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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?
	

	Title: 


	Address:



	Surname:


	

	Forename(s):


	

	Known as:


	

	Previous surname:


	

	Full contact numbers:

Home - 

Work -

Mobile - 


	Email address:



	
	National Insurance Number:


Please provide details of any professional membership which is relevant to the post you are applying e.g. Nursing & Midwifery Council 
	Professional Body
	Membership No.
	Validation Date
	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:




	Internal use only
	Shortlisted / Not shortlisted
	Confirmed interview  Yes / No / Left message


EMPLOYMENT HISTORY (paid and 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.
	Name and address of employer (including name of line manager)
	Job title and responsibilities
	Employment dates and salary on leaving. 

If applying for a nursing position, please specify your current band and point
	Reason for leaving /explanation of any gaps

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


What is your current notice period?
	


QUALIFICATIONS 
(Please complete this section if you have any qualifications, including professional and overseas qualifications)

	School/College or University
	Dates


	Qualification gained
	Level and grade

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PENSION SCHEME
	Please specify the name of the pension scheme you are joined to if applicable


	


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. Please do not continue on more than two additional pages if necessary.

	


REFERENCES

Please provide details of two principal referees and one back up referee.   These must be people to whom you are not related and to who can provide information relating to your work experience and suitability for the post.  As a minimum, one should be your current employer and the second should be your previous place of employment. If you are currently unemployed, it must be your most recent employer. 
Please note that some employers do not provide two references from the same organisation. , and you may be asked to provide an alternative referee.

If you have just left education, please provide the details of your course tutor.    If you provide details of a personal referee, it should be someone who has known you for at least five years. If you have any gaps in your employment, you must provide us with details what you were doing during this time.
	Main Reference 1
	Main Reference 2

	Name:


	Name:

	Position:

	Position:

	Organisation:
	Organisation:


	Address:

	Address:

	Tel:

	Tel:

	Email: (this must be provided)

	Email:(this must be provided)


	Relationship to you:

	Relationship to you:


	May we approach them prior to interview?


	May we approach them prior to interview?

	Reference 3

	Name
	

	Position
	

	Organisation
	

	Address
	

	Tel
	

	Email: (this must be provided)
	

	Relationship to you
	

	May we approach them prior to interview
	Yes   / No                                              


 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


	


	Do you have a current driving licence? 

(please tick)


	Yes
	
	No
	

	Details of any endorsements:

Groups:

Expiry date:




	Are there any special arrangements which

we can make for you if you are called for
an interview?
	Yes
No

If Yes please specify, (e.g. ground floor venue)


 All Clinical and Bank staff are expected to provide valid copies of their mandatory training
 certificates with their application form as stated below. Failure to do so could result in not be
 shortlisting or there being a delay with your application.
	Training Records
	Expiry Date
	Certificate Provided (tick)

	Equality & Diversity
	
	

	Health & Safety
	
	

	Conflict Resolution
	
	

	Fire Safety / Awareness
	
	

	Infection Control
	
	

	Manual Handling
	
	

	Safeguarding Adults Level 2
	
	

	Prevent Radicalisation
	
	

	Safeguarding Children L 2-3
	
	

	Basic Life Support
	
	

	Information Governance
	
	


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. 


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

· I understand that failure to complete all areas of the application form may lead to the application not being reviewed by the shortlisting panel.

· 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 2018.
Name:

Signature:

Date:

Please return your completed application to the following address:
HR Department



Haven House Children’s Hospice

The White House

High Road Woodford Green

Essex

IG8 9LB

Email 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. 
Email: resourcing@havenhouse.org.uk
Telephone: 020 8505 9944

Any questions relating to your application should also be directed to the Human Resources Department. If you have not heard from Haven House two weeks after the closing date, please assume you have been unsuccessful on this occasion.
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