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	Please return completed form to:

Life Works Community Ltd.

The Grange High Street

Old Woking, Surrey

GU22 8LB
	
	Office use only

Start Date


	APPLICATION FOR EMPLOYMENT


	PERSONAL DETAILS


	Position Applied for:


	
	Location:
	


	Where did you hear of this vacancy?
	


	Surname:


	
	Title:

	Forename(s):


	
	Tel Home:

	Address:


	
	Tel Mobile:


	
	
	Tel. Work:

May we use this number?     Yes  □     No  □


	E-mail address:
	

	Do you hold a current full driving license?

Yes  □     No  □


	Do you have any current endorsements?

Yes  □     No  □

	Do you require a Work Permit to work in this country? Yes  □     No  □ 

N.B.  Work Permits are not transferable between employers and any job offer made will be subject to obtaining a new Permit


If any section does not have enough room for all your details, please submit supplementary sheets

	EDUCATION & TRAINING

	Name & location of Secondary Schools,

Colleges and University


	Qualifications, Grades and Date Obtained

	
	YOU MUST INCLUDE COPIES OF RELEVANT CERTIFICATES


Further Training / Qualifications

Please provide details of any additional management or vocational training supported by relevant certificates.

	Other Courses Attended
	Qualifications/Skills and Date Obtained

	
	YOU MUST INCLUDE COPIES OF RELEVANT CERTIFICATES


	Details of membership of professional bodies:




	EMPLOYMENT DETAILS


IT IS VERY IMPORTANT THAT YOUR RECORD OF YOUR EMPLOYMENT HISTORY IS DETAILED AND CORRECT AND THAT THERE ARE NO PERIODS OF EMPLOYMENT, NO MATTER HOW SHORT, WHICH ARE NOT MENTIONED. ANY GAPS IN YOUR EMPLOYMENT HISTORY MUST BE EXPLAINED. PLEASE START WITH YOUR MOST RECENT EMPLOYMENT - 
PLEASE USE A CONTINUATION SHEET IF NECESSARY
	FULL DATES
DD/MM/YY
From              To
	Employer’s

Name, Address & Telephone Number
	Job Title and main responsibilities
	Reason for leaving
	Salary & Benefits

	
	
	
	
	
	


If necessary, please continue on a separate sheet (headed with your name)

Current Notice Period: ________________________________________

	ADDITIONAL INFORMATION

	Please state your reasons for applying for this post and give any additional professional / personal information you believe will support your application.

(Please continue on separate sheet if required)




	HEALTH

	Do you have a disability (as defined under the Disability Discrimination Act 1995)?
	Yes □    No □

	If Yes, please state what type of adjustments to working arrangements would assist you in overcoming any disadvantage that your disability might otherwise cause you at work.  Life Works is an equal opportunities employer, and as such wishes to assist and support disabled job applicants through the recruitment process.)


	Is there anything else about your previous medical history or current state of health that is relevant to this application?
	Yes □    No □

	If Yes, please give details.  The information will be treated as confidential and will not necessarily preclude you from being considered for employment.


	Please give full detail of any sickness absence you have had in the last 2 years

	No. Days
	
	No. Occasions
	
	Reasons
	

	PLEASE COMPLETE THE ATTACHED MEDICAL QUESTIONNAIRE IN FULL


	REHABILITATION OF OFFENDERS

	Have you ever been convicted of an offence that is unspent under the terms of the Rehabilitation of Offenders Act 1974?
	Yes □    No □

	Do you have a Criminal Records Bureau clearance?
	Yes □    No □

	If Yes, please provide:
	Level of Clearance
	

	CRB Reference No
	
	Date of Clearance
	


	REFERENCES


Please give name, address and position of two referees (they should be your current employer and your previous employer).  Should you wish to give a third professional referee, please give details on a separate sheet.

	Name:

Position:

Organisation:

Address:

Tel No:

Do we have your permission to contact this person if you are short-listed for an interview?             Yes  □         No   □
	Name:

Position:

Organisation:

Address:

Tel No:

Do we have your permission to contact this person if you are short-listed for an interview?             Yes  □         No   □


	I CERTIFY THAT I HAVE READ AND UNDERSTOOD THE ABOVE AND THAT THE INFORMATION I HAVE GIVEN IS TRUE AND CORRECT.

