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Dudley Lodge

safeguarding children services




Completed applications should be sent to:
Dudley Lodge, 143 Warwick Road, Coventry, CV3 6AT or recruitment@dudleylodge.co.uk
Application to be typed. 

Application must be fully completed, or it will not be accepted. Please include dates where applicable and gaps in employment, or we will not be able to accept your application. 
CONFIDENTIAL APPLICATION FOR EMPLOYMENT

1
	Position
	

	Position Applied for:
	

	Date available to take up employment:
	


2

	Prepared to Work

	Full Time       □      Part Time     □      Shift Work      □      Temporary      □     Casual     □
Do you know anyone employed by this company?    Yes □     No □    If yes, who?




3

	Personal Details

	Title:

	Surname:

	Forename(s):

	Previous Names:


	Address (inc postcode):



	Tel Number (Home):

	Tel Number (Mobile):

	National Insurance Number:  


	Email address:



4

	Education

	Schools attended from age 11
	Examinations

Subject               
	Dates 
	Result

	
	
	From 
	To 
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


5

	Further Education

	Subject/Course
	Place of Education
	Dates 
	Qualifications/Class of Degree

	
	
	From 
	To 
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6

	Most Recent Employer

(Please include details of your most recent employment below and use the spaces below to give details of other employments, working backwards from the most recent)

	Present/Most Recent Employer:



	Contact details of employer including address, email and telephone number: 



	Start Date:


	Leaving Date: (if applicable)
	Reason for Leaving (if applicable)

	Job Title:



	Current/Leaving Salary:



	Did this job involve working with children or vulnerable adults? 

If yes, please ensure that you have provided the contact name, full address details, email address and contact number (we are unable to pursue your application without these details)

Yes □     No □    

	Duties/Responsibilities




	Most Recent Employer

	Present/Most Recent Employer:



	Contact details of employer including address, email and telephone number: 



	Start Date:


	Leaving Date: 
	Reason for Leaving:

	Job Title:



	Current/Leaving Salary:



	Did this job involve working with children or vulnerable adults? 

If yes, please ensure that you have provided the contact name, full address details, email address and contact number (we are unable to pursue your application without these details)

Yes □     No □    

	Duties/Responsibilities




	Most Recent Employer

(Please include details of your most recent employment below and use the spaces below to give details of other employments, working backwards from the most recent)

	Present/Most Recent Employer:



	Contact details of employer including address, email and telephone number: 



	Start Date:


	Leaving Date: (if applicable)
	Reason for Leaving (if applicable)

	Job Title:



	Current/Leaving Salary:



	Did this job involve working with children or vulnerable adults? 

If yes, please ensure that you have provided the contact name, full address details, email address and contact number (we are unable to pursue your application without these details)
Yes □     No □    

	Duties/Responsibilities




7
	Gaps in employment 

	Please complete this section to explain any gaps in employment/education. Please specify dates and reasons, any employment gaps since leaving school must be documented)

(Please continue on a separate sheet if required)

	


8
	Personal Statement 

	Please detail:

(a) Reasons for applying for this position

(b) Your experience relevant to this position

(Please continue on a separate sheet if required)

	


9
	Community/Volunteer Experience

	Name & Address of organisation
	Position & Duties
	Duration & Dates

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


10
	Vehicle

	Do you own a car?
	    Yes □           No □        

	Hold a current Driving Licence?
	     Provisional    □              Full   □                No □        

	Have any current endorsements?
	     Yes  □         No □        


11
	Interests/Hobbies

	Please give details of any pastimes, sports etc and offices held in social/sports clubs etc
	


12
	Right to work in the UK (we have a legal responsibility that all our employees have the legal right to live and work in the UK)

	Do you need a work permit to work in the UK?

	     Yes   □       No    □  

	As required by the Immigration, Asylum & Nationality Act 2006, when attending an interview, you must bring original documents with you that provides evidence of your right to live and work in the UK. This can be a combination of original documents from the list of acceptable documents produced by the Home Office. Please note that, since May 2014, it has been a requirement for visas and Indefinite Leave to Remain stamps in passports to be in a valid document in order to be acceptable evidence of right to work. Visas/stamps in expired passports cannot be accepted.

