[image: ] Application Form      
You must complete all sections of the Application Form in black ink or electronically.   We will use this form to help us decide on your suitability for the post so please make sure it is accurate and complete.  Curriculum Vitae will not be accepted.   Guidance Notes are included to help you complete this form.
	Position applied for: 
	
	Closing date:  

	

	Where did you first learn of this vacancy? 




[bookmark: _Hlk511036125]Personal Details and Contact Details
	Title:	Surname:	Forenames (in full):  

	Please also provide details of any former names (if applicable) 
	

	Home Address:
	Daytime Telephone No:
	

	
	Evening Telephone No:
	

	
	Mobile No:
	

	
	NI number (collected after offer):
	

	[bookmark: _Hlk511036097]Post Code:
	
	e-mail:
	


Address history (please include last five years - insert additional lines if necessary)
	Address:
	
	From / to:
	

	Address:
	
	From / to:
	

	Address:
	
	From / to:
	

	Address:
	
	From / to:
	


Entitlement to work in the UK
	All applicants will be asked at interview to provide documentary evidence of their right to work in the UK – do you have any restrictions that apply to you?	Yes*      ☐	no ☐
*If yes – please give details of any restrictions:  



References 
Please provide details of at least two professional referees, including your current or most recent employer where applicable. Referees should normally be line managers or supervisors; personal or family references are not acceptable. Further references may be requested, particularly for previous roles working with children or vulnerable adults. Please indicate if you wish us to defer contacting your current employer until a conditional offer is made.
	Referee 1 (current or most recent employer)  ☐
	Referee 2  ☐

	Name:
	Name:

	Relationship to applicant:
	Relationship to applicant:

	Position:
	Position:

	Employer/University/College Name: 
	Employer/University/College Name:

	Address:
	Address:

	Post Code:
	
	Post Code:
	

	Telephone No:
	
	Telephone No:
	

	E-mail:
	
	E-mail:
	


Current Employment (or last employment if not currently employed)
	Employer Name:
	

	Employer Address:
	

	Post Title:
	

	Start date (dd/mm/yyyy):
	
	End date (dd/mm/yyyy):
(if applicable)
	

	Please give a brief description of current duties, responsibilities and achievements:
	








	Reason for leaving this post:
	

	What is your contractual period of notice?
	
	Current Salary:
	



3. Previous Employment (please list your full employment history, including relevant unpaid work and all posts involving children or vulnerable adults; continue on an additional sheet as needed). For posts within children's homes, Inspire CS Group will seek to verify, so far as reasonably practicable, reasons why previous work with children or vulnerable adults ended. Please explain all changes and gaps accurately.
	Name and address of Employer
	Job Title
	Start Date
(dd/mm/yyyy)
	End Date
(dd/mm/yyyy)
	Reason for
Leaving

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	

	


	
	
	
	



Gaps in Employment 
Please indicate and explain any gaps in employment since first leaving secondary education.  Include specific dates and be sure to account for all gaps, whatever their length.  
	From:
(mm/yyyy)
	To:
(mm/yyyy)
	Reason for gap

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Education  
If the post requires a particular qualification, you will be asked to produce original evidence at your interview if shortlisted.	
	Secondary and Further Education (please list in chronological order and start / finish dates mm/yyyy) 
	Level
	Subjects
	Grade/
Result
	Year 
Obtained 
(yyyy)

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



Other training and development (including professional, vocational or job related training)
	Title and brief description of course
	Date

	
	

	
	

	
	

	
	


Membership of Professional Associations or Statutory Body
	Organisation Name
	Level of Membership/Role/Registration No. (if applicable)
	Registration Date

	
	
	

	
	
	

	
	
	

	Are you subject to any conditions or prohibitions placed on you by any statutory body in the UK.   *If Yes – please provide details in a sealed envelope and attach with this form
	Yes*
	☐
	No
	☐



Reasons for applying for this post
	This section is the most vital part of the form. We need you to give us specific information to support your application so that we can shortlist in a fair and unbiased way. We recommend that you provide as much evidence as possible to show how your skills, abilities, knowledge and experience meet the selection criteria in the post description and person specification (where provided). These documents describe the essential experience and knowledge required for the post and may include competencies required. Please provide examples which relate directly to the post you are applying for:   









































Please continue overleaf if necessary……




Reasons for applying for this post cont’d….

