	STAFF APPLICATION FORM
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                 Acorn Village, Clacton Road, Mistley, Manningtree, Essex, CO11 2NJ Tel: 01206 394124

Thank you for requesting this application form, the information below is provided to assist you in completing this form, we ask that you read and follow the instructions given.
Our Organisation is committed to safeguarding and promoting the welfare of adults at risk and expects all our staff to share these values. We are committed to treating all applicants equally and fairly based on their skills, experience to fulfil the duties required of the role applied for. This is regardless of any protected characteristics (ethnicity, gender or gender re-assignment, religion or belief, sexual orientation, physical/mental disability, age, pregnancy or maternity, marriage or civil partnership) or offending background.
It is very important that you provide ALL of the information requested. Our governing body, CQC have very strict recruitment requirements. Part of ensuring we have a robust recruitment process is to ensure that the application form is completed in its entirety.
Please read each section carefully and provide the details requested.
Please note that providing a CV does not replace the requirement for a completed application form.
Unfortunately, any missing information will result in your application being delayed whilst this is obtained, we will not be able to proceed with an application which does not contain the required information. 
It is a CQC requirement to provide exact start and leaving dates, reason for leaving and a complete work history commencing from first employment. However, if this information is difficult to obtain then an approximation of month and year is acceptable. Employment gaps must have an explanation.
All shortlisted candidates must complete a criminal record self-declaration form or disclosure statement stating any cautions and/or convictions they may have under the Rehabilitation of Offenders Act 1974; or the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020) This will be sent to you if you are invited for an interview.
All roles will require an enhanced DBS check, depending on the role applied for, we may also request a check of the Barred List. (Regulated activity only roles)
Any information provided in this application will be treated in the strictest confidence in a fair and open manner. Suitable applicants will not be refused employment because of offences or conduct which are no longer relevant, and do not place them at, or make them a risk in the role for which they are applying. We will ensure our recruitment practices reflect this commitment.
If you have any questions regarding this application form please email michelle.sear@acornvillages.com
Thank you again for your interest in working for Acorn Village and for taking the time to complete this form.
Michelle Sear
Head of Human Resources



PLEASE COMPLETE ALL SECTIONS – Incomplete forms will not be accepted
Please type/write clearly in block capitals in the white spaces

	Personal details

	Full Name:
	


	Maiden Name:
	


	Previous Names:

	

	National Insurance Number:

	

	Full Address including post code:




	Mobile Telephone No:


	
	

	
	E Mail Address:


	
	



	Post details

	Role Applied For

	

	Where did you see the post advertised?
	

	Hours Required – Please  your preference
Full flexibility within hours is a requirement for Care roles i.e. days, nights, weekends, Bank Holidays
Care roles full-time = 36 hours, part-time = 24 hours (All 12-hour shifts)

	Full time 
	
	Part time 
	



	Are you a United Kingdom (UK) National?
	Yes
	*No

	*If no, please detail your current immigration status and the relevant visa currently held including visa number



	Equality Act 2010
Under the Equality Act 2010 the definition of disability is if you have a physical or mental impairment that has a “substantial” and “long-term adverse effect” on your ability to carry out normal day-to-day activities. Further information regarding the definition of disability can be found at www.gov.uk/definition-of-disability-under-equality-act-2010 
For the purposes of this application and the interview stage only, is there anything you would like us to be aware of so that we can make reasonable adjustments during the process? * Delete as appropriate

	* Prefer not to say     *No         *Yes (Please detail)  







	Education - Please included all periods of any post -secondary education or training
THIS SECTION MUST BE COMPLETED FROM SECONDARY SCHOOL ONWARDS

	School/College/University
	Qualification Level
	Date
	Subject & Grade

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	
	
	
	


	
	
	
	





	Professional Registration

	Professional body
	Registration/membership level
	Date awarded

	
	
	


	
	
	


	
	
	


	
	
	


	
	
	


	
	
	





	Other relevant training or qualification (please give details and dates) and supporting information 

	Please provide additional qualifications and training gained relevant to the position 

















	[bookmark: _Hlk139274290][bookmark: _Hlk139274380][bookmark: _Hlk161227126]Current Employment

	[bookmark: _Hlk165019234]Are you currently in employment? (If no, go straight to the next section)
	
Yes
	
No

	Exact start date
	
	Exact end date (if applicable)
	

	Job Title
	


	Reason for leaving
	


	Please detail any disciplinary processes that you have been subjected to relating to adults/children at risk (including any conducted related to safeguarding concerns in which the penalty is “time expired”) and if you have been the subject of any safeguarding-related investigations or concerns. If so, please detail the outcome of any enquiry or disciplinary

	I confirm I have not 
been subject to the above 
	Please sign below to confirm you HAVE NOT been subject to the above

	Please detail here if you have been subject to the above.
	