The original documents will be checked by a member of staff in your presence to check that documents are genuine, valid and that there are no work restrictions that prevent you from undertaking the work concerned. If the names on the documents that you supply are not identical then you will also need to supply another document.  A copy will be taken and signed and dated as checked by the member of staff.

These documents will be retained securely by the HR department until the end of the selection process. At that point, if you are successful, the copy of the document will be retained on your personal file. If you are not successful, the copy will be destroyed securely.

If you have not provided evidence of your right to work in the UK at an interview with us, any offer of work or employment made to you will be conditional upon you presenting this before you join Dudley Lodge. This document check must be carried out before you start or can be paid for any work with us.

(please advise below which copy documents you will provide)

In addition, you will also need to provide two current documents / letter on which your name and address are shown.

** Note: If you require a work permit to work in the UK, you will need to provide this along with your passport and proof of address.
If you do not require a work permit to work in the UK, you must be able to provide your Passport or full Birth Certificate with proof of your NI number.

Without these documents you will be unable to commence employment with Dudley Lodge.


13
	References 

	Dudley Lodge adhere to a safer recruitment process, the following procedure will be followed when obtaining reference checks of all successful candidates:

· A minimum of 2 employment reference checks

· A reference check from the current employment

· A reference check from each employment within the last 18 months
· A reference check from each employment since leaving school where the candidate has worked with children or adults at risk 


	Professional Referee 

	Most Recent Employer, Company Name and Address



	Referee Name: 


	Position/Relationship:

	Telephone number: 


	Email Address:

	Contactable prior to interview?      Yes   □            No    □        



	Professional Referee 

	Most Recent Employer, Company Name and Address



	Referee Name: 


	Position/Relationship:

	Telephone number: 


	Email Address:

	Contactable prior to interview?      Yes   □            No    □        



14
	Next of Kin

	Please give details of next of kin or person who can be contacted in an emergency

	Name 


	Address



	Tel Number: (Home)
	Tel Number: (Mobile)

	Tel Number: (Business)
	Relationship:


15
	Recruitment Policy

	It is the Company’s policy to employ the best person for the vacancy and provide equal opportunities for the advancement of employees including promotion and training and not to discriminate against any person because of age, disability, gender re-assignment, marital status, race, religion, belief, sex, sexual orientation, or union membership status.


16
	Rehabilitation of Offenders Act 1974

	All posts involving direct contact with children and vulnerable adults are exempt from the Rehabilitation of Offenders Act 1974. However, amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain spent convictions and cautions are 'protected'. These are not subject to disclosure to employers and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the DBS website or at Nacro. Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview. You may be asked for further information about your criminal history during the recruitment process. If your application is successful, this self-disclosure information will be checked against information from the Disclosure & Barring Service before your appointment is confirmed.    


17
	Declaration

	I confirm that the above information is complete and accurate, and I understand that any offer of
employment is subject to a) references which are satisfactory to Dudley Lodge b) a satisfactory DBS

certificate a check of the Barred list c) the entries on this form proving to be complete and accurate

and d) a satisfactory medical report, if appropriate. I can confirm that I have not been disqualified from

working with children, cautioned or sanctioned in this regard. Any false statement may be sufficient

cause for rejection or, if already an employee, dismissal.
I authorise the Company to obtain references to support this application once an offer has been made
And accepted and release the Company from any liability caused by giving and receiving information.

	Signature:


	Date:



18
	How did you hear about this position?

	Please tick below, where or how you heard about the vacancy at Dudley Lodge:

□  Friends Recommendation (please see below)

□  Via the Dudley Lodge website ‘Careers’ section 

□  Via advertisement in the local newspaper

□  Other, please specify:


	If a friend has recommended you, please provide their full name and how long you have known them for.

	If you downloaded the application pack from the Dudley Lodge website, please specify how you were directed to our website:
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Dudley Lodge

safeguarding children services




	Application Form Guidance Notes 


Thank you for your interest in this vacancy at Dudley Lodge. These guidance notes have been written to help you complete the application form as fully as possible.