	















Please use additional sheets (if necessary) and attach to this form



Additional Information
	Are you licensed to drive any of the following?
	Private Car
	☐
	Motor Bike
	☐
	PSV

	☐
	Other (give details)
	

	Please confirm whether this will be your only employment?
	Yes
	☐
	No*
	☐

	* If no, provide details including days and hours worked and whether full- or part-time:

	Have you been the subject of a formal disciplinary sanction or are you in the process of ongoing disciplinary proceedings in your current employment?
	Yes *
	☐
	No
	☐

	Have you been dismissed from any previous employment?
	Yes *
	☐
	No
	☐

	* If yes, please indicate which employment and specify the reasons for your disciplinary / dismissal (use a separate sheet if necessary):







If you are short-listed for interview the panel will discuss this with you and your current or previous employers.

	Please note the following:

If you are related to anyone in this organisation please provide details (refer to notes below):





Safeguarding and Suitability Questions
These questions help us assess suitability to work with children and young people. Respond accurately; a declaration does not automatically determine the outcome of your application. You may provide sensitive explanations on a separate confidential sheet.
	Have you been subject to any substantiated safeguarding finding or relevant professional conduct restriction in work with children or vulnerable adults?
	Yes  ☐      No  ☐

	Are you currently subject to any safeguarding or professional regulatory investigation relevant to the duties of this role?
	Yes  ☐      No  ☐

	Have you ever been dismissed from a role involving children or vulnerable adults for safeguarding or serious misconduct reasons?
	Yes  ☐      No  ☐

	If you answered yes, provide relevant details, including dates, outcome and any restrictions. You may request a confidential discussion with HR.

	 
 
 


Criminal record checks
The appropriate DBS check and any permitted barred-list check will be undertaken for the role. Do not enter criminal record details on this general application. A separate confidential self-disclosure section is provided later in this document. Protected convictions and cautions must not be disclosed.
Applicant Safeguarding Declaration
I declare that the information in this application is accurate and complete to the best of my knowledge. I am not barred from regulated activity with children or otherwise legally disqualified from undertaking the duties of this position. I will notify Inspire CS Group promptly of any relevant change affecting my suitability. I understand that material false statements or withholding information which I am lawfully required to disclose may affect an offer of employment or continued employment.
	Applicant full name
	

	Signature
	

	Date (dd/mm/yyyy)
	


General Declaration
I confirm that the information supplied is accurate, understand that the organisation may verify relevant employment details, and acknowledge that I have been given access to the recruitment privacy notice at the end of this document. Disclosure of information will be considered fairly, confidentially and in accordance with law.
	Signature
	

	Date
	

	Interview availability / adjustments requested (optional)
	



Return your completed main application to recruitment@inspirecs.org or Inspire CS Group, Unit 3, Craig Court, Standish Street, St Helens, Merseyside WA10 1GJ. Any confidential disclosures should be submitted securely to HR, separately from the main application where possible.


CONFIDENTIAL – Criminal Record Self-Disclosure
For HR / authorised safer recruitment personnel only. Do not include this section in an interview panel pack. Complete only when requested for a post eligible for the relevant criminal-record disclosure. If sending by email, use an HR-approved secure method.
For eligible roles covered by the Rehabilitation of Offenders Act 1974 (Exceptions) Order, disclose only convictions and cautions that are not protected under current DBS filtering rules. You must not disclose protected or filtered convictions or cautions. Where the role is not eligible for an excepted-person question, HR must provide the appropriate alternative form.
	Full name
	

	Position applied for
	

	Date
	

	Do you have any convictions or cautions that you are legally required to disclose for this position under the applicable exceptions and filtering rules?
	Yes  ☐      No  ☐

	If yes, provide the relevant offence, date, disposal and any contextual information you wish us to consider (you may supply a separate confidential sheet).

	 
 
 
 
 



A relevant disclosure does not automatically bar employment. The information will be assessed individually, with regard to the role, safeguarding risks and applicable legal requirements. This form is not a substitute for an appropriate DBS check.