	Key Duties

	




	Company Name
	


	Company Address
	





	Company Email Address
	


	Employment History (1)

	
Please provide full employment history, in chronological order since leaving secondary education, including periods of any post-secondary education/training, and part-time and voluntary work as well as full time employment with start and end dates.


	Exact start date
	

	Exact end date
	

	Job Title
	


	Reason for leaving
	


	Please detail any disciplinary processes that you have been subjected to relating to adults/children at risk (including any conducted related to safeguarding concerns in which the penalty is “time expired”) and if you have been the subject of any safeguarding-related investigations or concerns. If so, please detail the outcome of any enquiry or disciplinary

	I confirm I have not 
been subject to the above 
	Please sign below to confirm you HAVE NOT been subject to the above



	Please detail here if you have been subject to the above.


	

	Key Duties
	




	Company Name
	


	Address
	





	Email Address
	


	Telephone Number
	


	Employer History (2)

	Exact start Date
	

	Exact end date
	

	Job Title
	


	Reason for leaving
	


	Please detail any disciplinary processes that you have been subjected to relating to adults/children at risk (including any conducted related to safeguarding concerns in which the penalty is “time expired”) and if you have been the subject of any safeguarding-related investigations or concerns. If so, please detail the outcome of any enquiry or disciplinary

	I confirm I have not 
been subject to the above
	Please sign below to confirm you HAVE NOT been subject to the above


	Please detail here if you have been subject to the above.


	

	Key Duties
	




	Company Name
	


	Address
	





	Email Address
	


	Telephone Number
	


	Employment History (3)

	Exact start date
	

	Exact end date
	

	Job Title
	


	Reason for leaving
	


	Please detail any disciplinary processes that you have been subjected to relating to adults/children at risk (including any conducted related to safeguarding concerns in which the penalty is “time expired”) and if you have been the subject of any safeguarding-related investigations or concerns. If so, please detail the outcome of any enquiry or disciplinary

	I confirm I have not 
been subject to the above
	Please sign below to confirm you HAVE NOT been subject to the above

	Please detail here if you have been subject to the above.


	

	Key Duties
	




	Company Name
	


	Address
	





	Email Address
	


	Telephone number
	




Please continue on a separate sheet of paper if required.

	Gaps in employment, education or training history – Please detail each period (of more than four weeks) when you were not in employment or education training

	[bookmark: _Hlk165018352]From:
	To:
	Reason for gap

	dd/mm/yy
	dd/mm/yy

	

	From:
	To:
	Reason for gap

	dd/mm/yy
	dd/mm/yy

	

	[bookmark: _Hlk165031181]From:
	To:
	Reason for gap

	dd/mm/yy
	dd/mm/yy

	

	From:
	To:
	Reason for gap

	dd/mm/yy
	dd/mm/yy

	



	Supporting statement

	Please give details of your skills, abilities, experience and personal qualities to demonstrate how you meet the criteria as detailed in the job description, using examples wherever possible.




























	Referees

	References – Please provide names, addresses and telephone numbers for referees below who we may approach for a reference.
We require TWO professional references, ONE MUST be your current/last employer and ONE-character reference
References will not be accepted from relatives, work colleagues who are not authorised to provide professional references in an official capacity on behalf of the organisation, or from people writing solely in the capacity of friends.

	Current/Last Employer Reference Details 

	Contact Name
	


	Company Name
	


	Company Email contact
	


	Company address if no Email address details available


	

	Telephone number 
	

	Previous Employer Reference

	Contact Name
	


	Company Name
	


	Company Email contact
	


	Company address if no Email address details available


	




	Character Reference

	Contact Name
	


	Email address
	


	Personal address if no Email address details available



	




	Telephone number
	



	Our Organisation will seek references on successful candidates and will approach previous employers for information to verify particular experience or qualifications. If you are currently working with adults at risk, your current employer will be asked about disciplinary offences relating to adults at risk (including any conduct related to safeguarding concerns which the penalty if “time expired”), and where you have been the subject of any safeguarding investigations or concerns, and if so, the outcome of any enquiry or disciplinary procedure including any referrals to the Disclosure and Barring Service (DBS). Other professional bodies or the police.