Completing the Form 

The application form may be downloaded and word processed (visit www.dudley lodge.co.uk under careers section to download the form). Please ensure you tell us the job title of the post for which you are applying.

Personal Details 

We will require this information to contact you should you be short listed for the interview so please complete this as fully as possible.
We are committed to safeguarding and promoting the welfare of the children; therefore, the post is subject to an enhanced DBS check.
References 

Dudley Lodge adhere to a safer recruitment process, the following procedure will be followed when obtaining reference checks of all successful candidates:
· A minimum of 2 employment reference checks
· A reference check from the current employment
· A reference check from each employment within the last 18 months
· A reference check from each employment where the candidate has worked with children or adults at risk since leaving school 
You should give the name, occupation and addressees of people who will provide a reference for you. Your referees should include your present or most recent employer. If you have not yet been employed, then your referee may be someone who taught you at school or college.

Referees should be able to comment authoritatively on your work, education, skills and abilities and must not be related to you.

Disclosure & Barring Scheme Checks

Because of the nature of Dudley Lodge’s work, any member of staff or volunteer may come in to contact with children under the age of 18 or vulnerable adults. Therefore, the post for which you have applied is exempt from the Rehabilitation of Offenders Act 1974. However, amendments to the Exceptions Order 1975 (2013 & 2020) provide that certain spent convictions and cautions are 'protected'. These are not subject to disclosure to employers and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found on the DBS website or at Nacro. Shortlisted candidates will be asked to provide details of all unspent convictions and those that would not be filtered, prior to the date of the interview. You may be asked for further information about your criminal history during the recruitment process. If your application is successful, this self-disclosure information will be checked against information from the Disclosure & Barring Service before your appointment is confirmed. Any information disclosed will be treated as confidential and will not necessarily preclude you from employment.
Dudley Lodge have provided a flowchart with this application form to provide information to candidates about the filtering rules.

Qualifications Obtained at School 

Please let us know the qualifications you gained at school, the year you gained them, the grade and the level of qualification e.g. GCSE, O ’Level, NVQ.

University/Further Education 

Please let us know the name and dates of any higher or further educational establishments you have attended along with the details of qualifications and grades obtained.

Other Job-related Training 

Tell us about any job-related training courses you have attended.

Membership of Professional Bodies 

If you are a member of any professional body then please let us know and remember to include your membership status e.g. associate, graduate.

Present Employment 
You should tell us the name and address of your present employer, along with the date your employment commenced and your present salary or grade.

Current Duties and Responsibilities 

Please also briefly describe your current duties and responsibilities focusing on those which would of interest to us when considering the post for which you have applied.

Other Employment / Voluntary Work

Use this section to tell us about any voluntary work that you have undertaken. Please list the names, addresses and nature of business of your previous employers, together with a very brief description of your job purpose and duties.

Personal Statement 

Addressing the selection criteria - Your application criteria should address each criterion by demonstrating how your work experience, skills, knowledge, abilities and qualifications meet them. Criteria may often be referred to as ‘essential’ or ‘desirable’.

Essential criteria – refers to those that are critical for the satisfactory performance of the pos.

Desirable Criteria – are those which, while not essential, will enhance your capacity to do the job.

Equal Opportunities   
We welcome people with a disability and we may require an occupational assessment to identify the support that you need.

Dudley Lodge is committed to a policy that seeks to ensure equality of opportunity for all and to take action to avoid discrimination. All applicants are considered solely on their perceived ability to do the job for which they have all applied. Therefore, it would be appreciated if you could complete the separate form in full.
Declaration

Please remember to sign and date the form before you post it to us.

Please return your application form before 5pm on the closing date to
recruitment@dudleylodge.co.uk  or
HR Department
Dudley Lodge
143 Warwick Road
Coventry
CV3 6AT 

If you have not heard from us within 2 weeks of the closing date, you may assume that your application has been unsuccessful.  It is not our policy to provide feedback.  Any unsuccessful applicant can only apply for another similar position after 12 months has elapsed unless there are exceptional circumstances.

