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Application Pack: Changing Futures Fostering
Version: 1: 08/20

APPLICATION FORM – EXTERNAL VACANCY
Office Use Only

When short listing, please add any comments in 14pt bolded, purple or red text and summarise here. 

	Scored By:
	1.  Insert Name
	2.  Insert Name
	TOTAL

	Date:
	
	
	

	Total Score:
	
	
	

	Comments:
	

	Decision: 
	shortlisted / interviewed / appointed


Post Details

	Position Applied For:
	Form F Assessor (Sessional)

	Position Reference:
	

	Closing Date and Time:
	10am on 18th January 2021

	Please submit an electronic copy by email to joanne.hay@changingfuturesne.co.uk – please ask for confirmation of receipt and contact the office on 01429 363127 if you do not receive this within 1 hour. – 
Please note that if you submit your application during the Christmas break period 22nd December 2020 to 4th January 2021 you will receive acknowledgement during w/c 4th January 2021. 


Please feel free to expand the boxes/cells on this form, but please be aware that there are word limits for some sections. 

PERSONAL DETAILS
	Full Name:
	

	National Insurance Number:
	

	Address (including postcode):


	

	Telephone number(s):
	

	Mobile Number:
	

	Email address:
	

	We prefer to contact people by email about their application, to minimise costs. If you require contact by letter, please place a cross in the box to the right. 
	

	Are there any adjustments that may be required to be made for you at interview? If yes, given details.
	

	Current Occupation:
	

	Current Employer: 
	

	Current Salary (if unemployed, most recent salary):
	


GENERAL DETAILS
	Please answer all questions.
	Yes/ No

	Do you have the ability to travel? (only exceptionally would we expect this to be other than own car and current licence)
	YES/NO

	Do you have, or if successful are you willing to put in place at your own expense, business class insurance? Or otherwise make arrangements to be able to travel?
	YES/NO

	Is this a clean driving licence, or have you any convictions for driving offences? If not clean, please give details.
	YES/NO

	If no, please give details here:

	Do you have any commitments that may affect your availability to fulfil the requirements of the post, including restrictions on your time (e.g. can’t work Tuesday evenings, weekends etc)? 
	YES/NO

	If yes, please give details here:

	Are there any restrictions to your residence in the UK which might affect your right to take up employment in the UK? 
	YES/NO

	

	Please inform us about any professional registrations that you hold and may desire to maintain if you are successful in your application. Please provide all relevant information; in particular – any work requirements, time commitments, associated with you maintaining the registration. 

	

	Please disclose any details which may affect your eligibility to work with children and young people. Because the work involves contact with children and young people you are required to disclosure convictions however the amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are ‘protected’ and are not subject to disclosure to employers , and cannot be taken into account. Please answer NO DISCLOSURE if you are not on list 99, not disqualified from working with children or young people, not subject to sanctions imposed by a regulatory body, and have no convictions, cautions or bind overs or have any convictions, cautions, reprimands or final warnings that are “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)
Otherwise, please give details. Giving details will not necessarily bar you from working for Changing Futures Fostering Applicants who omit to disclose relevant information that is later discovered may have any offer of employment withdrawn or face disciplinary action, which could lead to dismissal.


	Delete as appropriate: NO DISCLOSURE  / DISCLOSURE
Details (if applicable):




Educational, Technical and Professional Qualifications

Please list only relevant  qualifications. Please ensure your answers are detailed but concise. Answers of more than 50 words in a single cell in column C may not be reviewed, especially if this is the case in multiple cells.  

	A
	B
	C
	D

	Institute / Professional Body
	Studied from – until (e.g. 07/05 to 07/06)
	Qualification Title and Basic Details (including brief note of significant learning). 
	Attainment Level, Credit Value & Grade Achieved.