I declare that the information I have in this application form is true to the best of my knowledge.  I understand that if I have knowingly provided false or misleading information or failed to disclose information I may be disqualified from the  selection process or dismissed after appointment.  I agree to you approaching any of my previous employers to verify my employment history.

I agree that, if I am appointed, the information may be used as part of the permanent personnel record of my employment under the Data Protection Act.

Signature: ______________________________________________   Date: ________________________________



Any appointment to the vacancy for which you are applying will be subject to a satisfactory Standard or Enhanced Level Disclosure from the Criminal Records Bureau.   A conviction will not necessarily be a bar to obtaining a position.

Policy Statement on the Recruitment of Ex‑Offenders

1.
As an organization using the Criminal Records Bureau (CRB) Disclosure service to assess applicants' suitability for working with vulnerable children, Life Work complies fully with the CRB Code of Practice and undertakes to treat all applicants fairly. We undertake not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

2.
We are committed to the fair treatment of our staff, potential staff or users of our services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.

3.
This written policy on the recruitment of ex‑offenders is made available to all Disclosure applicants at the outset of the recruitment process.

4.
We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records. We select all candidates for interview based on their skills, qualifications and experience.

5.
Because of the nature of our work Enhanced Disclosure is required for most positions. All application forms and recruitment briefs will contain a statement that a Disclosure will be requested in the event of an individual being offered the position.

6.
Where a Disclosure is to form part of the recruitment process, all applicants called for interview will be asked to provide details of their criminal record. We request that this information is sent under separate, confidential cover, to a designated person within the organization, and we guarantee that this information is only seen by those who need to see it as part of the recruitment process.

7.
We will only request information about 'spent' convictions from applicants for posts covered by the Rehabilitation of Offenders Act (Exemptions Order 1975).

8.
We ensure that everyone who is involved in the selection process has been suitably trained to identify and assess the relevance and circumstances of offences. We 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.

9.
At interview, or in a separate discussion, we 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 that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

10. We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

11. We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us. This will depend on the nature of the position and the circumstances and background of your offences.
More information can be found at www.disclosure.gov.uk
Oct 03

Disqualification for Caring for Children Regulations 1991

The Children (Protection from Offenders) (Miscellaneous Amendments) Regulations 1997

These regulations set out the conditions under which an individual can become disqualified for caring for children. No person disqualified from caring for children is permitted to work with children without written consent from the Secretary of State. In addition to our own checks about whether employees are disqualified we also require a declaration from individuals who are invited for interview that they have not been disqualified.

The conditions which would disqualify an individual include:

•
being convicted of or cautioned for certain offences. A list of the offences (known as Schedule 2) is available from the Life Works.

•
circumstances where a child of the individual has been the subject of a care order, or where an order has been made to remove a child from the individual's care or to prevent a child living with the individual

•
where an individual has been involved with a home that has been removed from the register, or refused registration

•
where an individual has been prohibited from being a private foster parent, has been removed from the register of child minders or day care providers or has had such registration refused.

February 2002

       EQUAL OPPORTUNITIES

Life work is committed to ensuring equality of opportunity to everyone within our employment or care. Our policy is to select, develop and promote people on the basis of their skills and abilities. None of the information on the Equal Opportunities Monitoring Form will be used in the selection process.

The Foundation makes every effort to ensure that there is no discrimination, either direct or indirect, on the grounds of color, race, nationality, ethnic origin, religion, gender, sexual orientation, marital status, age or disability in all aspects of its work. We are committed to working in an anti‑discriminatory way and will address the psychotherapeutic needs of young people from black and other minority ethnic groups. We expect our staff to be in full agreement with these aims.

Appointment to any post will be subject to receipt of an Enhanced Disclosure from the CRB. Our Policy on the Recruitment of Ex‑Offenders and information about the Disqualification for Caring for Children Regulations 1991 are enclosed.

         DATA PROTECTION

Information regarding unsuccessful candidates will be held for no longer than 6 months and used only in connection with the selection process or issues arising from it.

Equal Opportunities Monitoring Forms are held separately from application documents and destroyed as soon as the information from them has been collated.
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