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 FAMILY CARE GROUP



Shortlisting reference number       ……………………..

PLEASE READ GUIDANCE NOTES BEFORE COMPLETING THIS FORM AND COMPLETE IN BLACK INK.  All sections must be fully completed or the form will be returned to you for completion.  Please do NOT attach your CV to cover any of the sections.
	1.
VACANCY DETAILS

	Post Applied For
	

	Location
	


	2.
PERSONAL DETAILS

	(Mr/Mrs/Miss/ Ms/Dr/Other):
	
	Date of Birth:
	

	All Forename(s):

	
	National Insurance No:
	

	Surname:


	
	Tel Number - Home:
	

	Previous Surnames:

	
	Tel Number - Work:

(Please indicate if you are contactable on your works number)
	YES       NO 

	House Number/ Name and Street:
	
	E-mail address:
	

	Town:
	
	Mobile Number:
	

	County:
	
	
	

	Postcode:
	
	
	


	3.
DISABILITY

	Do you have a disability?

YES  

NO 

	If Yes please give details:
Family Care Group will seek to make reasonable adjustments to its interview and working arrangements wherever possible to accommodate the needs of a disabled job applicant or employee.


	4.
ABSENCE


	How many days were you absent from work during the last 12 months?
	

	Brief details
	

	Would you be prepared to undergo a medical if required?
	YES   NO 


	5.
RIGHT TO WORK IN THE UK 

	Do you have the right to work in the UK? YES  
NO 
	If yes, we will need to see original documentation to evidence this, at interview, if shortlisted.

	6.
CONVICTIONS/CAUTIONS/REPRIMANDS - SELF-DISCLOSURE 

REHABILITATION OF OFFENDERS ACT 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013

POLICE ACT 1997 (Criminal Record Certificates: Relevant Matters) (Amendment) (England and Wales) Order 2013

	Under the provision of these Acts and Regulations you need not normally disclose details of any 'spent' convictions if you are not working with children or vulnerable adults.  If the post you are applying for involves working with children or vulnerable adults previously you would have declared all convictions, cautions or reprimands, however, the amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers, and cannot be taken into account.  Guidance and criteria on the filtering of these cautions and convictions can be found at the Disclosure and Barring Service website.

	Taking into account the above statements and guidance do you have any convictions, cautions, reprimands or final warnings that are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013) by SI 2013 1198?
	YES  

 NO 

	If yes, please give details (you may enclose a separate letter marked 'Private and Confidential' addressed to the Human Resources Manager).
	

	Please give details of any charges etc which, at present, are still outstanding against you.
	

	If you have given details above, then they may be discussed with you at the end of the interview.

	Please note you are required to have a DBS enhanced disclosure before employment can commence if you are applying for a post which involves working with children or vulnerable adults. If you already have a DBS Enhanced Disclosure, please give date of last check and disclosure number.  If you do not declare any convictions, cautions or reprimands which subsequently appear on a DBS Enhanced Disclosure Certificate, any offer of employment may be withdrawn, subject to an interview with the relevant Director of Service.

	IssueDate
	
	
	
	
	
	
	
	
	
	
	
	
	  Disclosure number
	

	
	
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	7.
REFERENCES

	Please give below the names and addresses of two people who are willing to act as referees.  One of the referees must be your present/most recent employer.  Members of your own family are not acceptable as referees.

References will be sought prior to interview for all Education short-listed candidates, timescales permitting, and will include reference checks from the last place of work with children.  References will be sought for all successful candidates.  The Company reserves the right to contact any former employers and will contact former childcare or social care employers in relation to The Children’s Homes (Regulations) 2015 Schedule 2 and The Fostering Services (England) Regulations 2011 Schedule 1

	Name
	
	Name
	

	Relationship
	
	Relationship
	

	Company
	
	Company
	

	House Number and Street
	
	House Number and Street 
	

	Area/Town
	
	Area/Town
	

	County
	
	County
	

	Post Code *
	
	Post Code *
	

	Tel No
	
	Tel No
	

	Email
	
	Email
	


* Please ensure that you supply a postcode
Please note the above sections 1 to 7 will be removed from the rest of your application for short-listing purposes.
	8.
EDUCATION *

	Secondary School

Attended Name and Address
	Qualifications (Level and Subject)

e.g. GCSE Mathematics
	Grades

e.g. C

	
	
	


	9.
FURTHER AND PROFESSIONAL EDUCATION*

	College/University

Attended Name & Address
	Qualifications (Level and Subject)
	Grades



	
	
	


* Certificates for qualifications listed above will be checked at interview.  