	If you believe your qualification is highly relevant to the post, you are invited to submit an academic transcript that lists modules undertaken, and grades. If any work completed, for example a dissertation, is highly relevant to the post, please briefly discuss this in the additional information section.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Personal Development and non accredited courses

Please list only relevant training. If you have completed similar training many times, for example annual safeguarding training at tier one, only list the most recent training completed. Please ensure your answers are sufficiently detailed but concise. Answers of more than 50 words in a single cell in columns C and D may not be reviewed, especially if this is the case in multiple cells.  

	A
	B
	C
	D

	Institute / workplace / situation where activity was undertaken
	From – until (e.g. 07/05 to 07/06)
	Development activity title and basic details, including courses, memberships or other developmental activities
	What did you learn from this training / course?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment History

You must give details of ALL jobs held, including part time and unpaid work, starting with your current or most recent employer. Details must be in chronological order. 

Please ensure your answers are concise. Answers of more than 75 words in a single cell in column C may not be reviewed, especially if this is the case in multiple cells.  

	Employer (organisation name)
	Worked from – until (e.g. 07/05 to 07/06)
	Jobs Held / Key Accountabilities and Achievements

Please briefly list your actual post title, as well as key duties and key relevant achievements. 
	Reason for Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Please explain any gaps in your work history. 

	


References

Please provide the names and contact details of two people who can provide references – one of them must be your most recent employer or voluntary placement. If you have previously worked with children, young people or vulnerable adults, one of your references should usually be from your manager at such an employment. We do not allow personal references. If you have not had two employers, you are welcome to include a reference from a relevant institution e.g. school, college, university. 

	Most recent / current employer / placement 

	Full Name:
	

	Post Title:
	

	Organisation Name:
	

	Address:


	

	Postcode:
	

	Telephone number:
	

	Email address:
	

	Relationship of referee to applicant (e.g. former manager):
	


	Second Reference  

	Full Name:
	

	Post Title:
	

	Organisation Name:
	

	Address:


	

	Postcode:
	

	Telephone number:
	

	Email address:
	

	Relationship of referee to applicant (e.g. former manager):
	


	Please tell us under what circumstances we can contact these referees – immediately, two days after we inform you have been shortlisted, or when you are appointed?

Changing Futures Fostering may require references to be sourced prior to short listing, or at short listing stage, in some circumstances (for example, if there are questions about reasons for leaving an employment, or about safeguarding issues).

	


Additional Information
	Use this section to compare yourself against the person specification and describe why you are the right person for the job. 
Your answer in this section must be at most 300 words. Please check this before submission. If you complete your application electronically, use Arial font, size 11.5, with 1.5 line spacing; this has already been set up.

Answers up to 250 words will be reviewed. 


	


	What are you looking for in a job?

Your answer in this section must be at most 500 words. Please check this before submission. If you complete your application electronically, use Arial font, size 11.5, with 1.5 line spacing; this has already been set up.

Answers up to 250 words will be reviewed. 


	


	Tell us about an experience from your past that that brings your personality to life  

Your answer in this section must be at most 500 words. Please check this before submission. If you complete your application electronically, use Arial font, size 11.5, with 1.5 line spacing; this has already been set up.

Answers up to 500 words will be reviewed. 

	 


DATA PROTECTION STATEMENT

The information that you provide on this form and that obtained from other relevant sources will be used to process your application for employment. The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process. 

We may check the information collected with third parties or with other information held by us. We may also use or pass to third parties information to prevent or detect crime or in other ways as permitted by law.

By signing the application form you agree to the processing of sensitive data (as described below).
Data Protection Statement – How we use and process your information 

Changing Futures Fostering (CFF) is committed to protecting the privacy and security of your personal information. This privacy notice tells you how we collect and use personal information about you during and after your time applying and then employed by with us, which is in line with the General Data Protection Regulations (GDPR).

