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APPLICATION FORM
We want to make sure that we are an equal opportunities employer in practice, which is why we want to monitor our recruitment procedures. We have separated the equal opportunities monitoring form from the application form and would be grateful if you would complete it.  It will not be part of the selection /interview process. 
PLEASE READ CAREFULLY ALL INSTRUCTIONS AND JOB DETAILS PRIOR TO COMPLETING THIS FORM INCOMPLETED APPLICATION FORMS and CVs will not be accepted
COMPLETE IN BLACK INK
Job details

	Position applied for:
	

	Please indicate preferred working arrangements:
	


Personal details

	Surname:
	

	Forenames:
	

	Title (select as appropriate):
	Mr / Mrs / Miss / Ms / Other 

	Preferred name:
	

	Previous surnames:
	

	Address:


	

	Email address:
	

	Daytime telephone number:
	

	Mobile number:
	

	Home number:
	

	National Insurance number:
	

	Date of Birth:

	

	Are you entitled to work in the UK:
	YES / NO

	Do you require a work permit?
	  YES (                     NO (


Present Employment

	Job title:
	

	Name and address of employer:


	

	Date commenced with employer:
	

	Notice required:
	

	Reason for leaving/seeking new employment: 
	

	Briefly describe your present job; its main purpose and your responsibilities:

	


Previous employment 

	Include all permanent and temporary work, service with HM Forces, voluntary work and any work experience from leaving secondary school (continue on a separate sheet if necessary), list the most recent first. Follow instructions to add DD/MM/YYYY in the required column, this is a requirement for us as outlined by governing bodies. Should you have any difficulties send in additional information stating the reason specific dates cannot be added.

	Name & Address

(include nature of business)
	From / To

(DD/MM/YYYY)
	Position 
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Time Breaks in Employment

	Full details should be given for any period not accounted for by full-time employment upon leaving secondary school. This would include e.g. unemployment or voluntary work.  Please state this information in chronological order. (please continue on a separate sheet if necessary)

	From (exact dates)


	To (exact dates)
	Reason for break:


Education and qualifications 

	From age 11 onwards, and please state whether full (F) or part (P) time
Follow instructions to add DD/MM/YYYY in the required column.

	Name of School, College, University etc.
	From / To
(DD/MM/YYYY)
	F/P
	Subjects studied

(with grades and year taken)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Training 

	Training, this includes government training schemes, apprenticeships, short courses, projects and secondments.  Please also include trade/professional training and give date of completion.

(Please continue on a separate sheet if necessary)

	Course Title
	Organisation
	From / To

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Membership of Professional Institutes

	Please indicate whether membership is by examination

	Institute
	Level of membership
	Year of Award

	
	
	

	
	
	


Driving Licence

	Do you hold a current Driving Licence? 

(select as applicable)
	Yes   / No

	If YES, please state the type of licence you hold:

	

	Do you have any current endorsements? 

(select as applicable)
	Yes   / No

	If YES, please specify:


	

	Have you access to a vehicle for your role as this is essential criteria for this role?
	Yes   / No


Why are you applying for this job? 

Please mention any specific skills or experience and ensure that this meets ALL of the essential requirements of the job description and person specification.  These skills may have been gained in relation to your current or previous employment, education, training, domestic activities, voluntary work or leisure interests. (Please continue on a separate sheet if necessary).

	


Additional Information:

Please use this section for any other information you may wish to add to support your application. This can also be used if you need to explain any reasons why specific dates in your employment record cannot be completed.
	


Warnings and Disciplinary Issues

	Have you ever been dismissed or have you ever resigned in the face of a dismissal or warning?
	Yes / No 

	Have you ever been the subject of any allegations in relation to the safety and welfare of children, young people and/or vulnerable adults, either substantiated or unsubstantiated? 
	Yes / No 

	If you have answered yes to any of the above questions, you must supply details on a separate sheet of paper, place it in a sealed envelope marked confidential and attach it to your application form. 

