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             Application for Employment

Father Hudson’s Caritas is a Social Care Agency of the Archdiocese of Birmingham.  We are a company registered in England and Wales under number 1653388. It is also a charity, registered with the Charity Commission under number 512992. 

For Official Use Only - Vacancy Details 

	Post Reference No.: P1929                   Application Form No. 
	Returned Date:

	Job Title: Head of Finance     
	Shortlist:  Yes/No 

	Location: Coleshill, B46 3FG
	Appoint:   Yes/No




PERSONAL DETAILS

	
First name: ………………………………………………………….

Last name: …………………………………………………………. 


Address: …………………………………………….……………....

Town/City: …………………………………………………………..

County: ……………………………………………………………….

Postcode: ……………………………………………………………..


Email Address:………………..…………………………………………


	
Preferred title: ……………………


Telephone contact number: 

…………………………………………


National Insurance Number:

…………………………………………...





1. GENERAL INFORMATION

	
a. Do you hold a current driving licence? (Only answer if having a licence is a requirement of the post. Refer to the person specification for guidance.)

If applicable, is the licence endorsed? If yes please give brief details:

	
Yes  ☒                 No  ☒



Yes  ☐                 No  ☐
 
Details:……………………………………………………………………………………………………………………………

	b. Are you subscribed to the DBS update service? Only answer if having a DBS is a requirement of the post. Refer to the person specification for guidance.

c. Against which workforce have you been checked?

d. Is your DBS Disclosure a standard or enhanced certificate?
	Yes  ☐                 No  ☐
 


Child or Adult  ☐  Child & Adult  ☐

Enhanced  ☐       Standard  ☐



2. RIGHT TO WORK INFORMATION
You must answer these questions in full. If this section is blank your application form will be returned to you.
	A. Are you a United Kingdom (UK), European Community (EC) or European Economic Area (EEA) National?


	 Yes (please provide details below):

UK – United Kingdom
EEA/ EC – European Economic Area/ European Community


 No (please proceed to Question’s 2B & 2C)


	B. Please select the category that relates to your current immigration status.  This status will be subject to checking before interview.
	· Tier 1/Highly Skilled Migrant Programme
· Post Graduate Doctors and Dentists
· Indefinite Leave to remain/enter	
· Tier 5/Temporary Workers
· Tier 2/Work Permit	  
· Dependant / Spouse visa
· Working Holiday Visa/Tier 5 Youth Mobility	
· Clinical attachment visa
· Refugee/Asylum Seeker (ARC Cards)	
· Tier 4/Student                              	
· Other, please specify below
· Visitor		
     Other (please provide details)
……………………………………………………………….


	C. Following on from 2B, please supply details of any visa currently held:
	
Visa number:………………………………………………….

Start date: (DD/MM/YY):……………………………………

Expiry date: (DD/MM/YY):….………………………………

Details of any restriction:……………………………………


	D. If your visa has expired and you have applied to the Home Office for a new VISA, please provide the application reference number.
We will then conduct a check with the Home Office.
	
Application Reference:…………………………………………



	E.  Please provide your Right To Work share code for gov.uk. By giving us this code you are giving consent for us to carry out a right to work check for you on the gov.uk Employer Checking Service.
	
……………………………………………………………………






3. PRESENT OR MOST RECENT EMPLOYMENT 

	Job Title:
	Date started:

	Employer:
	Date left:

	Address:
	Reasons for leaving/wishing to leave:

	
	

	Town/City:
	

	County:
	

	Postcode:
	Notice Period

	
	Salary: £

	Nature of work/responsibilities:

	



[bookmark: _Hlk135383328]4. COMPETENCY & VALUED BASED QUESTIONS
Please explain why you are applying for this position, using examples and to show how you meet the requirements of the Person Specification for the following questions.

You must answer these questions in full. If this section is blank your application form will be returned to you.

