[image: Logo

Description automatically generated][image: Company name

Description automatically generated]                                                   



This page is intentionally blank for data protection purposes
Application form
Action for Children is the data controller for the information you provide during the process unless otherwise stated. If you have any queries about the process or how we handle your information, please contact us at recruitment.headlands@actionforchildren.org.uk. Action for Children is the data controller for the process or how we handle your information please contact us at recruitment.headlands@actionforchildren.org.uk. 


Post title:      
Vacancy ref:      

Personal details
[bookmark: Text1]Surname (block capitals):      	Title:      
Previous surnames (if applicable):       
Forenames (in full):      
Address:      
Postcode:      
Telephone (day):      
Telephone (evening):      
E-mail:      
National insurance no:      
What originally prompted you to apply for this position (please tick below)?
|_|  I regularly check vacancies on your own website
[bookmark: Text65]|_|  Advert on another website attracted me (please specify)       
[bookmark: Text64]|_|  Advert in a publication attracted me (please specify)       
[bookmark: Text66]|_|  Other (please specify)       
Please return this form to:
recruitment.headlands@actionforchildren.org.uk
or
Recruitment
Action for Children
Headlands School
2 St Augustine Road
Penarth
CF64 1YY

International Address History
Have you lived/worked abroad for a continuous period of 6 months or more during the last ten years?
|_|No
|_|Yes
If yes, please provide full details below of the dates and the address/s where you have resided as this information will be used to enable us to process the appropriate international check if you are appointed:
	Full address including post code 
and country:
	Dates:
(from–to)
Month/ Year:
	Dates:
(from–to)
Month/ Year:

	     


	     
	     


Do you have the right to work and live in the UK?
|_|Yes
|_|No
The British Asylum and Immigration Act requires that all successful candidates must provide evidence of their immigration status and eligibility to work in the UK. You will be asked to provide evidence, if you are called for an interview.
Do you have a disability?
The Disability Discrimination Act 1995 (DDA) as amended, affects every stage of the recruitment process imposing a duty on employers to make reasonable adjustments to enable disabled people to compete on equal terms. Applicants with disabilities who meet the essential criteria will automatically be shortlisted.
|_|Yes
|_|No
Definition of disability:
Section 1 of the Disability Discrimination Act 1995 defines a person as having a disability if he/she ‘has a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day to day activities’.









Employment History
Please provide information below:
	Dates: (from–to)
Month/Year:
	Dates: (from–to)
Month/Year:
	Reason for gap in employment history if applicable:

	     






	     
	[bookmark: Text67]     





Education, professional qualifications and training
Where applicable please include details of examinations taken or about to be taken for which results are not yet available.
	Name and address of school/
college/university/institution:
	Course details:
	Qualifications obtained, with grades:

	Educational institution attended:
     



	Professional qualifications (including those from professional institutions):
     



	Training courses attended (if relevant to the person specification):

     



Most relevant experience/reasons for applying
The job description details the key areas of responsibility and tasks involved.  The person specification details key areas of knowledge, experience and skills required.  Please demonstrate in this section how you meet the person specification.  Shortlisting will be based upon how well you demonstrate your ability to meet these essential criteria and therefore we are unable to accept a CV on its own.
Please continue on a separate sheet if necessary, ensuring that you focus on specific responsibilities, competencies and achievements which are most relevant to the role applied for.  Any additional pages should total no more than three if they are handwritten, or two if they are typed and each page should include your name, the vacancy reference, and should be numbered.  
[bookmark: Text63]     







