[image: image1.wmf]

                                                 Ryelands Business Centre, 

Rylands Lane, Elmley Lovett, Droitwich, 

Worcestershire, WR9 0PT

Telephone: 01299 252309  

Fax: 01299 252310  

E-mail:recruitment@yss.org.uk

APPLICATION FORM – CASUAL WORKERS
Please complete all sections in BLACK INK or TYPEFACE. 

Please do not send a CV
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Patron: HRH The Princess Royal
Charity Number: 1081992 - Company Registration Number: 4024428
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:

Date of Birth: …………………………………

I would describe my ethnic group and sex as: (please tick one box for your ethnic group and one box for your sex)

A)
White


English

Scottish                Welsh                Irish


Another other White background             Please specify ………………………..

Date of Birth


B)
Mixed

White and Black Caribbean
 White and Black African           White and Asian


Any other Mixed background            Please specify …………………




C)
Asian, Asian British, Asian English, Asian Scottish or Asian Welsh


Indian
      Pakistani           Bangladeshi


Any other Asian background          Please specify …………………….

D)
Black, Black British, Black English, Black Scottish or Black Welsh


Caribbean
 African


Any other Black background           Please specify ……………………..

E)
Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh or other Ethnic Group



Chinese


Any other Chinese background             Please specify ……………………………..


F) Sex

Male

Female


Name: …………………………..
Signed ………………………………Date …………………….
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Closing Date:            










































































Post Applied For:





Personal Details





























Surname:





Title:





First names: 





Previous surnames:





Home address:





Postcode:





Mobile No:





E-mail:





Tel No:   Daytime                                                           Evening





Transport














Do you own / have regular access to a car:   	Yes/No 


		











Valid Full Driving Licence:     Yes/No      





Licence expiry date:





Licence Groups:                       		








Details of any endorsements:















































.





YSS staff are required to work flexibly.   Are you able to work weekends and evenings   Yes/No





Please tell us where you heard about the opportunity to become a casual worker:








Do you have other employment you would continue with if you were successful in obtaining the position with YSS?





Please tick all the boxes that apply to you:


	


Employed full time		Employed part time 		Unemployed 		Retired		


Student full time			Student part time		


Full time homemaker		Other – please state	





















































Are there any restrictions regarding your employment? (e.g. do you require a work permit?)  Yes/No


If yes please supply further details:-








































































































































































































Details of Education and/or Professional Training and any Relevant Courses













































































**Proof of qualifications is required.








Qualifications attained**





College/Training Establishments and Courses Attended





To





From





























Please detail any current membership of professional organisations:





Current/most recent employment





Name of employer:





Official Address:





Post held and brief details of main duties:





Previous posts:- Please give most recent post first and clarify any gaps in employment





Name and Address of Employer 








Position Held and Brief Details of Duties








Salary /Grade





From 		        To 	





Reason for leaving:





Reason for leaving:





Date appointed:  





Salary/Grade:





No of hours worked: 





Notice period:





Date of leaving: (if applicable)





 Previous posts – continued





Reason for leaving





From                          To





Position Held and Brief Details of Duties








Name and Address of Employer: 














Reason for leaving





Salary/Grade





From                          To





Position Held and Brief Details of Duties








Name and Address of Employer: 














Reason for leaving





Salary/Grade





From                          To





Position Held and Brief Details of Duties








Name and Address of Employer: 














Reason for leaving





Salary/Grade





From                          To





Position Held and Brief Details of Duties:








Name and Address of Employer: 








































































































































































































Please continue on a separate sheet if necessary





Salary/Grade





References





Please give the names of two referees, both of whom should have knowledge of your work.  (One of these should be your present employer and line manager).  Personal references from family members or friends will not be accepted. Please give the official position of each referee and indicate whether they may be approached immediately prior to interview.  By signing this form and naming your references, you consent that in the event that a conditional offer of employment is made to you following interview, YSS can contact the referees named below to obtain a reference.  