	I have attached details requested  
	Yes / No 



Attendance

Please give the number of days and reason for any sickness/absence days taken during the last 12 months.

	Number of days:
	Reason(s):

	
	


Rehabilitation of Offenders Act 1974

You are required to declare any criminal convictions (including bind over and cautions) in accordance with the Rehabilitation of Offenders Act 1974.  The post you have applied for carries exempt status under the provisions of the Act for which you are required to declare any convictions regardless of whether or not the time limit has elapsed.  All appointments are subject to an enhanced DBS check.  N.B. Declaration of convictions will not necessarily bar you from employment.

	Have you ever been convicted of a criminal offence?

(select as applicable)
	Yes / No 

	Have you ever received a Caution, Reprimand or Warning?
	Yes / No

	Are there any alleged offences outstanding against you?
	Yes / No 

	Have you had previous criminal investigations against you?
	Yes / No

	If YES to any of the above, please give details in the box below.  Failure to disclose any information relating to criminal convictions may disqualify your application or result in dismissal without notice. 

	


Enhanced DBS Checks

	Do you currently hold an Enhanced DBS Certificate (for children) that has been registered with the DBS Update Service?
	Yes / No

	If YES, please provide original certificate at interview


	If NO, are you aware that if successful in your application you will be required to apply for an Enhanced DBS Certificate at your own cost (to be reimbursed upon completion of a successful probation) and to subscribe to the DBS Update Service and maintain this (subscription cost your responsibility & will not be reimbursed).
	Yes / No


Declaration of Interests

	Do you have any relationships with any person employed by or connected with Timeout Children’s Homes 
	Yes / No 

	If YES, please give full details (stating name and job title):




Disclaimer Form

The Disqualification for Caring for Children Regulations 2002 applies to anyone employed in a registered or voluntary children’s home.

The Regulations set out grounds for disqualification from caring for children.

These fall into three main areas:

1.
Where a child of the individual has at anytime been the subject of a care or similar order, or where an order has been made with the purpose of removing a child from the individual’s care or preventing the child from living with him/her.

2.
Where the person has been convicted of an offence specified in Schedule 1 of The Children and Young Persons Act or one involving injury or threat of injury to another person.


3.
Where:


· The person has been concerned with a voluntary or registered children’s home which has been removed from the register; or

· An application by the person for registration of a voluntary or registered children’s home has been refused; or

· The person has been prohibited from being a private foster parent, or the person has been refused registration to be a child minder or provider of day care, or had his/her registration cancelled.

I have read and understood the above and declare that I am not disqualified from caring for children under The Disqualification for Caring for Children’s Regulations 2002.

Name: (please print).…………………………………………………………………………………….…………



Declaration

	I declare that the information given both on this application form, disclaimer form and the attached equal opportunities monitoring form is true and correct.  I understand that any false or misleading information, or omissions of information concerning canvassing or criminal convictions, may disqualify my application or may render my Contract of Employment, if I am appointed, liable to termination.

	Signed:
	

	Date:
	

	Print name:
	

	If form has been completed electronically, 
please place an ‘x’ in this box to indicate your consent  (
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        Data Protection Act 1998
Timeout will only process the information you have provided in this form for the purpose of recruitment and selection and, if you are successful in securing this position, for purposes relating to your employment. 

Your details will be kept both electronically and in hard copy.  We will not disclose this information about you to outside organisations or third parties unless there is a legal requirement to do so, or for the prevention and detection of fraud.




	I provide my consent that you are able to keep my CV/application form and interview documents for 6 months from the date of my initial application if I am unsuccessful in this application. 

	Signed:
	

	Date:
	

	Print name:
	

	If form has been completed electronically, 
please place an ‘x’ in this box to indicate your consent  (
	


Thank you for completing this application.  We will endeavour to respond to your application as soon as possible.

Please return your completed application form to:

Timeout Childrens Homes Ltd
Ripponden Mill
Mill Fold
Ripponden
HX6 4DH

or to Zandra Klievens - Office Administrator at:

zandra.klievens@timeouthomes.co.uk 
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