
· Use Criminal Records Disclosure information unfairly
Recruitment of ex-offenders and CRB Disclosures

Family Action complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly. Family Action undertakes not to discriminate unfairly against any person subject to a Disclosure on the basis of conviction or other information revealed.

This statement on the recruitment of ex-offenders is made available to all Disclosure applicants at the outset of the recruitment process.

A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a Disclosure is required, all application forms, job adverts and recruitment packs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position. 

Where a Disclosure is to form part of the recruitment process, Family Action encourages all applicants called for interview to provide details of their criminal record prior to attending interview. Family Action requests that this information is sent under separate, confidential, cover to the Director of Human Resources and Family Action guarantees that this information will only be seen by those who need to see it as part of the recruitment process.

Unless the nature of the position allows Family Action to ask questions about your entire criminal record we only ask about "unspent" convictions as defined in the Rehabilitation of Offenders Act 1974.

Family Action will ensure that those in Family Action who are involved in assessing the relevance of a criminal conviction to a post have the skills and knowledge to do so. Family Action will also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

Family Action will ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information about criminal convictions or other relevant non-conviction information immediately following a conditional offer of employment will normally lead to withdrawal of that offer.

Family Action will ensure that every applicant who is subject to a CRB Disclosure is made aware of the existence of the CRB Code of Practice, a copy of which will be made available on request.

Family Action undertakes to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment. 

Family Action wishes to assure all applicants subject to a CRB Disclosure that having a criminal record will not necessarily prevent them from being employed by us. Any decision to employ will depend on the nature of the position and the circumstances and background of any offences. 
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