
Employment Application Form



	This information will be forwarded to selection panel for shortlisting

	Safe and fair recruitment commitment

Our organisation is committed to safeguarding and promoting the welfare of adults at risk and/or children and expects all our staff and volunteers to share these values. We are also committed to treating all applicants equally and fairly based on their skills, experience, and ability to fulfil the duties required of the role applied for. This is regardless of any protected characteristics (ethnicity, gender or gender reassignment, religion or belief, sexual orientation, physical/mental disability, age, pregnancy or maternity, marriage, or civil partnership).

Applicants must share with us all the relevant information that we have requested in this application form, but we would like to reassure applicants that any information provided 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 that all our recruitment and selection practices reflect this commitment.


	If appointed when could you start work? 








	If offered this post will you continue to work in any other capacity? (If yes, please give details e.g. other part time work, self-employment)

	








	Education Details

	Please include all periods of education or qualifications obtained

	School/College/University
	Dates From/To
	Qualifications
	Subject and grade
	Full/part time study

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Professional registration

	Professional body
	Registration/membership level
	Date awarded

	
	
	

	
	
	

	
	
	

	Employment history

	Current/most recent employer

	Name and address of current/most recent employer
	

	Current job title
	

	Start date
	
	End date
	

	Reason for leaving
	

	Key duties
	

	Recent Employment covering last 2 years

	Employer’s name and address
	Dates
	Post held and duties
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Referees


	Please provide contact details for at least two referees who are able to comment on your suitability for the job applied for. You are responsible for providing accurate contact details so that referees can be contacted.
· The first referee MUST be your current or most recent employer (or your course tutor if you are currently in, or have just left, full time education).
· Please provide references to cover the most recent two years of employment / study.
· Professional references will not be accepted from 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, or from relatives.
· Professional and educational references will not be accepted from personal email accounts, please only provide contact email addresses that can be verified and are associated to the relevant organisation. 
· References for shortlisted applicants may be taken up prior to an interview.

	
	Referee 1
May we contact referee prior to interview? Yes/No
	Referee 2
May we contact referee prior to interview? Yes/No

	Full name
	
	

	Position
	
	

	Address
	
	

	Telephone
	
	

	Email
	
	

	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 and/children, your current employer will be asked about disciplinary offences relating to adults at risk and/children (including any conduct related to safeguarding concerns which the penalty is ‘time expired’), and whether you have
been the subject of any safeguarding related investigations or concerns, and if so, the outcome of any enquiry or disciplinary procedure including any referrals to Disclosure and Barring Service (DBS), other professional bodies or the police.

If you are successful at interview, any offer of employment will be subject to receipt of at least two satisfactory references and any additional pre-employment checks.

	Post details

	Where did you see this vacancy advertised?
	

	Declarations

	Relationships

	Are you a relative or a partner of, or do you have a close personal relationship with any employee, volunteer, board member or service user of Imagine Independence?
	
	YES
	



	
	NO
	




	If yes, please state their full name, post title and place of work
	

	Have you previously been employed or sought employment with Imagine Independence?

	
	YES
	



	
	NO
	




	If yes, please provide details

	

	Right to Work

	Do you require permission to work in the UK?
(you will be required to provide evidence of eligibility to work in the UK)


	
	YES
	



	
	NO
	




	Criminal record checks

	We will only ask those candidates who have been selected for interview to complete a criminal record self-declaration form or provide a written disclosure statement to give them the opportunity to provide sufficient information. At interview, or in a separate confidential discussion, we will ensure that an open and measured discussion takes place on 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 being disqualified or, if appointed, disciplinary action being taken and/or dismissal.

	DBS barred lists

	This post involves working in Regulated Activity under the Safeguarding Vulnerable Groups Act 2006 and is subject to an enhanced DBS with barred list check (i.e. adults).

It is a criminal offence to apply for or accept a position working with adults at risk and/children if you have been barred from engaging in regulated activity with the relevant group (i.e. adults, children or both).


	Are you included in the list of people barred from working with adults maintained by the Disclosure and Barring Service (DBS) under the Safeguarding Vulnerable Groups Act 2006?

	
	YES
	



	
	NO
	



	
	N/A
	




	If you are not currently barred from 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
	



	
	N/A
	




	If yes, please provide details


	Rehabilitation of Offenders Act 1974

	If you are applying for a post connected with the provision of support services to adults PLEASE NOTE that, because of the nature of work, such employment is exempt from the provisions of Sections 4 (2) of the Rehabilitation of Offenders Act 1974, by virtue of the Rehabilitation of Offenders Act (Exemption) Act 1975.

Applicants are therefore not entitled to withhold information relating to convictions, reprimands, cautions or warnings which for other purposes are “spent” under the provisions of the Act. Any failure to disclose such convictions and, of course, any other convictions, could, if the applicant is given employment, result in dismissal or disciplinary action. Further information about the disclosure scheme can be found at www.disclosures.co.uk 

	Do you have a criminal conviction, spent or otherwise?
	
	YES
	



	
	NO
	




	Conduct declaration

	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, suspension, removal or any other restrictions that have applied to your professional registration.
	
