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Application Form
As part of your application for a social care role, you are required to provide certain information to help demonstrate your suitability for the role.  Please complete the application form as thoroughly as possible 
	Post Applying for 
	


	Where did you see the vacancy?
	Persona website

	Facebook
	Twitter
	Greater.jobs website
	Poster within community venue



	Other recruitment website, please state
	GOV.UK - find a job

	Other, please state




Personal Information
	Title:
	
	Full Name:
	

	Address:

Inc postcode
	

	Email Address: 
	

	Day Telephone Number:
	
	Evening 
Telephone Number:
	


Employment History:

This gives the recruiting manager an understanding of the roles you have undertaken and length of time spent in roles.  It is therefore essential that all info is completed. If there are any periods of time that have not been accounted for, for instance, periods of unemployment, caring for others, please give details of them with the dates in the ‘Gaps in Employment’ section below.  
The information must provide a complete history from the age of 16:
Current employment:

	Start Date
	End Date
	Employer
	Job Title
	Notice period 
	Admin use only

	
	
	
	
	
	


Previous employment:

	Start Date
	End Date
	Employer
	Job Title
	Reason for Leaving 
	Admin use only

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Gaps in Employment
Where there is a gap in your employment history, please provide dates and the reason for the gap

	Date From
	Date To
	Reason for Gap
	Admin use only

	
	
	
	

	
	
	
	


Education and Training

Apart from giving details of formal education and qualifications, mention any short / non qualification course that you may have attended to improve your knowledge and skills, if they are relevant to the job you are applying for.  
Successful applicants will be required to provide proof of qualifications.
Education and Qualifications

School
	Qualification
	Grade
	Where obtained
	When obtained

	
	
	
	

	
	
	
	

	
	
	
	


College / University
	Qualification
	Grade
	Where obtained
	When obtained

	
	
	
	

	
	
	
	

	
	
	
	


Other professional Development

	Qualification
	Grade
	Where obtained
	When obtained

	
	
	
	

	
	
	
	

	
	
	
	


Training / Development / Short Courses (relevant to the role)

	Subject / Training
	Provider
	Date Attended
	Admin use only

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Membership of Professional Bodies (if applicable)
	Professional Body
	Level and Method of Membership
	Membership Number
	Date of Membership

(dd/mm/yyyy)

	
	
	
	

	
	
	
	


	Referred by a friend?
	Employees name:

	Have you been told about this role by someone who already works for Persona via our ‘Refer a friend’ scheme? If so please tell us their full name.
	


References 
Please give details of two references.  
If you have previously worked in social care, one of these references should be from a social care employer.
Referee 1

	Name
	Job Title
	Telephone Number

	
	
	

	Address
	

	Email Address
	


Referee 2
	Name
	Job Title
	Telephone Number

	
	
	

	Address
	

	Email Address
	


Please ensure that you make your referees aware that if you are successful in this role that they will be contacted for a reference.  
Please note: if required we may ask for details of more than the 2 references you have provided
	Convictions / Declarations

Rehabilitation of Offenders Act 1974
	


The nature of this post means that you are exempt from Section 4(2) of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  You are not, therefore, entitled to withhold information about convictions, which for other purposes are ‘spent’ under the provisions of the Act.  If you are appointed to the post, any failure to disclose such convictions could result in the offer of appointment being withdrawn or disciplinary action being taken.

If you are successful the information on the form will be considered and, if you have declared any previous criminal convictions, cautions or reprimands, these may be discussed with you prior to a decision being taken on your appointment.

Please be aware that the school/Authority has a policy on the recruitment of ex-offenders and that a criminal record will not automatically debar anyone from employment with the School/Authority.  You should also be aware that your referee can be informed that they can disclose any conviction they consider relevant.
DECLARATION  (Please tick appropriate boxes)
	
	Yes
	No
	

	Have you ever been convicted of any offence in a Court of Law
	
	
	

	Have you ever been warned, cautioned or reprimanded by a Senior Police Officer or bound over?
	
	
	

	Are you registered on the ISA Vulnerable Adult List or disqualified from work with Adults or subject to sanctions imposed by a regulatory body?
	
	
	


If you have answered Yes to any of the above questions, please give brief details and dates of any offences 
	


In either event, you must sign and date the form in the spaces provided below.

	Signed:
	
	Date:
	


DECLARATION (please read carefully before signing the application)

Please complete the following declaration and sign it in the appropriate place below. If this declaration is not completed and signed, your application will not be considered.

I agree that Persona can create and maintain computer and paper records of my personal data and that this will be processed and stored in accordance with the Data Protection Act 2018. 

To comply with the Data Protection Act 2018, we can confirm that the information provided in this application will only be used to assist us with your application.  If your application is unsuccessful, the information will not be kept for longer than necessary, after which time it will be destroyed.  If your application is successful, the information will form part of your personnel file and we will be entitled to use it for all purposes in connection with your employment.

We are required under the Act to obtain your consent to use the information for the above purposes and on the above terms.  

	I confirm that all the information given by me on this form is correct and accurate and I understand that if any of the information I have provided is later found to be false or misleading, any offer of employment may be withdrawn or employment terminated.



	If a conditional offer of work is made, I agree to complete a pre-employment health assessment questionnaire and if required undergo a medical examination to ensure my suitability to carry out my duties.  I have given my explicit consent freely.



	I authorise you to contact the above two stated referees.



	I consent to the use of my personal information for the purposes and terms set out above.




	Signed:
	
	Date:
	


If you are submitting this form electronically we will accept a ‘typed-in’ name as your signature

Please check that you have completed all sections of the Application Form and that you have signed it.  If you are submitting this form via email you are declaring that the information stated is true and accurate.  All job offers are conditional, subject to satisfactory pre-employment checks including references, CRB check, qualifications and medical clearance.
In addition to the completion of this application form please complete the Competence, Skills and Experience document and submit this alongside your application form.