Data Protection Principles and General Data Protection Regulations (GDPR)

· When we recruit people, we collect, process and store personal information.
· The Charity will follow data protection law when carrying out its work. The law says that personal information we hold about you must be:

· Used lawfully, fairly and in a transparent way

· Collected only for valid and relevant reasons 

· Accurate and kept up to date

· Kept only as long as needed for the reasons we have told you about

· Kept safe and secure

· Under this law, CFF is known as the ‘Data Controller’ for the information you give us. You are known as a ‘data subject’ as the information is about you.
CFF has internal rules for how your information is collected, processed and stored, that is in keeping with the Law.

· We follow the law to ensure your rights to privacy, but also to allow you to have access to, challenge and change the information we hold about you. This includes your right to request the data that CFF holds about you to be deleted.

The kind of information we collect and hold about you

· Your personal data, or personal information, means any information about you from which you can be identified. It does not include ‘anonymous data’, which is your data, which no one could know was yours as your identity has been removed from it. There are “special categories” or more sensitive personal data, which we treat with a higher level of protection.
· The types of your personal data that CFF collect, process and store include personal contact details such as name, title, addresses and telephone numbers. The more sensitive personal data we collect will include the information you share about yourself that helps us to help you be the best employee you can be. This also includes appropriate records of the work that we, including our staff do with you to support you in your employment with CFF. 

· We will ask for your permission to collect, process and store your information, and we will always have a legal reason for doing so. 

 Storing your Information

· We store information about employees, either in paper format or electronically, whatever the format, CFF has rules to make sure that information is stored securely.
· We store information about employees during the time they are applying to, during the time they are working for CFF and for a period after they finish. We keep unsuccessful applications for 6 months and we will store your information for 6 years after your employment ceases.
Sharing your Information

· CFF will not usually share any of your information with any other individual or agency without your permission, but there are times when we may have to do this such as sharing this application with people or agencies involved in the recruitment process but not employed by Changing Futures Fostering. For example panel members from the local authority, third sector agencies, or service users / community members.
· CFF will share your data without your permission, but only when it is required to by law or has another legitimate reason to do so. An example would be if we needed to share your information in order to protect and vulnerable child or adult safe from harm.

Your Rights 
Under certain circumstances, by law you have the right to:
 

· Request access to the personal information we hold about you.
· Request correction to the personal information we hold about you.
· Request that we erase your personal information
· Object to the processing of your personal information
· Request restriction of processing of your personal information
· Withdraw your consent to the processing of your personal information
To do any of these things, you must put your request in writing and send it to 

The Data Controller, Changing Futures Fostering, 3 Abbey Street, TS24 0JR

DECLARATION

I hereby declare:

· I have read the information provided including the job description and personal specification and understand the communicated requirements of the post.

· The information provided by me is true and accurate. I understand that providing misleading or false information will disqualify me from appointment or, if appointed, may result in disciplinary action that could result in my dismissal. 

· I understand that it is an offence for a person disqualified from working with children, young people or vulnerable adults to apply for this post, and that the police will be contacted if it is believed an offence has been committed.

· I agree to submit to any relevant checks, including a Disclosure and Barring Service check, to help Changing Futures Fostering assess my suitability for work and understand that any offer of employment will be provisional and conditional upon the check not identifying information which Changing Futures Fostering believes would make me unsuitable for employment.

· I agree to references being taken up by Changing Futures Fostering in line with my stated preferences. I understand that if Changing Futures Fostering requires references earlier than I have stated, and I do not provide an updated/modified consent, then my application will be discarded. 
· I understand Changing Futures Fostering may wish to contact any previous employer about my work with them, and my reasons for leaving. I will provide contact details for previous employers if so requested. 

· I agree to provide proofs of ID and address if I am short listed for interview.
· I agree to provide additional details if so requested to aid the Company in assessing my application.

· I agree to immediately inform Changing Futures Fostering of any changes in my employment or other circumstances which could materially affect my application and the information provided on this form. 

	Signed:
	

	Print Name:
	

	Date:
	


How and where to return your application is specified on page one (post details). 
Office use only: shortlisted / interviewed / appointed
CANDIDATE NUMBER / REFERENCE: Form F December 20 
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