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APPLICATION FORM
Haven House is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Position Applied For:

	

	How did you hear about this post?

	

	Are you known to anyone who is currently employed or volunteers at haven House? If so, who and in what capacity?
	


SECTION ONE – PERSONAL DETAILS
	Surname 


	

	Forename(s)


	

	Known As


	

	Previous Surname


	

	Home address

	

	Home telephone


	

	Work telephone


	

	Mobile & Email Address

	


SECTION TWO – WORK EXPERIENCE (PAID & VOLUNTARY)
Please give details of any paid and voluntary employment you have undertaken since leaving secondary education, starting with your most recent. (Please use a separate sheet where necessary).
	Start/End Date
	Employers Name & Address (including name of Line Manager)
	Job Title and Responsibilities
	Annual Salary
	Reason for Leaving

	
	
	
	
	


Please tell us about any gaps in your employment history. You may be asked about these at interview.

	From
	To
	Reason for Gap

	
	
	


What is your current notice period? 





___________________________
SECTION THREE – QUALIFICATIONS & PROFESSIONAL MEMBERSHIP
Please complete this section if you have any qualifications and/or membership of a professional body that is/are relevant to the post you are applying for. Please include details of any overseas qualifications.
	School/College or University
	From
	To
	Qualification gained
	Level and grade

	
	
	
	
	


	Professional Body
	Membership No.
	Membership status
	Member since

	
	
	
	

	Are you, or have you ever been, subject to any sanctions imposed by a professional body?

YES / NO
If yes, please provide further details.




SECTION FOUR – SUPPORTING STATEMENT
	Please use this page to describe details of your experience, knowledge, skills and abilities.  You should detail why this makes you a suitable candidate for this post and how you meet the criteria outlined on the job description and person specification. You may also want to include activities you undertake outside of work, voluntary work and any personal achievements or attributes, if you feel they are relevant. 

	


SECTION FIVE – REFERENCES

Please provide details of two people who we can approach for a reference.  The first should be your present manager (or last manager if you are not currently working or volunteering). If you have just left education, please provide the details of your course tutor.  References from family members will not be accepted.  If you provide details of a personal referee, it should be someone who has known you for at least five years.

	Referee’s Name
	

	Job Title
	

	Company Name
	

	Address
	

	Telephone Number (work)
	

	Telephone Number (other)
	

	E-mail Address
	

	Relationship to You
	

	May we approach them prior to interview?
	


	Referee’s Name
	

	Job Title
	

	Company Name
	

	Address
	

	Telephone Number (work)
	

	Telephone Number (other)
	

	E-mail Address
	

	Relationship to You
	

	May we approach them prior to interview?
	


SECTION SIX – ADDITIONAL INFORMATION

RIGHT TO WORK IN THE UK
We have a legal obligation to check that individuals have a right to work in the UK before we employ them. Please confirm that you have a right to work in the UK and that you have documentary evidence to support this.  If you are invited to attend an interview with us, you will be asked to bring evidence with you on the day.

	I confirm I have a right to work in the UK and can support this with documentary evidence.
	YES
	
	NO
	

	Are there any Home Office restrictions placed on your work activity in the UK?
	YES
	
	NO
	

	Do you require a work permit?

	YES
	
	NO
	

	If YES, please outline the restrictions below


	


DISCLOSURE OF CONVICTIONS

	Anyone applying to work with Haven House MUST answer the following questions:


	Have you ever been convicted by the courts, cautioned, reprimanded or warned for any criminal offence?
	YES
	
	NO
	

	Are you currently the subject of any police investigations?
	YES
	
	NO
	

	Have you ever been convicted of any offence which is not considered ‘spent?’
	YES
	
	NO
	

	

	If you are applying for a post which will bring you into contact with children and/or young people as part of your duties, you are required, under the Rehabilitation of Offenders Act (Exception Order) 1975 and or (NI) 1979 to disclose any convictions which may be considered ‘spent’ for any other purposes.  You will also be required to give permission for a Police Record check before your appointment is finally confirmed.   

	
	
	
	
	

	Has any action ever been taken against you by a local authority, voluntary agency or Police Authority relating to a child or children under the age of 18 years?
	YES
	
	NO
	

	If the answer to any of the above questions is YES, please provide full details (including dates, penalties, allegations etc) on a separate sheet of paper. Please place it in a sealed envelope, marked ‘Confidential’ with your name, address and details of the post you have applied for. You should attach this to your application form. The envelope will not be opened unless you are provisionally offered the position.



DECLARATION
By signing this declaration, you are agreeing with the statements below which may be referred to in the future:

· I confirm that all details I have provided in this application form are correct and that I have not deliberately withheld any relevant information.
· I have not attempted to influence any employee of Haven House Children’s Hospice in connection with this application.
· I understand that deliberately providing false information, failing to disclose relevant information or attempting to influence the recruitment process unfairly may lead to my application being withdrawn, any offer of employment being withdrawn, or actual employment being terminated.

· I note that the information provided on this application form may be held, further processed or verified in accordance with the Data Protection Act 1998.
Name:

Signature:

Date:
Please return your completed application to the following address:
Human Resources Department, Haven House Children’s Hospice, The White House, Woodford Green, Essex IG8 9LB.  Any questions relating to your application should also be directed to the Human Resources Department.
E-mail applications are acceptable but you will be asked to sign the declaration if you are invited to attend an interview. Please be advised that late applications will not normally be considered.
ETHNIC BACKGROUND
	We would be grateful if you could complete the following in order to assist in monitoring our commitment to diversity in all aspects of our organisation. Please indicate as appropriate.


	White
	
	Asian/ Asian British
	
	Black/ African/ Caribbean/ Black British
	

	English / Welsh / Scottish /

Northern Irish / British Irish
	(
	Indian
	(
	African
	(

	Irish
	(
	Pakistani
	(
	Caribbean
	(

	Gypsy or Irish Traveller
	(
	Chinese
	(
	
	

	Other:  (Please State)

	
	Other:  (Please State)
	
	Other:  (Please State)
	

	Mixed
	
	Other Ethnic Groups
	
	
	

	White & Black Caribbean
	(
	Arab
	(
	Not Stated
	(

	White & Black African
	(
	
	
	
	

	White & Asian
	(
	
	
	
	

	Other:  (Please State)


	
	Other: (Please State)
	
	
	

	Language Spoken:




	Do you consider yourself to have a disability?


	YES
	
	NO
	

	If YES, are you registered disabled?


	YES
	
	NO
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