	10.
TRAINING

	Please list below any relevant training you have undertaken or are undertaking and any professional qualifications achieved. (Continue on separate sheet if necessary)

	Organiser
	Course Details
	Title of Qualification

	
	
	


	11.
MEMBERSHIP OF PROFESSIONAL BODIES/HCPC REGISTRATION NO/TEACHER REF NO

	Membership Body
	Date
	Number
	Membership Type

	
	
	
	


	12.
PRESENT/MOST RECENT EMPLOYMENT

	Job Title
	
	Employer's Name, Address and type of business
	

	Date Started
	
	
	

	Salary/Wage
	
	
	

	Notice Required
	
	
	

	Date Employment Ended

(if applicable)
	
	
	

	Brief Outline of Duties and Responsibilities

	

	Reason for leaving/wishing to leave

	

	13.   SUMMARY OF PREVIOUS EMPLOYMENT  (Continue on separate sheet if necessary)

	Employer’s Name, Address and type of business
	Job Title and main duties and responsibilities
	Reason for Leaving

	
	
	

	Dates employed
	

	
	From
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	To
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	

	
	

	Employer’s Name, Address and type of business
	Job Title and main duties and responsibilities
	Reason for Leaving

	
	
	

	Dates employed
	

	
	From
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	To
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	

	
	


	Employer’s Name, Address and type of business
	Job Title and main duties and responsibilities
	Reason for Leaving

	
	
	

	Dates employed
	

	
	From
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	To
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	

	
	

	Employer’s Name, Address and type of business
	Job Title and main duties and responsibilities
	Reason for Leaving

	
	
	

	Dates employed
	

	
	From
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	To
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	

	
	

	Employer’s Name, Address and type of business
	Job Title and main duties and responsibilities
	Reason for Leaving

	
	
	

	Dates employed
	

	
	From
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	To
	D
	D
	/
	M
	M
	/
	Y
	Y
	Y
	Y
	

	
	


Continue on Additional Sheet at the end if necessary
	14.
TIME UNACCOUNTED FOR

	Please give details with dates (dd/mm/yyyy) of any time not already accounted for in the previous sections.  This must cover ALL gaps in employment SINCE LEAVING SCHOOL even if they are for a short period of time.  Please detail with dates (dd/mm/yyyy) any time spent in education/training, seeking work, career breaks, self-employment, travelling and temporary assignments.



	15.
ACTIVITIES AND INTERESTS

	Please give details of any activities or interests you feel may be relevant, include any voluntary positions you may hold or have held e.g. involved in PTA's etc.




	16. 
GENERAL INFORMATION

	In order that we can judge the effectiveness of our recruitment advertising, please indicate how you learnt of the vacancy.


	
	Newspaper/Magazine (please specify) 
	
	Internal Advert

	
	Company Website
	
	Current Employee

	
	Universal Jobmatch/direct.gov.uk website
	
	Ex Employee

	
	Other Website (please specify)___________
	
	Other (please specify) _________________


	17.
GENERAL INFORMATION

	Do you own a car?
	YES   NO 

	Do you have a driving licence?
	YES   NO 

	If yes, is it provisional or full?
	PROVISIONAL   FULL 

	Do you have business insurance?
	YES   NO 

	Have you any current endorsements?
	YES   NO 

	If yes, please give details below:-

	(details)



	18.
INFORMATION TO SUPPORT YOUR APPLICATION 

(If handwriting application this section can be handwritten or typed on a separate sheet but please do not attach your CV to cover this section)

	Please tell us how you meet the criteria set out in the person specification.  You should provide examples and evidence of previous relevant experience and how you demonstrate the competencies, attributes, skills and behaviours required.  Please list your expertise in each area under a relevant heading and use continuation sheets if necessary.



	18.
INFORMATION TO SUPPORT YOUR APPLICATION  (continued)

	


	19.
DECLARATION

	Please accept my application along with  (insert number) additional sheets which I have numbered (please do not record your name on these additional sheets.

I understand that by supplying this information you consent to our using it for verification and for all employment purposes as defined in the data protection legislation.
I certify that to the best of my knowledge all the information I have given is correct.  I understand that by deliberately giving false or incomplete answers I will be disqualified from consideration for this post, or if I am appointed, may be dismissed with notice.



	SIGNED
	DATE


	Please return the form to:

Human Resources Manager
Family Care Group
60 School Lane

Bamber Bridge

Preston

Lancashire

PR5 6QE

(Tel No: 01772 647503)




v1.9 – ?? 2016
- 8 -

