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APPLICATION FORM – PRIVATE & CONFIDENTIAL

PLEASE COMPLETE IN FULL IN BLOCK CAPITALS AND IN BLACK INK ONLY
POSITION DETAILS

	NAME:



	POSITION APPLIED FOR:



	LOCATION:




EDUCATION, RELEVANT QUALIFICATIONS and TRAINING
	Secondary/Further Education Establishments Attended
	Dates


	Qualifications Obtained 

(Subject, Level and Grade)

	
	From
	To
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EMPLOYMENT RECORD

Please account for your last 5 years employment history.
	Name of Employer
	Dates


	Position held and detail type of work undertaken.

	
	From
	To
	

	
	
	
	


	Please list below any voluntary and or unpaid work you are involved with, or have been involved in.



	Name & Address of Organisation
	Dates
	Description of Work

	
	From
	To
	

	
	
	
	


	


ADDITIONAL INFORMATION
	Please explain why you are suitable for the role:

	


	If you feel there is anything which has not been covered adequately elsewhere on your application please elaborate below.

	


OTHER INFORMATION
	If you have already left, please give reasons for leaving your current/most recent job.


	    ………………………………………..

	If you are currently employed, how much notice would be required?


	

	When could you start with my AFK?
	     .............................................


	Do you have any restrictions on your right to work in the UK?


	       Yes                               No

	How many days have you been absent from work over the last 2 years?


	       Yes                               No    

	If you are unsuccessful in this application, would you like the Trust to retain your details for future vacancies?
	       Yes                               No

                           


	Did you apply to my AFK as a result of (PLEASE TICK):

a)  An Advertisement?                  If so, where?


b)  A recommendation?                If so, by whom?


c)  Another reason?                     If so, give details




Disclosure & Barring Service (DBS).
	Please note that should your application be successful, your offer of employment will be made conditional subject to a Disclosure & Barring Service (DBS).

All my AFK staff work in an environment that from time to time will mean they have contact with children and vulnerable adults, while some employees have roles with significant and direct responsibility for caring for children and vulnerable adults.  It is my AFK’s policy that the recruitment procedure must reflect appropriately this situation, and therefore all external applicants who are to be offered positions within the Trust will be subject to a request for a DBS disclosure.  This is to enable my AFK to make more informed recruitment decisions.

It is Trust policy to apply for Disclosures at either one of two levels:

Enhanced Disclosures will be sought for new staff whose positions might involve them in regularly caring for, supervising, training or being in sole charge of children or vulnerable adults

Standard Disclosures will be sought for all new staff judged not to require an Enhanced Disclosure

The level of Disclosure that will be sought by the Trust should you be successful in your application will have been indicated in the relevant advertisement and on the job description provided.

The Trust is a Registered Body for the purposes of applying to the DBS for disclosures, and under this process, the Human Resources Manager has overall responsibility (i.e. is the “Lead Countersignatory”), and the Finance Director is also able to countersign applications for disclosures (i.e. is a “Countersignatory”).  The Trust will always comply with the obligations of the DBS Code of Practice.

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.
Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website.




	Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974? (Y/N)?
Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020? (Y/N)?”

In the event of employment, any failure to disclose such convictions could result in dismissal or disciplinary action by my AFK.  Any information you give us about convictions will be kept confidential and will only be considered in relation to the job for which you are applying.



	


DECLARATION

To the best of my knowledge all the particulars I have given are true.  I understand that any false statements may disqualify me from employment or render me liable to summary dismissal.  I also understand that no offer of employment made to me will be binding unless confirmed in writing. For the purposes of the Data Protection Act 1998 I give my consent to the holding and processing of personal data provided by me to the Trust for all purposes relating to the recruitment and employment process.  I agree that any offer of employment with my AFK is subject to satisfactory references, a Criminal Records Bureau Disclosure, and medical information supplied (which may be requested later).

Signature of Applicant ..........................................................         Date ......................
Ref No:  
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