	YES
	



	
	NO
	



	
	N/A
	




	If yes, please provide details and details of any sanctions and, the name and address of the regulatory or licensing body concerned.
	

	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
	

	Future Vacancies with Imagine Independence

	In the event that your application is shortlisted but subsequently unsuccessful, Imagine would like to retain your contact details on file for a maximum of 6 months for the purpose of notifying you of any future vacancies.

	
	I agree 
	



	
	Do not agree 
	



	
to Imagine retaining my contact details for this purpose.

	Please notify me of any vacancies via

	
	Email 
	



	
	Post
	




	Declaration

	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 requested 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 relevant Data Protection legislation, including UKGDPR/DPA 2018 and any other UK legislation which supports it.
Our organisation will process the data you give us to determine your suitability for the role 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.
I acknowledge that an appointment, if offered will be subject to satisfactory medical clearance/references/compliance with the Asylum & Immigration Act and police clearance where applicable.

	Signature
	
	Date
	





	PART 2 – Personal Details & Equality and Diversity Monitoring
The information below will not be forwarded to selection panel for shortlisting

	Personal Details

	Title
	
	Address
	

	First name (s)

	
	
	

	Last name
	
	
	

	Home number

	
	
	

	Mobile number

	
	
	

	Work number

	
	
	

	Email

	
	Postcode
	

	Equality & Diversity Information


	Imagine Independence wants to meet the aims and commitments set out in its equality policy. This includes not discriminating under the Equality Act 2010, and building an accurate picture of the make-up of the workforce in encouraging equality and diversity. The organisation needs your help and co-operation to enable it to do this, but filling in this form is voluntary. The information provided will be kept confidential and will be used for monitoring purposes.

We value and celebrate diversity and inclusion at Imagine Independence, and ensure that we deliver equality of opportunity in our recruitment and selection practices.  Therefore, all recruitment decisions are made in relation to the requirement of the post and the competence of the candidate to meet those requirements.  Other than where the job specification requires and the law allows, our decisions will not be influenced by any consideration of race or ethnicity, religion or belief, age, sex, sexual orientation, disability including mental ill health, gender re-assignment, pregnancy or maternity, marriage or civil partnership. We aim to eliminate possibilities of bias when considering applications.

In order to enable us to regularly monitor and assess whether equality of opportunity is being achieved, we ask you to complete this form which will be separated from your job application and will be used for statistical monitoring purposes only.

Your responses will not be made known to any of the selection panel and will be kept separately from your application.

Thank you for your co-operation. 

(This information will be held on computer and will be subject to the provisions of the Data Protection Act 1998)

	Sex and gender identity

What is your sex?
Female [  ]		Male [  ]		Prefer not to say [  ]

Is the gender you identify with the same as your sex registered at birth?
Yes [  ]			No [  ]			Prefer not to say [  ]


	If the gender you identify with is not the same as your sex registered at birth, please write in here: 

	

	Age

What age group do you fall within?

	16 - 24
	
	25 -29
	
	30 – 34
	
	35 – 39
	
	40 - 44
	
	45 - 49
	

	50 - 54
	
	55 - 59
	
	60 – 64
	
	65+
	
	Prefer not to say
	

	What is your Nationality?
	

	What is your Ethnicity? Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate box

	Asian or Asian British

	Indian
	
	Pakistani
	
	Bangladeshi
	
	Chinese
	
	Prefer not to say
	

	Any other Asian background, please write in here:
	

	Black, African, Caribbean or Black British

	African
	
	Caribbean
	
	Prefer not to say
	

	Any other Black, African or Caribbean background, please write in here:
	

	Mixed or Multiple ethnic groups

	White and Black Caribbean
	
	White and Black African
	
	White and Asian
	
	Prefer not to say
	

	Any other Mixed or Multiple ethnic background, please write in here:
	

	White

	English
	
	Welsh
	
	Scottish
	
	Northern Irish
	

	Irish
	
	British
	
	Gypsy or Irish Traveller
	
	Prefer not to say
	

	Any other White background, please write in here:
	

	Other ethnic group

	Arab
	
	Prefer not to say
	

	Any other White background, please write in here:
	

	Do you consider yourself to have a disability or health condition?

	Yes
	
	No
	
	Prefer not to say
	

	What is the effect or impact of your disability or health condition on your work? Please write in here:
	

	The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable adjustment’, then please discuss this with your manager, or the manager running the recruitment process if you are a job applicant.

	What is your sexual orientation?

	Heterosexual/straight
	
	Gay
	
	Lesbian
	
	Bisexual
	

	Asexual
	
	Pansexual
	
	Undecided
	
	Prefer not to say
	

	If you prefer to use your own identity, please write in here:
	

	What is your religion or belief?

	No religion/belief
	
	Buddhist
	
	Christian
	
	Hindu
	

	Jewish
	
	Muslim
	
	Sikh
	
	Prefer not to say
	

	If you prefer to use your own, please write in here:
	

	Marriage/Civil Partnership Status: Are you:
	

	Single
	
	Married
	
	In a civil Partnership
	
	Divorced
	

	Widowed
	
	Prefer not to say
	

	Carer: Are you a carer i.e. for an elderly family member/friend or someone with a disability?

	Yes
	
	No
	
	Prefer not to say
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