If you are applying for a post which requires unsupervised access to children/vulnerable adults, we reserve the right to approach any past employer for a reference.













































































































































































Name





Name





Address























Tel No





Address























Tel No





Relationship to you, eg Manager, colleague, etc





Relationship to you, eg Manager, colleague, etc





Do you wish to be consulted before this referee is approached prior to interview Yes ( No (





Do you wish to be consulted before this referee is approached prior to interview Yes ( No (





Supplementary Information – This section must be completed





Please tell us why you are applying to be a causal worker with YSS.
























































2.    Please tell us of any experience, knowledge and skills which you would be able to use in a role with YSS. 











































































































































































































Please continue on a separate sheet(s) as required.











Rehabilitation of Offenders Act 1974





The post for which you are applying involves substantial access to children, young people or vulnerable adults. It is therefore exempt from the Provisions of Section 4 (2) of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1986.





You are therefore not entitled to withhold information about convictions which for other purposes are ’spent’ under the Provisions of the Act (i.e. those which need not be disclosed after a specific time limit).





A conviction, bind over or caution will not automatically disqualify you from working for YSS, but any failure to disclose such information could result in dismissal or disciplinary action.





 It is therefore essential that you read the questions below carefully and ensure you do not withhold any information that may be disclosed at a later date.  If you have any concerns please contact the HR Officer

















Yes  / No





Have you ever been convicted or cautioned by the police (including driving offences)?	








Have you ever had any physical dependencies on either drugs or alcohol?     











Yes  / No





If yes, was it in the last 2 years?    








Yes  / No





Have you any pending prosecutions (including driving offences)?   








Yes  / No





Please detail any penalty points contained on your driving licence including dates (if applicable):








Have you ever had an allegation of misconduct or professional unsuitability?






























































IMPORTANT:  If you have answered yes to any of the above questions, please attach full details in a sealed envelope marked ’Private and Confidential’ – for the attention of the HR Officer and return with your application form.





You will be required to apply for enhanced disclosure via the Criminal Records Bureau (CRB) at which point full criminal background checks, including police checks and ISA lists will be carried out. We will advise you of the process in due course. 





Any information you provide will be treated as strictly confidential and will be considered only in relation to your application and will be destroyed after 6 months following receipt of enhanced disclosure from CRB. Failure to disclose any information in relation to a criminal conviction may disqualify your application or result in dismissal without notice.





Please see attached policies relating to Criminal Records Bureau Disclosure for further information.














SPECIAL REQUIREMENTS





Because this position involves the care of children and/or vulnerable adults employment is dependent on the following:





Your written consent to obtaining an enhanced disclosure certificate from the Criminal Records Bureau or an approved umbrella body.





Such disclosure being acceptable to us





Proof of identity – birth or marriage certificate (where appropriate) and passport (if available)





Two satisfactory written references





Evidence of physical or mental suitability for your work.














DISABILITY





YSS undertakes to interview disabled people who meet the essential criteria detailed on the person specification.  For these purposes, disability is defined as any physical or mental impairment that has a substantial and long term (over 12 months) adverse effect on your ability to carry out normal day to day activities.





Please confirm whether you have a disability                                            YES / NO





Are there any practical steps that YSS should take into account for interview?








Data Protection Act





Any data about you will be held in secure conditions with access restrictions. Data will also be used for employment monitoring purposes however all data will be reported anonymously. If you are unsuccessful, your application will be destroyed after 12 months. If you are the successful candidate, relevant information will be taken from this form and used as part of your personnel record.





Date:





Signature:





DECLARATION (Please read this carefully before signing this application)





I confirm that the above information is complete and correct and that any untrue or misleading information will give YSS the right to terminate any employment contract offered.�


Should we require further information and wish to contact your doctor with a view to obtaining a medical report, the law requires us to inform you of our intention and obtain your permission prior to contacting your Doctor.  I agree that the organisation reserves the right to require me to undergo a medical examination.  In addition, I agree that this information will be retained in my personnel file during employment and for up to six years thereafter and understand that information will be processed in accordance with the Data Protection Act.