	Please indicate by SIGNATURE which of the following statement you agree with:

	I give my permission to take up references prior to an offer of employment being made
	

	I do not give my permission for references to be taken up prior to an offer of employment
	



	Relationships

	Are you a relative or a partner of, or do you have a personal relationship with any employee or Acorn Village, a service user or anyone who volunteers for Acorn Village
	
Yes
	
No

	If yes, please state their full name and provide relationship details





	Right to Work

	[bookmark: _Hlk165020335]Is there any restriction to your right to take up employment in the UK?
	Yes
	No

	If yes, please give further details



Criminal record checks
We will only ask those candidates who have been selected for interview to complete a criminal self-declaration form or provide a written disclosure statement to give then the opportunity to provide sufficient information. At interview, or in a separate confidential discussion, we will ensure that an open and measured discussion tales place n the subject of any offences that might be relevant to the position. We will only carry out criminal record checks with DBS on successful candidates at the appropriate level for the role applied for.
Failure to provide accurate and truthful information is considered a serious matter. If it becomes apparent that inaccurate or incomplete information has been provided, we will need to establish why. Any finding of serious misdirection or intent to deceive will result in an application be disqualified or, is appointed disciplinary action being taken and/or dismissal.
	DBS barred lists – Care roles only

	If you have applied for a role which involves working in a Regulated Activity under the Safeguarding Vulnerable Groups Act 2006 your application is subject to an enhanced DBS with barred check

It is a criminal offence to apply for or accept a position working with adult at risk if you have been barred form engaging in regulated activity with the relevant group.

	Are you included in the list pf people batted from working with adults maintained by the Disclosure and Barring Service (DBS) under the Safeguarding Vulnerable Groups Act 2006?
	
Yes
	
No

	If you are not currently working with adults at risk under the Safeguarding Vulnerable Groups Act 2006, have you been referred to the Disclosure and Barring service (DBS) for consideration to be added to one of the barred lists?
	
Yes
	
No

	If yes, please provide details:


	



	Conduction declaration – All applicants

	Have you ever been subject to any sanctions being placed on your professional registration, by a regulatory or licensing body in any country?
(Sanctions may include: Warnings, conditions, limitations, suspensions, removal or any other restriction that have applied to your professional registration)
	
Yes 
	
No
	
N/A

	If yes, please provide details including regulatory/licensing body details:
	



	Have you ever been dismissed for misconduct from any employment, volunteering, office, or other position previously held by you?
	Yes
	No

	If yes, please provide details:



	



	Have you ever been under investigation for or subject to any disciplinary sanctions in relation to your conduct at the time of your dismissal/leaving any employment, volunteering, office, or other position previously held by you?
	
Yes
	
No

	If yes, please provide details:



	



	I declare that the information I have given in this application is correct and complete. I understand that any false statements or failure to disclose information request on this form may result in my application being disqualified or may lead to my dismissal or disciplinary action if appointed.

I understand that if I am appointed, personal information about me may be stored for personnel/employee administrative purposes in accordance with the relevant Data Protection Legislation, including UKGDPR/DPA 2018 and any other legislation which supports it.

Our Organisation will process data you give to us to determine your suitability for the you have applied for as part of the recruitment process and the ongoing employment relationship if appointed.

In submitting this form, I give my authority for use of my personal data for the purposes outlined above.

	Signature
	

	Date
	

	All information on this form will be treated in strictest confidence and used to process your application for employment. If you are appointed, this application will form the basis of your personal file and information on this may be held in an electronic database. If your application is successful your details will be kept until you leave our employment and will be destroyed 7 years from when your employment ended.

	Are you happy for your personal email address to be added to our Acorn Village Newsletter mailing list?
	Yes
	No



All shortlisted candidates for interview must complete a criminal record self-declaration form or disclosure statement stating any cautions and/or convictions under the Rehabilitation of Offenders Act 1974; or the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020 (as appropriate). This will be sent with the interview invitation.
[bookmark: _GoBack]Successful candidates will be required to complete a criminal record check carried out by the DBS at the appropriate level
10

image1.png