Referees
If you are successfully appointed, we will send you a conditional offer which will be subject to receiving suitable references. 
Criminal Record, Disqualifications and Declarations
With some exceptions, having a criminal record will not necessarily bar an individual from working with us.  This will depend on the nature of the position sought and the circumstances and background of the offence.  If you have declared a criminal record, which we believe is relevant to the post, we will discuss this with you after the selection process is complete, but prior to making a conditional offer of employment if you are the successful candidate. 
1. All applicants
For roles that do not involve working directly with children/adults- complete section 1 and 2, then move onto the next section - Consent.
For roles that involve working directly with children/vulnerable adults - complete section 1, and 3 - 6 as appropriate to your geographical location.
Are you subject to any current outstanding disciplinary action or legal proceedings?
|_|Yes
|_|No
	If "Yes" please give details:        
2. Non Social Care Posts
Only complete if the role you are applying for does not involve working with children or vulnerable adults 
Criminal Convictions: Have you ever been convicted of a criminal offence (unspent only)? 
|_|Yes
|_|No
Once complete please move onto page 8 - Consent. 
If "Yes" please give details        
3. Posts working with children or vulnerable adults
3.1.	Once this section is completed, please answer the appropriate questions in sections 4, 5 or 6 in line with the relevant area of the country, that the post is based in.
Has there ever been any cause for concern regarding your conduct with children, young people or vulnerable adults? 
|_|Yes
|_|No
	If "Yes" please give details        
3.2. Regulatory body sanctions- Are you subject to any sanctions imposed by a regulatory body
(E.g. HCPC, NISCC, SSSC, CCW, Ofsted, Education Scotland) 
|_|Yes
|_|No
If "Yes" please give details        
Childcare Disqualification Check
Legislation in the provision of early years (or later years) services to children contains a number of requirements which employers must meet.  Within this legislative framework it is necessary for employers to ensure that those involved in the provision of regulated services are not disqualified from that position under law.  This may be by reason of residence.
Under section 76 (3) and (4) of the Childcare Act 2006 it is an offence for any person to employ in connection with the provision of early years services or later years provision to which this section applies someone who is disqualified from registration.
Subject to regulation 9 of the Act, a person who knowingly lives -
a) in the same household as a person who is themselves disqualified, or
b) in a household in which any such person is employed is disqualified
c) is themselves disqualified.
Do you live in the same household as a person who is themselves disqualified or in a household which any such person employed is disqualified under the Childcare (Disqualification) Regulations 2009 or Child Minding and Day Care (Disqualification) (Wales) Regulations 2010, as appropriate. 
|_|Yes
|_|No
If "Yes" please give details         
4. For posts based in England or Wales
For posts that are exempt from the Rehabilitation of Offenders legislation, you must declare any convictions, cautions, reprimands or final warnings that are not "protected".  Certain spent convictions and cautions are "protected" (also known as filtered) and are not subject to disclosure to employers, and cannot be taken into account.  Further guidance and criteria on the filtering of these "protected" cautions and convictions (where applicable) is available on the Disclosure and Barring Service website: www.gov.uk/government/organisations/disclosure-and-barring-service
Successful candidates will be required to complete a Disclosure via the Disclosure and Barring Service.  
Have you ever been convicted of a criminal offence or cautioned, reprimanded or given a final warning by the police (spent or unspent)? 
|_|Yes
|_|No
	If "Yes" please give details         



Consent
Reserve Candidate pool
If following interview you are selected as a reserve candidate we would like to include your details in our reserve candidate pool in case any suitable vacancies arise in the 9 months following interview.
Would you like to be included in this reserve candidate pool? 
|_|Yes
|_|No


Personal data
We ask for personal information from job applicants to assist with our recruitment processes.  Any information about you which is obtained by us during the application process (including any information obtained directly from you or from third parties such as your referees) may be retained and used by us for the purposes of considering your suitability for employment, to take up your references, conduct appropriate checks, and as otherwise reasonably required for the purposes of Action for Children's business or any applicable law.
We may disclose information we receive from you to our group companies and to departments other than the one to which you may have originally applied to work if we think it is appropriate to do so for the above purposes.
If your application is successful, and you subsequently become employed by us, the information will become part of your personnel file.
If we do not employ you, we may still retain for a reasonable period and use the information we hold relating to you to be able to consider your application again at a later date should a suitable position become available.  If you would rather we do not do so, please let us know.
In accordance with applicable law, you are entitled to ask for a copy of the information that we hold about you and to ask us to correct any inaccuracies. Please contact the Recruitment Service if you would like to make such a request or if you have any questions.
Sensitive personal data
You may also supply us with sensitive personal data relating to your racial or ethnic origin religious or similar beliefs, physical or mental health, or sexual life which is gathered for the following purposes:
a) for equality of opportunity monitoring purposes,
b) to consider whether adjustments may need to be made to accommodate an applicant with a disability.
The provision of such sensitive personal data by you is entirely voluntary.
You may also supply us with sensitive personal data relating to your criminal record, which is gathered to assess suitability for particular jobs, for example where you may be required to work with children or vulnerable adults.
We may disclose your sensitive personal data to our group companies for these same purposes.
I consent to the processing of my personal information (including sensitive personal data) as described above.

Application Declaration
Before submitting this application, please read the following:
If you have difficulty completing this form and providing all of the information that we have asked for, or you require this form in a different format, please contact the Recruitment Service.
If you are appointed to the post, any major omissions or inaccurate information relevant to your application could lead to disciplinary action which could result in dismissal, or in some circumstances we may take legal action against you including referral to the police.
I declare that the information contained in this form is true and accurate.
I understand that if it is subsequently discovered that any statement is false or misleading, my employment may be terminated without notice.
I have read and understood the declaration:
Signature:      
Date:      
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Patron: HM The Qusen « Action for Chilren, previously NCH, was founded in 1869
Registered charity nos. 1097940/SC038092 + Company no. 4764232 « Limited company registered in England and Wles
Registered Offce: 3 The boulevard, Ascot Road, Watford WD18 8AG « Telephone: 0300 123 2112