	1. 1.
2. Please share your experience in promoting excellence in financial reporting and controls, as well as your commitment to maintaining consistently high standards and continuous improvement within your areas of responsibility.
3. 
4. Include examples of your experience, skills and knowledge in:
5. standard accounting practices, costings and budget setting, commercial/contract law, health and safety, IT and digital transformation.


	Organisation Value: 
6. Seek excellence

	













	7. 2. 
8. How have you worked in partnership across different departments/services in an organisation, supporting managers to understand finance and make confident decisions.  Include any relevant experience in the social care and charity sector.


	Organisation Value: 
9. Collaborative

	

















	10. 3. 
11. Share your experience of how you have successfully carried out financial leadership.  In particular, how you have built trust through integrity, clear communication and accountability, valuing people and perspectives.  Include experience of managing staff.

	Organisation Value: 
Respectful
12. 

	
























5. EMPLOYMENT HISTORY 

Please give full details of your employment history (including voluntary and other relevant experience) you held prior to your present post, starting with the most recent first.

	From / To
(MM/YYYY)
	Starting with your most recent position, list the name of your employer, job title, salary and brief description of main responsibilities
	Reason for Leaving

	





	

	


	






	

	

	




	

	



 

6.	EDUCATION 
	Please summarise your education and qualifications gained.
 
	Dates Attended
	Name of School, College or University
	Qualification & Grade Obtained

	
	







	




7. TRAINING (LEARNING AND DEVELOPMENT)
Please summarise the training you have had including details of any professional memberships you currently hold.

	












8. REFEREES

Please give details of two professional referees we could approach, one of whom should be your last or present employer.  We are unable to accept references from a relative, partner or friend.  No contact will be made with the referees before you have been provisionally offered an appointment.  Telephone verification of written references will be made.  


	Name:
	
	Name:
	

	Position:
	
	Position:
	

	Company:
	
	Company:
	

	Address:
	
	Address:
	

	Postcode:
	
	Postcode:
	

	Tel No:
	
	Tel No:
	

	Email 
Address:
	
	Email 
Address:
	

	How long known to you:
	
	How long known to you:
	

	Relationship to you:
	
	Relationship to you:
	

	May we contact prior to interview?
	Y / N
	May we contact prior to interview?
	Y / N



Please note that references from current or previous employers will only be accepted on company headed documentation or a via company email and will be verified should you be offered the position.


9.  DECLARATIONS

I, (print name): 


· I consent to Father Hudson’s Caritas recording and processing the information detailed in this application form.  I understand that this information may be used by Father Hudson’s Caritas in pursuance of its business purposes and my consent is conditional upon Father Hudson’s Caritas complying with their obligations under the Data Protection Act 2018.  We will never share your data and will ensure it is kept safe and secure.  You can access our privacy notice by visiting our website on www.fatherhudsons.org.uk/privacy.htm 

· Your personal details contained in the application form, may be used in the prevention and detection of fraud. Where this occurs you will be identifiable. The information may be disclosed to the following third parties:

Government/Statutory Agencies
Law Enforcement Authorities

· All job applications including those applications that are unsuccessful are retained for 6 months and your data is used for recruitment purposes only. Please inform us if you would like your application destroyed before this time by contacting FHC on 01675434000 and asking to be put through to the HR team.  

· In line with GDPR, we ask that you do NOT send us any information that can identify children or any of your Sensitive Personal Data (racial or ethnic origin, political opinions, religious or philosophical beliefs, trade union membership, data concerning health or sex life and sexual orientation, genetic and/or biometric data) in your CV and application documentation. Following this notice, any inclusion of your Sensitive Personal Data in your CV/application documentation will be understood by us as your express consent to process this information going forward. Please also remember to not mention anyone’s information or details (e.g. referees) who have not previously agreed to their inclusion.

· You have the right to lodge a complaint, if you would like to exercise this right please contact our Data Protection Office (DPO) by calling 01675 434000 or emailing dpo@fatherhudsons.org.uk 

· Giving false information will result in your application not being pursued or your contract being terminated, without notice, if you have already been appointed to the job.