I agree that should I be successful in this application, I will, if required, apply to the Criminal Records Bureau for an enhanced disclosure.  I understand that should I fail to do so, or should the disclosure not be to the satisfaction of YSS any offer of employment may be withdrawn or my employment terminated




















CRIMINAL OFFENCES & THE PROTECTION of CHILDREN ACT 1999 (PoCA), 


THE PROTECTION OF VULNERABLE ADULTS, 


THE SAFEGUARDING VULNERABLE GROUPS ACT 2006





Section 7(1) of the Act requires child care organisations to check the list held under Section 142 of the Education Act 2002, the ISA’s barred lists for Children and Vulnerable Adults (previously POCA, POVA and List 99) in every instance where they propose to offer an individual a position involving contact with children.  If the individual is included on any of the barred lists as they are considered unsuitable to work with children or vulnerable adults YSS shall not offer the individual employment.





Because of the nature of the work, this post is exempt from the provisions of Section 4(2) of the Rehabilitation of Offenders Act 1974, by virtue of the Exceptions Order 1975 as amended by the Exceptions (Amendment) Order 1986. 





This means the convictions that are spent under the terms of the Rehabilitation of Offenders Act 1974 must be disclosed.





Because of the nature of our business you will have to submit to an enhanced Criminal Records Bureau check. This includes checking 3 pieces of evidence of identity. No work for YSS will take place until a satisfactory enhanced CRB check is obtained. Any disclosures made by the ISA and CRB will remain strictly confidential unless we have concerns about your suitability to undertake work with children. YSS has a statutory responsibility to report such concerns to the ISA under the provision of The Protection of Children Act 1999 Act and will take up a check for all new potential staff (paid & voluntary) prior starting work.  This is regardless of any previous checks undertaken by other agencies.  There are criminal penalties for barred individuals who seek or undertake work with vulnerable groups and for employers who knowingly take them on.





In the event of such disclosures providing information which renders you unsuitable for employment with us, we will take the appropriate action that includes not offering you a position with YSS and also contacting The Independent Safeguarding Authority.





YSS will also undertake regular ongoing checks to ensure staff remain suitable to have contact with vulnerable children, young people and adults. YSS has a duty to refer to the ISA any information about individuals who may pose a risk ensuring potential threats to vulnerable groups can be identified and dealt with. Discovery of certain information could lead to cessation of employment and inclusion in information held under Section 142 of the Education Act 2002, ISA Children’s Barred List and ISA Vulnerable Adults’ Barred List.





POLICY STATEMENT ON THE SECURE STORAGE, HANDLING, USE,


RETENTION AND DISPOSAL OF DISCLOSURES


AND DISCLOSURE INFORMATION








Criminal Records Bureau (CRB)





As an organisation using the Criminal Records Bureau (CRB) to help assess the suitability of applicants for positions of trust, the company complies fully with the CRB Code of Practice regarding the correct handling, use, storage, retention and disposal of disclosures and disclosure information.  The company also complies fully with its obligations under the Data Protection Act.





Disclosure information is never kept on an applicant’s personnel file.  It is always kept separately and securely in lockable, non-portable storage containers with access strictly controlled and limited to those who are authorised to see it as part of their duties in accordance with Section 124 of the Police Act 1997.  We maintain a record of all those to whom disclosures and disclosure information has been revealed and we recognise that it is a criminal offence to pass the information to anyone who is not entitled to receive it.





Disclosure information is only used for the specific purpose for which it was requested and for which the applicant’s full consent has been given.