	Signature
	

	Date
	




VOLUNTARY – Equality, Diversity and Inclusion Monitoring
This section is optional. It is collected solely to monitor fairness and equality in recruitment, must be separated from the application before shortlisting, and must not be made available to interviewers. Choose “Prefer not to say” where you do not wish to answer.
	Role applied for
	

	Application reference (if known)
	

	Age band
	☐ Under 25   ☐ 25–34   ☐ 35–44   ☐ 45–54   ☐ 55–64   ☐ 65+   ☐ Prefer not to say

	Sex (optional)
	☐ Female   ☐ Male   ☐ Prefer not to say

	Ethnic background (optional)
	☐ White   ☐ Mixed / multiple ethnic groups   ☐ Asian / Asian British   ☐ Black / Black British   ☐ Other   ☐ Prefer not to say

	Religion or belief (optional)
	☐ Christian   ☐ Muslim   ☐ Hindu   ☐ Jewish   ☐ Sikh   ☐ Buddhist   ☐ Other   ☐ None   ☐ Prefer not to say

	Sexual orientation (optional)
	☐ Heterosexual   ☐ Gay / lesbian   ☐ Bisexual   ☐ Other   ☐ Prefer not to say

	Do you consider yourself to have a disability under the Equality Act 2010? (Optional – you may decline to answer.)
	Yes  ☐      No  ☐



A disability under the Equality Act 2010 is a physical or mental impairment that has a substantial and long-term adverse effect on normal day-to-day activities. Prefer not to say: ☐
Interview adjustments: If you need reasonable adjustments for the application or interview process, contact the HR team separately. Requests for adjustments are not used to assess your suitability.
	Optional feedback on accessibility of our recruitment process

	 
 


 




Recruitment Privacy Notice
Inspire CS Group processes personal information to manage recruitment, assess suitability, comply with legal obligations and protect children and young people. This notice provides an overview; HR should provide the organisation’s full approved recruitment privacy notice on request.
Information we collect
Identity and contact details, application and employment history, qualifications, references, right-to-work information, interview assessments and, where relevant and lawful, safeguarding and criminal-record information. Equality monitoring is collected separately and voluntarily.
How information is used and shared
Information is accessed by authorised HR and recruitment staff and, where necessary, relevant external agencies or service providers for lawful checks and safeguarding. Criminal-record disclosures and equality information are subject to restricted access. We do not use equality monitoring responses to decide who is appointed.
Retention and your rights
Unsuccessful application records will normally be retained for six months after the recruitment outcome unless a different period is required by law, a legal claim or an approved retention schedule. Successful applicants’ relevant recruitment records may transfer to their personnel file under the applicable retention schedule. You may contact HR to exercise your applicable information rights or request further information on lawful bases, third-party sharing and retention.
Privacy contact: recruitment@inspirecs.org  |  01744 661201  |  Unit 3, Craig Court, Standish Street, St Helens, WA10 1GJ


INTERNAL HR ONLY – Safer Recruitment Checklist
Detach or restrict this section before any applicant-facing circulation. This is an internal record of recruitment checks; it does not replace the full safer recruitment policy or any service-specific statutory recruitment requirements.
	Candidate name
	

	Role / service
	

	HR reviewer / date
	

	Check / evidence
	Completed
	Date / note

	Application signed, complete and checked for discrepancies
	☐ Yes  ☐ No  ☐ N/A
	

	Full employment history obtained, including relevant voluntary activity
	☐ Yes  ☐ No  ☐ N/A
	

	Employment gaps explored; explanation and outcome recorded
	☐ Yes  ☐ No  ☐ N/A
	

	Previous work with children / vulnerable adults identified
	☐ Yes  ☐ No  ☐ N/A
	

	Minimum required references obtained directly, including most recent employer as applicable
	☐ Yes  ☐ No  ☐ N/A
	

	Reasons for leaving previous child / adult care roles verified as far as reasonably practicable
	☐ Yes  ☐ No  ☐ N/A
	

	Safeguarding declarations reviewed and any concerns escalated
	☐ Yes  ☐ No  ☐ N/A
	

	Interview safeguarding questions assessed and documented
	☐ Yes  ☐ No  ☐ N/A
	

	Identity and right-to-work checks completed
	☐ Yes  ☐ No  ☐ N/A
	

	Qualifications and professional registrations verified as required
	☐ Yes  ☐ No  ☐ N/A
	

	Appropriate DBS and barred-list eligibility determined and checks completed
	☐ Yes  ☐ No  ☐ N/A
	

	Any additional role / service-specific checks completed
	☐ Yes  ☐ No  ☐ N/A
	

	Conditional offer requirements met before start / exception authorised and recorded if lawfully permitted
	☐ Yes  ☐ No  ☐ N/A
	

	Privacy information provided and confidential material appropriately restricted
	☐ Yes  ☐ No  ☐ N/A
	

	Outstanding checks / discrepancies / safeguarding follow-up and resolution (record securely)

	 
 
 
 

	Recruitment decision / authorised by
	

	Date of decision
	

	Proposed start date
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