· Under 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.

· FHC employees may require a DBS check before commencing employment which the organisation will pay for.

· Are you related to or the partner of any existing employee or Trustee of Father Hudsons Caritas?	YES/NO

· If yes, please print their name(s) and relationship to you:

· Reasonable adjustments support is available to candidates with disabilities when applying for vacancies. If you would like more information or require this application form in a more accessible format please contact recruitmenthr@fatherhudsons.org.uk and we will respond to you.

· The information I have given on this form is true and accurate to the best of my knowledge OR FHC statement: I also confirm that the information contained in this application form is complete and correct and that inaccurate or misleading statements may be sufficient for you to cancel any agreement or contract made or my being dismissed without notice.
 

Signature: 		                                                                  Date: 


Refer a friend scheme
Father Hudson’s Caritas operates a refer a friend scheme, whereby existing Father Hudson’s Caritas employees are rewarded for any successful referrals that they make subject to the terms of the Refer a Friend scheme.
If you have been advised of this position by a Father Hudson’s Caritas employee, please enter their name below:
Name of FHC Employee: ______________________________________________________________

Equal Opportunities Monitoring Form

Job Applied for: Head of Finance				     Post Reference Number: P1929

To help ensure that our Equal Opportunities policy is working effectively, we would be grateful if you could complete this form.  The information supplied will only be used for statistical monitoring on the representation of the categories of individuals shown below and will not affect the pre-selection of candidates.  The form will be separated from the application form on receipt at the recruitment office before short-listing of candidates takes place.  We will treat all personal information in line with the current data protection legislation.
1.  How did you hear about this vacancy?

· Father Hudson’s Caritas website
· Indeed website
· Corambaaf website 
· B46 Jobs website
· BVSC website (Birmingham Voluntary Sector Centre)
· SCVO website (Sandwell Council of Voluntary Organisation)
· Facebook
· Twitter
· Linked In
· Recommendation from someone else
· Newspaper, please specify _________________
· Job Fayre
· FHC employee 
· As a volunteer 
· Other, please specify _______________________

2. I would describe my gender as:

· Male
· Female
· Transgender
· Other, please specify________________________

3. My age group is:

· 16-17
· 18-25
· 26-34
· 35-49
· Over 50
· Over 60
· Over 70





4. I would describe my ethnic origin as:
Asian or Asian British
· Indian
· Pakistani
· Bangladeshi
· Chinese
· Any other Asian Background (please specify) ________________
Black or Black British
· Caribbean
· African
· Any other Black Background (please specify) ________________
White
· British/English/Welsh/Scottish/Northern Irish
· Irish
· Gypsy or Traveler
Mixed Heritage
· White & Black Caribbean
· White & Black African
· White & Asian
· Black & Asian
Other Ethnic group
· Arab or Middle Eastern
· Roma Gypsy
· Any other mixed background (please specify) _____________________
· Any other background (please specify) __________________________

5. I would describe my religious group as:

· Christian (All denominations)
· Buddhist
· Jewish
· Sikh
· Hindu
· Muslim
· No religion
· Other religion (please specify) ______________________






6. I would describe my sexual orientation as:

· Heterosexual/straight
· Gay
· Lesbian
· Bisexual
· Transsexual
· Other (please specify) ____________________________

7. Disability

The Equality Act 2010 seeks to protect employment rights of people with disabilities.  The Act defines a disability as any physical or mental impairment which has a substantial or long term adverse effect on the ability to carry out normal day to day activities.

Do you consider yourself to have a disability?

· Yes
· No
· Prefer not to say

For the purposes of compliance with Data Protection Act 2018, I hereby confirm that by completing this form, I give my consent for Father Hudson’s Caritas to process the data supplied on this form for the purposes of monitoring its Equal Opportunities Policy and for Statistical purposes.  Please note that you can withdraw your consent at any time. 


Signature: __________________

Date: ______________________
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