Once a recruitment (or other relevant) decision has been made, the company does not keep disclosure information for any longer than is absolutely necessary.  This is generally for a period of up to six months, to allow for the consideration and resolution of any disputes or complaints.  If, in very exceptional circumstances, the company considers it necessary to keep disclosure information for longer than six months, the CRB will be consulted and full consideration will be given to the data protection and human rights of the individual.





Once the retention period has elapsed, the company will ensure that any disclosure information is immediately destroyed by secure means, i.e. by shredding, pulping or burning.  While awaiting destruction, disclosure information will not be kept in any insecure receptacle (e.g. a waste bin or confidential waste sack).  





The company will not keep any photocopy or other image of the disclosure or any copy or representation of the contents of the disclosure.  However, the company may keep a record of the date of issue of the disclosure, the name of the subject, the type of disclosure requested, the post for which the disclosure was requested, the unique reference number of the disclosure and the details of the recruitment (or other relevant) decision taken.








Independent Safeguarding Authority (ISA)





YSS has a duty to refer to the ISA any information about an individual where they consider them to have caused harm or pose a risk of harm to vulnerable groups, such as why they stopped, or considered stopping, an individual working with vulnerable groups




















POLICY STATEMENT ON THE RECRUITMENT OF EX-OFFENDERS





As an organisation using the Criminal Records Bureau (CRB) to assist in assessing applicants suitability for positions of trust, the company complies fully with the CRB Code of Practice (a copy of which is available on request) and undertakes to treat all applicants for all posts fairly. The company will not discriminate unfairly against any subject of a disclosure on the basis of a conviction or other information revealed.





We actively promote equality of opportunity for all and we select all candidates for interview on the basis of their talent, skills, qualifications and experience. We welcome applications from a wide range of candidates, including those with criminal records.





A disclosure is only requested where it is legally required or after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. Where a disclosure will be required from a successful candidate, all applicants will be made aware of this at all stages of the recruitment process.





Where disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.





Unless the nature of the position allows the company to ask questions about a candidate’s entire criminal record we only ask about “unspent” convictions as defined in the Rehabilitation of offenders legislation.





We ensure that all those in the company who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders.





At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that may be relevant to the position. Failure to reveal information that is relevant to the position sought could lead to withdrawal of an offer or termination of employment.





We undertake to discuss any matter revealed in a disclosure with the person seeking the position before withdrawing a conditional offer or terminating employment.





Having a criminal record will not necessarily bar an applicant from working for us. This will depend on the nature of the position and the circumstances and background of the offences.








EQUAL OPPORTUNITY MONITORING


PRIVATE & CONFIDENTIAL




















We are an equal opportunity employer.  The aim of our policy is to ensure that no job applicant or employee receives less favourable treatment because of age, disability, gender reassignment, marriage and civil partnership, pregnancy or maternity, race, religion or belief, sex or sexual orientation.


Our selection criteria and procedures are frequently reviewed to ensure that individuals are selected, promoted and treated on the basis of their relevant merits and abilities and that no applicant or employee is disadvantages by provisions, criteria or practices which cannot be shown to be justified.





To ensure that this policy is fully and fairly implemented and monitored, and for no other reason, would you please provide the following information:





I would describe my ethnic group and sex as: (please tick one box for your ethnic group and one box for your sex)

















Position applied for: 


�






Date of Birth:





White





English		Scottish		     Welsh	         Irish





Any other White background 	  Please specify


















































Mixed





White & Black Caribbean	 White & Black African 	         White & Asian		





Any other Mixed background	  Please specify






































Asian, Asian British, Asian English, Asian Scottish or Asian Welsh





Indian 		Pakistani		Bangladeshi





Any other Asian background 	   Please specify






































Black, Black British, Black English, Black Scottish or Black Welsh





Caribbean	           African		





Any other black background 	  please specify
































Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh or other Ethnic Group





Chinese	    Any other Chinese background





Any other Ethnic background         Please specify			























   





Name:					Signed:					    Date:





		





Sex		  Male		Female
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