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APPLICATION PACK

Included in this pack are the following documents:

· The application form hints

· The application form

· Job description including the person specification

APPLICATION FORM HINTS

The notes below are designed to help you to make the best of your application. Please read through them before completing the form:

· Read through the enclosures and pay particular attention to the job description given and the type of person specified as a suitable candidate. Think about the skills, qualifications and experiences you possess and how they are relevant. Try to demonstrate how you as a candidate match the criteria given. Please note that the decision on whether or not to invite you for an interview will be made on the information provided on your application form.

· Complete the form in your own handwriting in black ink or typescript.

· Note that references will be taken up; therefore, the references quoted should be able to comment on your suitability for the post. In the case of first appointment applicants should quote the name of the Head Teacher or Tutor. If you have difficulty in providing referees please contact us.

· Adolphus Care operates an equal opportunity policy in which we aim to ensure that no job applicant or employee receives less favourable treatment on the grounds of race, nationality, sex, disability age or sexuality. 

· The Data Protection Act (1998) means that all information given is treated as confidential. You have the right to access any information we hold at any time and can request that this information is corrected. No information will be collected or retained without good reason. We may pass on your details to a third party to enable us to confirm the information you have given (e.g., qualifications, experience). 

· Disclosure & Barring Service and any other checks that we may deem necessary will be made to verify the information entered herein. 

APPLICATION FORM

Please complete all sections clearly and in full. Use BLACK ink only. If you run out of space at any point please continue by attaching an additional sheet.

JOB DESCRIPTION

	Post
	

	Reference no.
	
	Closing date
	

	Where did you hear about Adolphus Care?
	 Job centre
	
	  Publication
	
	     Other
	

	
	Please Specify
	


PERSONAL INFORMATION

	Mr/ Miss/ Ms/ Mrs/ Dr/ Other
	
	Place of Birth
	

	Surname             
	
	Forename(s)
	

	Full address

including

postcode
	

	How long have you been at this address?
	

	Marital Status
	Single 
	
	  Married
	
	   Divorced
	
	  Separated
	

	Home tel no.
	
	Mobile tel no.
	

	Email Address
	
	Driving licence?
	Yes 
	

	
	
	
	No
	

	National Insurance No.
	
	Work permit required?
	Yes
	

	
	
	
	No
	

	Language(s) & competence
	

	Criminal Records Check

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020) provides that when applying for certain jobs and activities, certain convictions and cautions are considered ‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account.
Yes

No

Do you have any unspent conditional cautions or convictions under the 

Rehabilitation of Offenders Act 1974?

Yes

No

Do you have any adult cautions (simple or conditional) or spent

convictions that are not protected as defined by the Rehabilitation

of Offenders Act 1974 (Exceptions) Order 1975 (Amendment)

(England and Wales) Order 2020? 



	Do you have a current Disclosure Barring Service clearance?
	Yes
	

	
	No
	


REFERENCES

Please give the names of persons from whom references may be sought concerning your application.  Two of the referees must be your present or most recent employers. Please also note that we can not accept references from friends or family members or from personal email addresses such as Hotmail/Yahoo/Gmail etc.
Employer References

	Current/last employer
	
	Previous Employer
	

	Contact Name
	
	Contact Name
	

	Professional Relationship
	
	Professional Relationship
	

	Full address
	
	Full address
	

	Nature of Business
	
	Nature of Business
	

	Tel no.
	
	Tel no.
	

	Business Email Address
	
	Business Email Address
	

	Contactable

(please tick)
	Before interview
	
	Contactable

(please tick)
	Before interview
	

	
	After interview
	
	
	After interview
	


If you wish to illustrate a particular aspect of your character or ability you may give the names of personal referees such as a priest, from whom references may be sought concerning your application Please note these references can not come from family members or friends. 
Personal References (optional)

	Contact Name
	
	Contact Name
	

	Relationship
	
	Relationship
	

	Full address
	
	Full address
	

	Tel no.
	
	Tel no.
	

	Contactable

(please tick)
	Before interview
	
	Contactable

(please tick)
	Before interview
	

	
	After interview
	
	
	After interview
	


CURRENT/ MOST RECENT EMPLOYER 

	Name & organisation type
	

	Dates MM/YY
	
	Salary & grade
	

	Post held
	
	Notice required
	

	Summary of duties & responsibilities
	

	Reasons for leaving
	


PREVIOUS EMPLOYMENT

Please include information on 15 years of your working history, if less than 15 years work history, please include your secondary/tertiary education. Also include information on any gaps in your history such as holidays, temporary and volunteer work or any periods of non-employment.
	Employer’s name & address
	Position, grade & summary of duties
	From    To

MM/YY
	Reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please use a separate sheet if necessary.

EDUCATION & QUALIFICATIONS

	Institutions 

(from secondary)
	From     

MM/YY
	To          MM/YY
	Qualifications subject & level 
	Year obtained & grade

	
	
	
	
	


PROFESSIONAL/ VOCATIONAL EDUCATION & TRAINING

	From     To

MM/YY
	Institution attended & course
	Qualifications gained

(if any)

	
	
	
	


Courses
	
	Details of course(s)
	Dates

	Risk assessment
	
	

	Fire training
	
	

	First Aid
	
	

	Food Hygiene
	
	

	Manual Handling & COSHH
	
	

	Please include details of any other relevant training here:


	Membership of Professional Institutions (where appropriate) 



SUPPORTING INFORMATION

	1. Please outline your reasons for applying for this post.

2. Please outline how your experience and qualifications make you suitable for this post.

3. Please give any additional information you feel is relevant in support of your application.




DECLARATION

	“I declare that, to the best of my knowledge, the information given is correct. If appointed I understand that deliberate omissions or incorrect statements with regard to this application could jeopardise my employment and may lead to dismissal. In addition, I am prepared to undergo a medical examination if required and confirm to the best of my knowledge there are no medical reasons that would prevent me from undertaking the duties of the post” I will give my full cooperation in the completion of a Criminal Records Bureau check.

	signature:                                                                               date:
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