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Application for employment 
Guidance for completing your application form 
Please complete all sections of this application form. Your completed application plays an important part in determining whether you are invited to interview.
The short listing panel will assess your application against the person specification and job description, selecting candidates for interview based on the information that you provide.
We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults.  We expect all employees and volunteers to share this commitment. We follow a Safer Recruitment Process.
As the post you are applying for may involve contact with vulnerable groups, including children, you must provide a full education, employment and training history from when you left school. You should account for any gaps or anomalies in your employment history both within your application and, if invited, at interview. If invited for interview you will be asked to complete a Criminal Record Self-Disclosure (Section B of this application form). This will be sent to you if you are invited for interview. This will only be looked at if we want to offer you the role. 
We may:

· Contact previous employers to verify your employment history. 
· Carry out appropriate on-line checks.

· Request references before interview if you are shortlisted. (If this is problematic please let us know).
Points to remember 
· Complete the form carefully, accurately and in full.

· Read the person specification, job description and advertisement. 
· Tailor your application to demonstrate how you meet the requirements of the role.

· Include all relevant skills, knowledge and experience, whether gained through paid work, voluntary work or other activities.

· Please do not submit a CV, as it will not be accepted. 

Data Protection (UK GDPR)
The information you provide will be processed in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. 

Your information will be:

· Kept securely and confidentially.

· Used solely for recruitment purposes.

If you are not shortlisted, your information will be deleted following completion of the recruitment process
If you are interviewed, your information will be retained for six months before being securely destroyed.

This applies to information held both electronically and in paper format.

Use of generative AI
Have you used generative AI in your application?

NO

YES

If Yes please state how:
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Application for employment 

	Position applied for:

	Closing date:


SECTION A – Application form
1. About you

	Title

	

	Family name 


	

	Given names


	

	Previous given or family names


	

	Home address 


	

	Email address


	

	Phone numbers 

	

	Do you hold a current valid driving licence?


	Yes/No

	Do you have access to a car? 
	Yes/No



Please do not include your name any other personal identifiers in the following pages as this cover page will not be used as part of the shortlisting process.
2. Current /last employment – please provide as much detail as possible. Incomplete information may affect our ability to assess your application.
	Position held
	

	Name  and address of organisation 
	

	Telephone number 

	

	Email address 


	

	Current/final salary


	

	Line manager (Name and job title)
	

	Employment start date
	

	Employment end date (if applicable)
	

	Reason for leaving 
	

	Summary of main duties and responsibilities
	


3. Previous employment 
Please list your previous employment, starting with the most recent position. 
	Employer (include address, email and telephone where possible)

	Position held
	From
	To
	Main duties
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	


Please add additional rows, if required
4. Voluntary or unpaid work
Please tell us about any voluntary or unpaid work that you are doing now or have done in the past
	Name and address of organisation
	Position held
	From
	To
	Main duties
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	


Please add additional rows, if required
5. Gaps in employment
Please tell us about any gaps in your employment history. 
	From
	To
	Reason

	
	
	

	
	
	


Please add additional rows, if required
6. Qualifications
Please list your relevant qualifications. Highest relevant qualifications are sufficient. Please note that original certificates of highest / most relevant qualification may be requested at interview.
	School/college/university
	From 
	To
	Qualifications gained
	Level or grade

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please add additional rows, if required
7. Supporting statement
Please explain why you are suitable for this role. Refer to the job description and person specification, providing examples of your knowledge, skills, experience and achievements. Where possible explain the impact or outcomes of your work. You may attach a separate supporting statement if you prefer.
	


8. References

Please provide the names of two referees. 
If you are (or have been recently) employed in either a paid or unpaid capacity, one should normally be from your current or last employer. 
If you are a student, one should be a senior staff member from your place of study. 
Referees should not normally be relatives. 
References will only be requested if you are shortlisted, and where appropriate, after your permission has been obtained.
	Referee 1

	Name
	

	Relationship to you
	

	Organisation
	

	Position held
	

	Address 
	

	Telephone number
	

	Email address
	

	Referee 2

	Name
	

	Relationship to you
	

	Organisation
	

	Position held
	

	Address and post code
	

	Telephone number
	

	Email address
	


9. Your right to work in the UK 
We are legally required to establish that anyone we employ has a right to work in the UK. 
	Please confirm that you have a right to work in the UK and that you have documentary evidence for this (either a British passport, share code or visa). 



	I confirm that I have the right to work in the UK and have documentary evidence for this
	Yes/No


10. Access requirements for applicants with a disability 
We are committed to ensuring that disabled applicants are not disadvantaged during the recruitment process. We will make reasonable adjustments where required. 
	Do you have any access requirements that we need to be aware of if you are invited for interview.

	


11. Disciplinary action 

Please read the questions below about disciplinary action. If you need to answer “Yes” to any of them we will ask you further questions if you are provisionally offered a role after the interview. Answering “Yes” to any question about disciplinary action will not mean that you cannot be considered for this job. Any information provided will be considered fairly and in relation to the requirements of the position. 
	Have you been the subject of formal disciplinary action by your current employer?  
	Yes/No

	Are you the subject of on-going disciplinary proceedings by your current employer? 


	Yes/No

	Have you ever been the subject of any formal disciplinary action by a previous employer or were you the subject of any incomplete disciplinary proceedings at the time you left? 


	Yes/No

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


	Yes/No


12. Declaration 
By signing this declaration you are agreeing with the statements below, which may be referred to in the future. 

· I confirm that all the 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 an employee of CLP 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 rejected, any offer of employment (whether paid or unpaid) being withdrawn, or actual employment (whether paid or unpaid) being terminated; 

Name 

Signature 

Date
Returning this application form

Please return your completed application form to CLP, Zone 1, Erskine Road, Rotherham, S65 1RF or to helen@clp-eastwood.org.uk by 5.00pm on the closing date. Late applications will not normally be considered.