Data Protection

The information you provide is subject to the Data Protection Act 1998, unless you are appointed to the job for which you have applied, will be stored securely in the Personnel Department for a period of six months, after which it will be destroyed. We keep applications on file as there may be times when positions come up that may be of interest to you. If you do not want your application kept on file for 6 months please email recuitment@dudleylodge.co.uk to let us know to take your details off our records. 
If you are applying for a Bank Family Worker role or Waking Night Worker role please tick your availability.

	Monday 
	Tuesday 
	Wednesday 
	Thursday 
	Friday 
	Saturday 
	Sunday 

	
	
	
	
	
	
	


Please be aware of working time regulations. Employees must have 1 rest day in a 7-day week, for this reason please make Dudley Lodge aware of any other work you will be undertaking below: 

	Currently working days/hours:





Equality and diversity monitoring form
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. 

Dudley Lodge wants to meet the aims and the commitments set out in its equality policy. This includes not discriminating under the Equality Act 2010 and building an accurate picture of the make-up of the workforce in encouraging equality and diversity. 

The organisation needs your help and co-operation to enable us to do this, however, please note filling in this form is voluntary.

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

·  please do note if you are applying for a role where this involves working directly with children or Vulnerable adults you must be 18 or over due to Dudley Lodge being a safeguarding organisation.
· This monitoring form will be separated from the application form on receipt at Dudley Lodge.
Age
· 18-25                       
· 26-35
· 36-45
· 46-55
· 55+
· Prefer not to say 

Disability

Do you have a disability?

· Prefer not to say 

· Yes, I am aware I have a disability

· No, I don’t have a disability 

You will be considered as having a disability for discrimination purposes if you fit the definition as given in the Equality Act 2010. In the Act, a disability is a ‘physical or mental impairment which has a substantial and long-term adverse effect on a person’s ability to carry out normal day to day activities.’ For these purposes, ‘long term’ is taken to mean the condition is likely to last longer than 12 months or likely to recur. 

Ethnicity

Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate box
Asian or Asian British

· Bangladeshi

· Indian 

· Pakistani 

· Other Asian background (Please specify ____________________________)

Black or Black British 

· African

· Caribbean

· Other Black background (Please specify ____________________________)

Chinese and other groups

· Chinese

· Other ethnic group (Please specify ____________________________)

Mixed race

· White and Asian 

· White and Black African

· White and Caribbean 

· Other Mixed background (Please specify ____________________________)

White

· British

· Irish

· Scottish 

· Gypsy or Irish Traveller 

· Welsh

· Other White background (Please specify ____________________________)

· Prefer not to say

Religion or belief
· Buddhist 

· Christian 

· Hindu 

· Jewish 

· Muslim 

· Sikh 

· Other (Please specify ____________________________)

· No religion 

· Prefer not to say

Gender

· Female (including trans woman)

· Intersex    

· Male (including trans man)

· Non-binary

· Prefer not to say

· If you prefer to use your own term, please specify here …………………….

Trans Status
(Does your gender differ from that which you were assigned at birth)
· Yes

· No

· Prefer not to say

Sexual orientation
· Bisexual

· Gay

· Heterosexual

· Lesbian

· Prefer not to say

· If you prefer to use your own term, please specify here ……………………………………………….….

Data protection statement

Dudley Lodge uses this information to review compliance with its policies on equal opportunity in relation to recruitment. We will use this data to inform our statistics on the representation of the categories of individual as shown above. We will treat all personal information in line with current data protection legislation and our data protection policy. 
For us to process this information and to comply with data protection legislation, we require your consent. You are not required to give your consent; you acknowledge that any consent given is freely given. Your job application is not dependent on your giving consent to our processing of this data.

Including your signature below will signify your consent to our processing of this information. Once you have given consent, you may withdraw it at any time by emailing recruitment@dudleylodge.co.uk  

Signature:






Date:

Dudley Lodge is committed to Quality, Excellence, Equality and Diversity
STRICTLY CONFIDENTIAL


